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About This Policy Manual 

 

This policy manual contains the official policies of the Oxford School Committee, the major 

regulations intended to implement policy, and certain reference or "exhibit" documents that relate 

to policies and/or regulations.  The school department operates according to the policies 

established by the School Committee. The Committee appraises the effects of its policies and 

revises them as necessary. 

The Oxford School Committee makes this manual available to all who are affected by its policies. It 

is the hope of the Committee that this collection of policies and regulations will make greater 

harmony and efficiency possible in all areas of school operations. This will enable the Committee to 

devote more time to its primary duty - the development of long-range policies and planning for the 

future of the school system. 

Policy development in a modern, forward-looking school system is a dynamic, ongoing process. 
New problems, issues, and needs give rise to the continuing need to develop new policies or to 
revise existing ones. Additionally, state laws and regulations change. No matter how well conceived 
and well developed, a policy manual can never be 100% complete and 100% up-to-date. Policy 
development is a continuing process. From time to time, new policies, regulations, and reference 
documents will be developed, coded under the classification system, and issued for insertion in the 
manual. Each person holding a copy of this manual should make a diligent effort to keep it up to 
date as new policies, regulations, and exhibits are distributed by the Central Office. All copies of 
this manual are the property of the Oxford Public Schools. 
 
About Policies and Regulations 
 
Generally, the role of a School Committee is to set policy and the role of the administration is to 
implement it through regulations. Written policies are the chief means by which a School 
Committee governs the schools, and regulations are the means by which the Committee's policies 
are implemented. The following definitions provide a distinction between these two types of 
statements: 
 
POLICIES are principles adopted by the School Committee to chart a course of action. They are 
broad enough to indicate a line of action to be taken by the administration in meeting day-to-day 
problems while being narrow enough to give the administration clear guidance. 
 
REGULATIONS are detailed directions usually developed by the administration to put policy into 
practice.  
 
As long as the administration operates within the guidelines of policy adopted by the Committee, it 
may issue regulations without prior Committee approval, unless law requires Committee action, or 
unless the Committee specifically asks that certain regulations be submitted for approval.  
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Order of Precedence 
 
School Committee policies and regulations, as well as negotiated agreements with staff bargaining 
units, must be read and interpreted in the light of the Massachusetts General Laws and State 
regulations. Wherever inconsistencies of interpretation arise, the law and state regulations prevail. 
A conflict between a local policy or regulation and a negotiated agreement must be interpreted in 
line with the contract for members of the particular bargaining unit. 
 
How the Manual is Organized 
 
The manual is organized in accordance with the classification system developed by the National 
School Boards Association. This system provides an efficient means of coding, filing, and finding 
policies and other documents. There are 12 major classifications each assigned an alphabetical 
code: 
 
   A -- FOUNDATIONS AND BASIC COMMITMENTS 
   B -- SCHOOL BOARD GOVERNANCE AND OPERATIONS 
   C -- GENERAL SCHOOL ADMINISTRATION 
   D -- FISCAL MANAGEMENT 
   E -- SUPPORT SERVICES 
   F -- FACILITIES DEVELOPMENT 
   G -- PERSONNEL 
   H -- NEGOTIATIONS 
   I  -- INSTRUCTIONAL PROGRAM 
   J  -- STUDENTS 
   K -- SCHOOL-COMMUNITY RELATIONS 
   L -- EDUCATION AGENCY RELATIONS 
 
Sub classification under each heading is based on logical sequence and alphabetical sub coding.  
 
Distinguishing Regulation and Exhibits from Policies 
 
Regulations are distinguished by the inclusion of the letter R following their category code and sub 
code.  Exhibits are distinguished by the inclusion of the letter E following their category code and 
sub code. Application Forms are distinguished by the inclusion of the letter A following their 
category code and sub code  
 
Understanding Dates and References 
 
Dates appearing at the end of each policy or regulation note the original date of adoption and any 
subsequent revision updates and adoptions. 
 
Legal References are provided to inform the reader where in state or federal law the statutes that 
relate to a specific policy may be found. Unless otherwise noted, all references direct the reader to 
the General Laws of the Commonwealth of Massachusetts (cited as M.G.L. chapter : section). 



Preamble | iii  

 

 

 
Contract References 
 
Agreements reached through negotiations with recognized staff organizations have the full force of 
committee policy. References to negotiated agreements are provided, as appropriate, to direct the 
reader to statements in these agreements. 
 
Cross References 
 
Certain policies and regulations relate to others. Cross-references are provided in some policies to 
help the reader find all of the related information needed. 
 

A Note on Terminology 
 
The masculine, feminine and neuter genders as used in this manual import one another, and the 
singular shall include the plural whenever applicable. 
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A  MISSION AND VISION STATEMENTS 

 

Mission Statement. 

 

The Oxford Public Schools is to provide an education that will enable students to become self-

directed critical thinkers and foster lifelong learners who will be able to make significant 

contributions to a global society. 

 

Vision Statement. 

 

It is the vision of the Oxford Public Schools that all students will be prepared to enter the 21st 

century as globally prepared people with a base in technology, an appreciation for learning and an 

understanding of the diversity they will meet each day. 

 

[Adopted - January 23, 1995] 

[Revision Adopted - June 23, 1997]  

  



O x f o r d  S c h o o l  C o m m i t t e e  P o l i c y  M a n u a l| 3 

 

 

AC  NON-DISCRIMINATION 

 

άThe Oxford School District does not discriminate on the basis of race, color, sex, religion, 
national origin, sexual orientation, gender identity, disability, pregnancy, pregnancy related 
condition, ƻǊ ƘƻƳŜƭŜǎǎƴŜǎǎΦέ 
 

Public schools have the responsibility to overcome, insofar as possible, any barriers that prevent 
children from achieving their potential.  The public school system will do its part.  This commitment 
to the community is affirmed in the following statements of School Committee intent to: 
 
1. Promote the rights and responsibilities of all individuals as set forth in the State and Federal 

Constitutions, pertinent legislation, and applicable judicial interpretations. 
 
2. Encourage positive experiences in human values for children and youth and adults, all of 

whom have differing personal and family characteristics and who come from various 
socioeconomic, racial and ethnic groups. 

 
3. Work toward a more integrated society and to enlist the support of individuals as well as 

groups and agencies, both private and governmental, in such an effort. 
   
4. Use all appropriate communication and action techniques to air and reduce the grievances 

of individuals and groups. 
 
5. Carefully consider, in all the decisions made within the school system, the potential benefits 

or adverse consequences that those decisions might have on the human relations aspects of 
all segments of society. 

 
6. Initiate a process of reviewing policies and practices of the school system in order to 

achieve to the greatest extent possible the objectives of this statement. 
 
The Committee's policy of non-discrimination will extend to students, staff, the general public, and 
individuals with whom it does business.  No person shall be excluded from or discriminated against 
in admission to a public school of any town or in obtaining the advantages, privileges, and courses 
of study of such public school on account of race, color, sex, gender identity, religion, national 
origin, sexual orientation, disability, pregnancy, or pregnancy related condition. If someone has a 
complaint or feels that they have been discriminated against because of their race, color, sex, 
gender identity, religion, national origin, sexual orientation, disability, pregnancy, or pregnancy 
related condition, their complaint should be registered with the Title IX compliance officer. 
 
SOURCE  MASC 
 
LEGAL REF:  Title VI, Civil Rights Act of 1964  
   Title VII, Civil Rights Act of 1964, as amended by the Equal Employment  
   Opportunity Act of 1972  
   Executive Order 11246, as amended by E.O. 11375 
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   Equal Pay Act, as amended by the Education Amendments of 1972 
   Title IX, Education Amendments of 1972 
   Rehabilitation Act of 1973 
   Education for All Handicapped Children Act of 1975 
   M.G.L. 71B:1 et seq. (Chapter 766 of the Acts of 1972) 
   M.G.L. 76:5; Amended 2011 
   M.G.L. 76:16 
   BESE regulations 603CMR 26:00 Amended 2012 
   BESE regulations 603CMR 28.00 
  
 
[Adopted - November 1, 2001] 
[Reviewed - October 2007] 
[Revision Adopted - April 9, 2012] 
[Revision Adopted - March 28, 2016] 
[Revision Adopted - September 25, 2017] 
[Revision Adopted - May 14, 2018]  

  

http://www.malegislature.gov/Laws/GeneralLaws/PartI/TitleXII/Chapter71b/Section1
http://www.malegislature.gov/Laws/GeneralLaws/PartI/TitleXII/Chapter76/Section5
http://www.malegislature.gov/Laws/GeneralLaws/PartI/TitleXII/Chapter76/Section16
http://www.doe.mass.edu/lawsregs/603cmr26.html
http://www.doe.mass.edu/lawsregs/603cmr28.html
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ACA  HARASSMENT POLICY 

 

The Oxford Public School District is committed to maintaining an environment that is free of 
discrimination.  In keeping with this commitment, harassment will not be tolerated by anyone, 
including any school employee, student, parent, or visitor. 
 
Harassment consists of unwelcome conduct, whether verbal, physical, or visual, that is based upon 
ŀ ǇŜǊǎƻƴΩǎ ǇǊƻǘŜŎǘŜŘ ǎǘŀǘǳǎΣ ǎǳŎƘ ŀǎ sex, color, race, ancestry, religion, national origin, age, medical 
condition, sexual orientation, disability, marital status, veteran status, citizenship status, gender 
identity, or any other protected group status. 
 
Harassment occurs when: 
 

ǒ Such conduct Ƙŀǎ ǘƘŜ ǇǳǊǇƻǎŜ ƻǊ ŜŦŦŜŎǘ ƻŦ ǎǳōǎǘŀƴǘƛŀƭƭȅ ƛƴǘŜǊŦŜǊƛƴƎ ǿƛǘƘ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ǿƻǊƪ ƻǊ 
education performance, or creating an intimidating, hostile, or offensive working or educational 
environment. 

 

ǒ Submission to such conduct is made either explicitly or implicitly a term or condition of an 
ƛƴŘƛǾƛŘǳŀƭΩǎ ŜƳǇƭƻȅƳŜƴǘ ƻǊ ǎǳŎŎŜǎǎ ŀǎ ŀ ǎǘǳŘŜƴǘΦ 

 

ǒ Submission or rejection of such conduct by an individual is used as the basis for employment or 
educational decisions affecting such individual. 

 
Harassment Investigation 
 

On receiving a complaint, the Harassment Grievance Officer (Principal or designee) will promptly 
investigate the allegation in a fair and expeditious manner.  The investigation will be conducted in 
such a way as to maintain confidentiality to the extent practicable under the circumstances.  The 
investigation will include a private interview with the person filing the complaint and with 
witnesses.  The Harassment Grievance Officer will also interview the person alleged to have 
committed harassment.  When the Harassment Grievance Officer has completed his/her 
investigation, he/she will, to the extent appropriate inform the person filing the complaint, the 
person alleged to have committed the conduct, and, in the case of students, their parents or legal 
guardians of the results of that investigation. 
 
If it is determined that inappropriate conduct has occurred, the District will act promptly to 
eliminate the offending conduct, and where it is appropriate the District will also impose 
disciplinary action. 
 
Disciplinary Action 
 

LŦ ƛǘ ƛǎ ŘŜǘŜǊƳƛƴŜŘ ǘƘŀǘ ƛƴŀǇǇǊƻǇǊƛŀǘŜ ŎƻƴŘǳŎǘ Ƙŀǎ ōŜŜƴ ŎƻƳƳƛǘǘŜŘ ōȅ ƻƴŜ ƻŦ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ 
employees and/or students, the District will take such action as is appropriate under the 
circumstances.  Such action may include counseling, termination from employment, or, for 
students, counseling, suspension, expulsion, or other forms of disciplinary action as the District 
deems appropriate under the circumstances. 
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[Adopted - August 15, 2001] 
[Reviewed Date - September 2009] 
[Revision Adopted - September 28, 2009] 
[Reviewed - March 28, 2016] 
[Revision Adopted - September 25, 2017] 
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ACB  NON-DISCRIMINATION ON THE BASIS OF SEX 

 
 
The School Committee, in accordance with Title IX of the Education Amendments of 1972, declares 
that the school system does not and will not discriminate on the basis of sex in the educational 
programs and activities of the public schools.  This policy will extend not only to students with 
regard to educational opportunities, but also to employees with regard to employment 
opportunities. 
 
The School Committee will continue to ensure fair and equitable educational and employment 
opportunities, without regard to sex, to all of its students and employees. 
 
The Committee will designate an individual to act as the school system's Title IX compliance 
officer.  All students and employees will be notified of the name and office address and telephone 
number of the compliance officer. 
 
LEGAL REF: Title IX of the Education Amendments of 1972, 45 CFR, Part 86 
  M.G.L. 76:5; 76:16  (Chapter 622 of the Acts of 1971) 
  Board of Education Regulations Pertaining to Access to Equal Educational 
  Opportunity, adopted 6/24/75, amended 10/24/78. 

[Adopted ς November 1, 2001] 
[Reviewed ς October 2007] 
[Reviewed ς March 28, 2016] 
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ACABU SEXUAL HARASSMENT POLICY 

 
Introduction 
 
Lǘ ƛǎ ǘƘŜ Ǝƻŀƭ ƻŦ ǘƘŜ hȄŦƻǊŘ {ŎƘƻƻƭ /ƻƳƳƛǘǘŜŜ ό¢ƘŜ ά/ƻƳƳƛǘǘŜŜέύΣ ŀǎ ŎƘƛŜŦ ŜȄŜŎǳǘƛǾŜ ƻŦŦƛŎŜǊ ƻŦ ǘƘŜ 
¢ƻǿƴ ƻŦ hȄŦƻǊŘ tǳōƭƛŎ {ŎƘƻƻƭǎ όά¢ƘŜ 5ƛǎǘǊƛŎǘέύ ǘƻ ǇǊƻƳƻǘŜ ŀƴ ŜƴǾƛǊƻƴƳŜƴǘ ǘƘŀǘ ƛǎ ŦǊŜŜ ƻŦ ǎŜȄǳŀƭ 
harassment. Sexual harassment of employees as well as students occurring in the environment or 
in other settings in which employees and/or students may find themselves in connection with the 
School District is unlawful and will not be tolerated. Further, any retaliation against an individual 
who has complained about sexual harassment or retaliation against individuals for cooperating 
with an investigation of a sexual harassment complaint is similarly unlawful and will not be 
tolerated. To achieve our goal of providing an environment free from sexual harassment, the 
conduct that is described in this policy will not be tolerated and we have provided a procedure by 
which inappropriate conduct will be dealt with, if encountered by employees and/or students. (For 
purposes of tƘƛǎ ǇƻƭƛŎȅΣ ǘƘŜ ǿƻǊŘ άŜƳǇƭƻȅŜŜέ ƳŜŀƴǎ ŀƴȅƻƴŜ ƛƴ ǘƘŜ ǎŜǊǾƛŎŜ ƻŦ ǘƘŜ /ƻƳƳƛǘǘŜŜΣ 
either on a paid or volunteer basis.)   
 
Because the District takes allegations of sexual harassment seriously, it will respond promptly to 
complaints of alleged sexual harassment and, where it is determined that such inappropriate 
conduct has occurred, will act promptly to eliminate the conduct and impose such corrective action 
as is necessary, including disciplinary action where appropriate. 
 
Please note that while this policy sets forth our goals of promoting an environment that is free of 
sexual harassment, the policy is not designed or intended to limit our authority to discipline or take 
remedial action for conduct which we deem unacceptable, regardless of whether that conduct 
satisfies the definition of sexual harassment. 

 
Definition of Sexual Harassment 
 
ά{ŜȄǳŀƭ ƘŀǊŀǎǎƳŜƴǘέ ƳŜŀƴǎ ǎŜȄǳŀƭ ŀŘǾŀƴŎŜǎΣ ǊŜǉǳŜǎǘǎ ŦƻǊ ǎŜȄǳŀƭ ŦŀǾƻǊǎΣ ŀƴŘ ǾŜǊōŀƭ ƻǊ ǇƘȅǎƛŎŀƭ 
conduct of a sexual nature when: 
 

submission to or rejection of such advances, requests or conduct is made either 
ŜȄǇƭƛŎƛǘƭȅ ƻǊ ƛƳǇƭƛŎƛǘƭȅ ŀǎ ŀ ǘŜǊƳ ƻǊ ŎƻƴŘƛǘƛƻƴ ƻŦ ŜƳǇƭƻȅƳŜƴǘ ƻǊ ŀ ǎǘǳŘŜƴǘΩǎ ǎǘŀǘǳǎΤ ƻǊ 

 
submission to or rejection of such advances, requests or conduct is made either 
explicitly or implicitly as a basis for employment decisions or student status decisions; or 

 
such advances, requests or conduct have the purpose or effect of unreasonably 
ƛƴǘŜǊŦŜǊƛƴƎ ǿƛǘƘ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ŀƴŘκƻǊ ǎǘǳŘŜƴǘǎ ǿƻǊƪ ǇŜǊŦƻǊƳŀƴŎŜ ōȅ ŎǊŜŀǘƛƴƎ ŀƴ 
intimidating, hostile, humiliating or sexually offensive environment. 

 
Under these definitions, direct or implied requests by a supervisor for sexual favors in exchange for 
actual or promised job benefits such as favorable reviews, salary increases, promotions, increased 
benefits, or continued employment constitutes sexual harassment. 
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The legal definition of sexual harassment is broad and in addition to the above examples, other 
sexually oriented conduct, whether it is intended or not, that is unwelcome and has the effect of 
creating an environment that is hostile, offensive, intimidating, or humiliating to male or female 
employees and/or students may also constitute sexual harassment. 
 
While it is not possible to list all those additional circumstances that may constitute sexual 
harassment, the following are some examples of conduct which if unwelcome, may constitute 
sexual harassment depending upon the totality of the circumstances including the severity of the 
conduct and its persuasiveness: 

ǒ Unwelcome sexual advances ς whether they involve physical touching or not; 
ǒ Sexual epithets, jokes, written or oral references to sexual conduct, gossip regarding 
ƻƴŜΩǎ ǎŜȄ ƭƛŦŜΤ ŎƻƳƳŜƴǘ ƻƴ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ōƻŘȅΣ ŎƻƳƳŜƴǘ ŀōƻǳǘ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ǎŜȄǳŀƭ 
activity, deficiencies, or prowess; 

ǒ Displaying sexually suggestive objects, pictures, cartoons; 
ǒ Unwelcome leering, whistling, brushing against the body, sexual gestures, suggestive or 

insulting comments; 
ǒ LƴǉǳƛǊƛŜǎ ƛƴǘƻ ƻƴŜΩǎ ǎŜȄǳŀƭ ŜȄǇŜǊƛŜƴŎŜǎΤ ŀƴŘΣ  

ǒ 5ƛǎŎǳǎǎƛƻƴ ƻŦ ƻƴŜΩǎ ǎŜȄǳŀƭ ŀŎǘƛǾƛǘƛŜǎΦ 

 
All employees and/or students should take special note that, as stated above, retaliation against an 
individual who has complained about sexual harassment, and retaliation against individuals for 
cooperating with an investigation of sexual harassment complaint is unlawful and will not be 
tolerated by the Committee. 
 
Complaints of Sexual Harassment 
 
If any of our employees and/or students believes that he or she has been subjected to sexual 
harassment, the employee and/or student has the right to file a complaint with the appropriate 
person listed below. This may be done in writing or orally. 
 
The District has designated Sexual Harassment Grievance Officers. If you would like to file a 
complaint you may do so by contacting the current Sexual Harassment Grievance Officers as 
follows: 
 
Personnel 
 
As to any complaint regarding alleged sexual harassment by building level staff, the Sexual 
Harassment Grievance Officers are the Principal/Director of the school where you believe the 
incident to have occurred, or the Assistant Superintendent of Student Services and Special 
Education as alternate.   
 
As to any complaint regarding alleged sexual harassment by other Central Office staff, the Sexual 
Harassment Grievance Officers are the Superintendent of Schools, or the Assistant Superintendent 
of Student Services and Special Education as alternate. 
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As to any complaint regarding alleged sexual harassment by a Principal, the Sexual Harassment 
Grievance Officers are the Superintendent of Schools, or the Assistant Superintendent of Student 
Services and Special Education as alternate. 
 
As to any complaint regarding alleged sexual harassment by the Assistant Superintendent of 
Student Services and Special Education, the Sexual Harassment Grievance Officers are the 
Superintendent of Schools, or the School Committee Chairperson as alternate. 
 
As to any complaint regarding alleged sexual harassment by the Superintendent of Schools, the 
Sexual Harassment Grievance Officers are the School Committee Chairperson, or the School 
Committee Vice Chairperson as alternate. 
 
As to any complaint regarding alleged sexual harassment by a student, the Sexual Harassment 
Grievance Officers are the Principal/Director of the building in which the harassment took place, 
and the Assistant Superintendent of Student Services and Special Education as alternate. 
 
If any employee or student believes he or she has been subject to sexual harassment, the 
employee or student should initiate a complaint regarding alleged sexual harassment by contacting 
the Sexual Harassment Grievance Officer as soon as possible. The employee or student should file 
the complaint promptly following any alleged incident of harassment. The employee or student 
should be aware that the longer the period of time between the event giving rise to the complaint 
and the filing, the more difficult it will be for the District to reconstruct what occurred. The 
employee or student will be requested to write out his or her complaint to document the charge or 
to sign a written statement. Employees or students will not have to go through the regular chain of 
reporting procedures when reporting sexual harassment. If the employee or student is 
uncomfortable contacting the Sexual Harassment Grievance Officer because he or she believes the 
Sexual Harassment Grievance Officer may not receive the complaint impartially, the employee or 
student may contact the Alternate Sexual Harassment Grievance Officer. 
 
Sexual Harassment Grievance Officers are also available to discuss any concerns you may have and 
to provide information to you about our policy on sexual harassment and our complaint process. 
 
SEXUAL HARASSMENT INVESTIGATION 

On receiving the complaint, the Sexual Harassment Grievance Officer will promptly investigate the 
allegation in a far and expeditious manner. The investigation will be conducted in such a way as to 
maintain confidentiality to the extent practicable under the circumstances. The investigation will 
include a private interview with the person filing the complaint and with witnesses. The Sexual 
Harassment Grievance Officer will also interview the person alleged to have committed sexual 
harassment. When the Sexual Harassment Grievance Officer has completed his/her investigation, 
he/she will, to the extent appropriate inform the person filing the complaint and the person alleged 
to have committed the conduct of the results of that investigation. 
 
If it is determined that inappropriate conduct has occurred, the District will act promptly to 
eliminate the offending conduct, and where it is appropriate the District will also impose 
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disciplinary action. 
 

DISCIPLINARY ACTION 
 
If it is determined that inappropriate conduct has been committed by one of our employees and/or 
students, the District will take such action as is appropriate under the circumstances. Such action 
may range from counseling to termination from employment, or, for students, from counseling to 
suspension or expulsion and may include such others forms of disciplinary action as the District 
deems appropriate under the circumstances. 
 
STATE AND FEDERAL REMEDIES 
 
In addition to the above, if you believe you have been subjected to sexual harassment, you may file 
a formal complaint regarding alleged sexual harassment with either or both of the government 
agencies set forth below. Using our complaint process does not prohibit you from filing a complaint 
with these agencies. Each of the agencies has a short time period for filing a claim (EEOC ς 180 
days; MCAD ς 6 months). 
 

 ¢ƘŜ ¦ƴƛǘŜŘ {ǘŀǘŜǎ 9ǉǳŀƭ 9ƳǇƭƻȅƳŜƴǘ hǇǇƻǊǘǳƴƛǘȅ /ƻƳƳƛǎǎƛƻƴ όά99h/έύ 
 One Congress Street ς 10th Floor, Boston, MA 02114 
 (617) 565-3200 
 

 ¢ƘŜ aŀǎǎŀŎƘǳǎŜǘǘǎ /ƻƳƳƛǎǎƛƻƴ !Ǝŀƛƴǎǘ 5ƛǎŎǊƛƳƛƴŀǘƛƻƴ όάa/!5έύ 
 Boston Office:     Springfield Office: 
 One Ashburton Place ς Room 601  424 Dwight Street, Room 220 
 Boston, MA 02108    Springfield, MA 01103 
 (617) 727-3990    (413) 739-2145 
 
[Adopted - July 7, 2003] 
[Revision Adopted - September 28, 2009] 
[Revision Adopted - September 25, 2017] 
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ADBU  SMOKING ON SCHOOL PREMISES 

 
 
Use of any smoking products and materials including, but not limited to, tobacco, electronic 
devices, vaping, e-cigarettes, and cannabis within the school buildings, school facilities, or on 
school grounds or school buses by an individual, including school personnel and students, is 
prohibited at all times. 

A staff member determined to be in violation of this policy shall be subject to disciplinary action. 
 
A student determined to be in violation of this policy shall be subject to disciplinary action pursuant 
to the student discipline code. 
 
This policy shall be promulgated to all staff and students in appropriate handbook(s) and 
publications. 
 
Signs shall be posted in all school buildings informing the general public of the District policy and 
requirements of state law. 
 
LEGAL REF: M.G.L.  71:37H 
 
[Adopted - June 23, 1997] 
[Reviewed - October 2007] 
[Revision Adopted - May 9, 2016] 
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ADDA  BACKGROUND CHECK REQUIREMENTS 

 

It shall be the policy of the school district that, as required by law, a state and national fingerprint 
criminal background check will be conducted to determine the suitability of full or part-time 
current and prospective school employees who may have direct and unmonitored contact with 
children. School employees shall include, but not be limited to any apprentice, intern, or student 
teacher or individuals in similar positions, who may have direct and unmonitored contact with 
children. The school district shall also obtain a state and national fingerprint background check for 
any individual who regularly provides school-related transportation to children. In the case of an 
individual directly hired by the School Committee, the Chair of the School Committee shall review 
the results of the state and national fingerprint background checks. The school district, as 
appropriate, may obtain a state and national fingerprint background check for any volunteer, 
subcontractor, or laborer commissioned by the School Committee, school, or employed by the 
town to perform work on school grounds, who may have direct and unmonitored contact with 
children. School volunteers, subcontractors, and laborers who may have direct and unmonitored 
contact with children must continue to submit state background checks. 

The fee charged by the provider to the employee and educator for state and national fingerprint 
background checks will be $55.00 for school employees subject to licensure by DESE and $35.00 for 
other employees, which fee may from time to time be adjusted by the appropriate agency.   

Direct and unmonitored contact with children is defined in DESE regulations as contact with a 
student when no other employee who has received a suitability determination by the school or 
ŘƛǎǘǊƛŎǘ ƛǎ ǇǊŜǎŜƴǘΦ ά/ƻƴǘŀŎǘέ ǊŜŦŜǊǎ ǘƻ ŀƴȅ ŎƻƴǘŀŎǘ ǿƛǘƘ ŀ ǎǘǳŘŜƴǘ ǘƘŀǘ ǇǊƻǾƛŘŜǎ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭ ǿƛǘƘ 
opportunity for physical touch or personal communication. 

This policy is applicable to any state or national criminal history record check made for non-criminal 
justice purposes and requested under applicable federal authority and/or state statute authorizing 
such checks for licensing or employment purposes. Where such checks are allowable by law, the 
following practices and procedures will be followed. 

The employer shall continue to obtain periodically, but not less than every 3 years, from the 
department of criminal justice information services all available Criminal Offender Record 
Information (CORI) for any current and prospective employee or volunteer within the school 
district who may have direct and unmonitored contact with children. 

Requesting CHRI (Criminal History Record Information) checks 

Fingerprint-based CHRI checks will only be conducted as authorized by state and federal law, in 
accordance with all applicable state and federal rules and regulations. If an applicant or employee 
is required to submit to a fingerprint-based state and national criminal history record check, he/she 
shall be informed of this requirement and instructed on how to comply with the law. Such 
instruction will include information on the procedure for submitting fingerprints. In addition, the 
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applicant or employee will be provided with all information needed to successfully register for a 
fingerprinting appointment. 

Access to CHRI 

All CHRI is subject to strict state and federal rules and regulations in addition to Massachusetts 
CORI laws and regulations. CHRI cannot be shared with any unauthorized entity for any purpose, 
including subsequent hiring determinations. All receiving entities are subject to audit by the 
Massachusetts Department of Criminal Justice Information Services (DCJIS) and the FBI, and failure 
to comply with such rules and regulations could lead to sanctions. Federal law and regulations 
provide that the exchange of records and information is subject to cancellation if dissemination is 
made outside of the receiving entity or related entities. Furthermore, an entity can be charged 
criminally for the unauthorized disclosure of CHRI. 

Storage of CHRI 

CHRI shall only be stored for extended periods of time when needed for the integrity and/or utility 
of an individual's personnel file. Administrative, technical, and physical safeguards, which are in 
compliance with the most recent CJIS Security Policy have been implemented to ensure the 
security and confidentiality of CHRI. Each individual involved in the handling of CHRI is to familiarize 
himself/herself with these safeguards. 

In addition to the above, each individual involved in the handling of CHRI will strictly adhere to the 
policy on the storage, retention and destruction of CHRI. 

Retention and Destruction of CHRI 

Federal law prohibits the repurposing or dissemination of CHRI beyond its initial requested 
purpose. Once an individual's CHRI is received, it will be securely retained in internal agency 
documents for the following purposes only: 

Historical reference and/or comparison with future CHRI requests. 

Dispute of the accuracy of the record. 

Evidence for any subsequent proceedings based on information contained in the CHRI. 

CHRI will be kept for the above purposes in a secure location in the Central Office.  When no longer 
needed, CHRI and any summary of CHRI data must be destroyed by shredding paper copies and/or 
by deleting all electronic copies from the electronic storage location, including any backup copies 
or files. The shredding of paper copies of CHRI by an outside vendor must be supervised by an 
employee of the district. 
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CHRI Training 

An informed review of a criminal record requires training. Accordingly, all personnel authorized to 
receive and/or review CHRI at the district will review and become familiar with the educational and 
relevant training materials regarding SAFIS and CHRI laws and regulations made available by the 
appropriate agencies, including the DCJIS. 

Determining Suitability 

In determining an individual's suitability, the following factors will be considered: these factors may 
include, but not necessarily be limited to: the nature and gravity of the crime and the underlying 
conduct, the time that has passed since the offense, conviction and/or completion of the sentence, 
nature of the position held or sought, age of the individual at the time of the offense, number of 
offenses, any relevant evidence of rehabilitation or lack thereof and any other factors deemed 
relevant by the district. 

A record of the suitability determination will be retained. The following information will be 
included in the determination: 

The name and date of birth of the employee or applicant; 

The date on which the school employer received the national criminal history check results; 
and 

The suitability determination (either "suitable" or "unsuitable"). 

A copy of an individual's suitability determination documentation must be provided to another 
school employer, or to the individual, upon request of the individual for whom the school employer 
conducted a suitability determination. 

Relying on Previous Suitability Determination. 

The school employer may obtain and may rely on a favorable suitability determination from a prior 
employer, if the following criteria are met: 

The suitability determination was made within the last seven years; and 

The individual has not resided outside of Massachusetts for any period longer than three 
years since the suitability determination was made; and either 

The individual has been employed continuously for one or more school employers or has 
gaps totaling no more than two years in his or her employment for school employers; or 

If the individual works as a substitute employee, the individual is still deemed suitable for 
employment by the school employer who made a favorable suitability determination. Upon 
request of another school employer, the initial school employer shall provide 
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documentation that the individual is still deemed suitable for employment by the initial 
school employer. 

Adverse Decisions Based on CHRI 

If inclined to make an adverse decision based on an individual's CHRI, the district will take the 
following steps prior to making a final adverse determination: 

Provide the individual with a copy of his/her CHRI used in making the adverse decision; 

Provide the individual with a copy of this CHRI Policy; 

Provide the individual the opportunity to complete or challenge the accuracy of his/her 
CHRI; and 

Provide the individual with information on the process for updating, changing, or correcting 
CHRI. 

A final adverse decision based on an individual's CHRI will not be made until the individual has been 
afforded a reasonable time depending on the particular circumstances not to exceed thirty days to 
correct or complete the CHRI. 

If a school employer  receives criminal record information from the state or national fingerprint-
based background checks that includes no disposition  or is otherwise incomplete, the school 
employer  may request that an individual, after providing him a copy of said background check, 
provide  additional information regarding the results of the criminal background  checks to assist 
the school employer  in determining the applicant's suitability for direct and unmonitored contact 
with children, notwithstanding the terms of General Laws chapter 151B, S. 4,( 9,9 ½). Furthermore, 
in exigent circumstances, a school employer may, pursuant to the terms of DESE regulations (see 
specific regulations in legal references), hire an employee on a conditional basis without first 
receiving the results of a national criminal background check. After exhausting several preliminary 
steps as contained in the above referenced regulation the district may require an individual to 
provide information regarding the individual's history of criminal convictions; however, the 
individual cannot be asked to provide information about juvenile adjudications or sealed 
convictions. The superintendent is advised to confer with legal counsel whenever he/she solicits 
information from an individual concerning his/her history of criminal convictions. 

Secondary Dissemination of CHRI 

If an individual's CHRI is released to another authorized entity, a record of that dissemination must 
be made in the secondary dissemination log. The secondary dissemination log is subject to audit by 
the DCJIS and the FBI. 

The following information will be recorded in the log: 

Subject Name; 
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Subject Date of Birth; 

Date and Time of the dissemination; 

Name of the individual to whom the information was provided; 

Name of the agency for which the requestor works; 

Contact information for the requestor; and 

The specific reason for the request. 

Reporting to Commissioner of Elementary and Secondary Education 

Pursuant to state law and regulation, if the district dismisses, declines to renew the employment 
of, obtains the resignation of, or declines to hire a licensed educator or an applicant for a 
Massachusetts educator license because of information discovered through a state or national 
criminal record check, the district shall report such decision or action to the Commissioner of 
Elementary and Secondary Education in writing within 30 days of the employer action or educator 
resignation. The report shall be in a form requested by the Department and shall include the 
reason for the action or resignation as well as a copy of the criminal record checks results. The 
superintendent shall notify the employee or applicant that it has made a report pursuant to the 
regulations to the Commissioner. 

Pursuant to state law and regulation, if the district discovers information from a state or national 
criminal record check about a licensed educator or an applicant for a Massachusetts educator 
license that implicates grounds for license action pursuant to regulations, the Superintendent shall 
report to the Commissioner in writing within 30 days of the discovery, regardless of whether the 
district retains or hires the educator as an employee. The report must include a copy of the criminal 
record check results. The school employer shall notify the employee or applicant that it has made a 
report pursuant to regulations to the Commissioner and shall also send a copy of the criminal 
record check results to the employee or applicant. 

CORI REQUIREMENTS 

It shall be the policy of the district to obtain all available Criminal Offender Record Information 
(CORI) from the department of criminal justice information services of prospective employee(s) or 
volunteer(s) of the school department including any individual who regularly provides school- 
related transportation to children, who may have direct and unmonitored contact with children, 
prior to hiring the employee(s) or to accepting any person as a volunteer. State law requires that 
school districts obtain CORI data for employees of taxicab companies that have contracted with the 
schools to provide transportation to pupils. 

The Superintendent or their certified designees shall periodically, but not less than every three 
years, obtain all available Criminal Offender Record Information from the department of criminal 
justice informational services on all employees, individuals who regularly provide school-related 
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transportation to children, including taxicab company employees, and volunteers who may have 
direct and unmonitored contact with children, during their term of employment or volunteer 
service. 

The Superintendent or their certified designees may also have access to Criminal Offender Record 
Information for any subcontractor or laborer who performs work on school grounds, and who may 
have direct and unmonitored contact with children, and shall notify them of this requirement and 
comply with the appropriate provisions of this policy. 

tǳǊǎǳŀƴǘ ǘƻ ŀ 5ŜǇŀǊǘƳŜƴǘ ƻŦ 9ŘǳŎŀǘƛƻƴ ǊŜƎǳƭŀǘƛƻƴΣ άΨ5ƛǊŜŎǘ ŀƴŘ ǳƴƳƻƴƛǘƻǊŜŘ ŎƻƴǘŀŎǘ ǿƛǘƘ ŎƘƛƭŘǊŜƴΩ 
means contact with students when no other employee, for whom the employer has made a 
suitability determination ƻŦ ǘƘŜ ǎŎƘƻƻƭ ƻǊ ŘƛǎǘǊƛŎǘΣ ƛǎ ǇǊŜǎŜƴǘΦ ά /ƻƴǘŀŎǘέ ǊŜŦŜǊǎ ǘƻ ŀƴȅ ŎƻƴǘŀŎǘ ǿƛǘƘ ŀ 
student that provides the individual with opportunity for physical touch or personal 
communication. The school employer may determine when there is potential for direct and 
unmonitored contact with children by assessing the circumstances and specific factors including 
but not limited to, whether the individual will be working in proximity with students, the amount of 
time the individual will spend on school grounds, and whether the individual will be working 
independently or with others. An individual shall not be considered to have the potential for direct 
and unmonitored contact with children if he or she has only the potential for incidental 
unsupervised contact in commonly useŘ ŀǊŜŀǎ ƻŦ ǘƘŜ ǎŎƘƻƻƭ ƎǊƻǳƴŘǎΦέ 

In accordance with state law, all current and prospective employees, volunteers, and persons 
regularly providing school-related transportation to children of the school district shall sign an 
acknowledgement form authorizing receipt by the district of all available CORI data from the 
department of criminal justice information services. In the event that a current employee has a 
question concerning the signing of the acknowledgement form, he/she may meet with the Principal 
or Superintendent; however, failure to sign the CORI acknowledgement form may result in a 
referral to local counsel for appropriate action. Completed acknowledgement forms must be kept 
in secure files. The Superintendent or their designees certified to obtain information under the 
policy, shall prohibit the dissemination of school information for any purpose other than to further 
the protection of school children. 

CORI is not subject to the public records law and must be kept in a secure location, separate from 
personnel files and may be retained for not more than three years. CORI shall be shared with the 
individual to whom it pertains, pursuant to law, regulation and the following model policy, and in 
the event of an inaccurate report the individual should contact the department of criminal justice 
informational services. 

Access to CORI material must be restricted to those individuals certified to receive such 
information. In the case of prospective employees or volunteers, CORI material should be obtained 
only where the Superintendent had determined that the applicant is qualified and may forthwith 
be recommended for employment or volunteer duties. 

The hiring authority, subject to applicable law and the model policy, reserves the exclusive right 
concerning any employment decision. 
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The Superintendent shall ensure that on the application for employment and/or volunteer form 
there shall be a statement that as a condition of the employment or volunteer service the school 
district is required by law to obtain Criminal Offender Record Information for any employee, 
individual who regularly provides transportation, or volunteer who may have direct and 
unmonitored contact with children. Current employees, persons regularly providing school related 
transportation, and volunteers shall also be informed in writing by the Superintendent prior to the 
periodic obtaining of their Criminal Offender Record Information. 

Records sealed pursuant to law shall not operate to disqualify a person in any examination, 
appointment or application for public service on behalf of the Commonwealth or any political 
subdivision thereof. 

The Superintendent shall revise contracts with special education schools and other providers to 
require a signed statement that the provider has met all legal requirements of the state where it is 
located relative to criminal background checks for employees and others having direct and 
unmonitored contact with children. 

LEGAL REFS.:    M.G.L. 6:167-178; 15D:7-8; 71:38R, 151B, 276:100A 
   P.L. 92-544; Title 28 U.S.C. § 534; Title 28 C.F.R. 20.33(b) 
   42 U.S.C. § 16962 
   603 CMR 51.00 
   803 CMR 2.00 
   803 CMR 3.05 (Chapter 149 of the Acts of 2004) 
   FBI Criminal Justice Information Services Security Policy 
   Procedure for correcting a criminal record 
   FAQ ς Background Checks 

[Adopted - May 14, 2018]   

  

http://www.malegislature.gov/Laws/GeneralLaws/PartI/TitleII/Chapter6/section167
http://www.malegislature.gov/Laws/GeneralLaws/PartI/TitleII/Chapter15d/section7
http://www.malegislature.gov/Laws/GeneralLaws/PartI/TitleXII/Chapter71/section38r
http://www.malegislature.gov/Laws/GeneralLaws/PartI/TitleXXI/Chapter151b
http://www.malegislature.gov/Laws/GeneralLaws/PartIV/TitleII/Chapter276/section100a
http://www.doe.mass.edu/lawsregs/603cmr51.html
http://www.mass.gov/eopss/law-enforce-and-cj/cjis/fbi-cjis-security-policy.html
http://www.mass.gov/eopss/agencies/dcjis/procedure-for-correcting-a-state-or-national-criminal-record.pdf
http://www.mass.gov/edu/2013newsupdates/frequently-asked-questions-regarding-background-checks.html
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ADDA-R  DCJIS MODEL CORI POLICY 

This policy is applicable to the criminal history screening of prospective and current employees, 
subcontractors, volunteers and interns, and professional licensing applicants. 

Where Criminal Offender Record Information (CORI) and other criminal history checks may be part 
of a general background check for employment, volunteer work, licensing purposes, the following 
practices and procedures will be followed. 

CONDUCTING CORI SCREENING 

CORI checks will only be conducted as authorized by the DCJIS, state law, and regulation, and only 
after a CORI Acknowledgement Form has been completed. 

If a new CORI check is to be made on a subject within a year of his/her signing of the CORI 
Acknowledgement Form, the subject shall be given seventy two (72) hours notice that a new CORI 
check will be conducted. 

ACCESS TO CORI 

All CORI obtained from the DCJIS is confidential, and access to the information must be limited to 
those individuals who have a "need to know".   This may include, but not be limited to, hiring 
managers, staff submitting the CORI requests, and staff charged with processing job 
applications.  The district must maintain and keep a current list of each individual authorized to 
have access to, or view, CORI. This list must be updated every six (6) months and is subject to 
inspection upon request by the DCJIS at any time. 

CORI TRAINING 

An informed review of a criminal record requires training. Accordingly. All district personnel 
authorized to review or access CORI will review, and will be thoroughly familiar with, the 
educational and relevant training materials regarding CORI laws and regulations made available by 
the DCJIS. 

USE OF CRIMINAL HISTORY IN BACKGROUND SCREENING 

CORI used for employment purposes shall only be accessed for applicants who are otherwise 
qualified for the position for which they have applied. 

Unless otherwise provided by law, a criminal record will not automatically disqualify an applicant. 
Rather, determinations of suitability based on background checks will be made consistent with this 
policy and any applicable law or regulations. 
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VERIFYING A SUBJECT'S IDENTITY 

If a criminal record is received from the DCJIS, the information is to be closely compared with the 
information on the CORI Acknowledgement Form and any other identifying information provided 
by the applicant to ensure the record belongs to the applicant. 

If the information in the CORI record provided does not exactly match the identification 
information provided by the applicant, a determination is to be made by an individual authorized 
to make such determinations based on a comparison of the CORI record and documents provided 
by the applicant. 

INQUIRING ABOUT CRIMINAL HISTORY 

In connection with any decision regarding employment, volunteer opportunities, or professional 
licensing, the subject shall be provided with a copy of the criminal history record, whether obtained 
from the DCJIS or from any other source, prior to questioning the subject about his or her criminal 
history.  The source(s) of the criminal history record is also to be disclosed to the subject. 

DETERMINING SUITABILITY 

If a determination is made, based on the verification of identity information as provided in this 
policy, that the criminal record belongs to the subject, and the subject does not dispute the 
record's accuracy, then the determination of suitability for the position or license will be 
made.  Unless otherwise provided by law, factors considered in determining suitability may include, 
but not be limited to, the following: 

(a)  Relevance of the record to the position sought;  

(b)  The nature of the work to be performed; 

(c)  Time since the conviction; 

(d)  Age of the candidate at the time of the offense; 

(e)  Seriousness and specific circumstances of the offense; 

(f)  The number of offenses; 

(g)  Whether the applicant has pending charges; 

(h)  Any relevant evidence of rehabilitation or lack thereof; and 

(i)  Any other relevant information, including information submitted by the candidate or 
requested by the organization. 

The applicant is to be notified of the decision and the basis for it in a timely manner. 
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ADVERSE DECISIONS BASED ON CORI 

If an authorized official is inclined to make an adverse decision based on the results of a criminal 
history background check, the applicant will be notified immediately. The subject shall be provided 
with a copy of the organization's CORI policy and a copy of the criminal history. The source(s) of the 
criminal history will also be revealed.  The subject will then be provided with an opportunity to 
dispute the accuracy of the CORI record.  Subjects shall also be provided a copy of DCJIS' 
Information Concerning the Process for Correcting a Criminal Record. 

SECONDARY DISSEMINATION LOGS 

All CORI obtained from the DCJIS is confidential and can only be disseminated as authorized by law 
and regulation.  A central secondary dissemination log shall be used to record any dissemination of 
Cori outside this organization, including dissemination at the request of the subject. 

SOURCE:  MASC May 2014 

[Adopted - May 14, 2018]   
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ADC  TOBACCO PRODUCTS ON SCHOOL PREMISES PROHIBITED 

 
Use of any tobacco products, including, but not limited to: cigarettes, cigars, little cigars, chewing 
tobacco, pipe tobacco and snuff and electronic cigarettes, electronic cigars, electronic pipes or 
other similar products that rely on vaporization or aerosolization, within the school buildings, 
school facilities, on school grounds or school buses, or at school sponsored events by any 
individual, including school personnel and students, is prohibited at all times. 

A staff member determined to be in violation of this policy shall be subject to disciplinary action. 

A student determined to be in violation of this policy shall be subject to disciplinary action pursuant 
to the student discipline code. 

This policy shall be promulgated to all staff and students in appropriate handbook(s) and 
publications. 

Signs shall be posted in all school buildings informing the general public of the District policy and 
requirements of state law. 

SOURCE:  MASC July 2016 

LEGAL REF:     M.G.L.  71:37H; 270:6 
 
CROSS REF: GBEC, Drug Free Workplace 
  JICI, Alcohol, Tobacco and Drug Use 

[Adopted ς May 14, 2018]   

http://www.malegislature.gov/Laws/GeneralLaws/PartI/TitleII/Chapter71/Section37h
https://malegislature.gov/Laws/GeneralLaws/PartIV/TitleI/Chapter270/section6
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ADF  LOCAL WELLNESS POLICY 

 

This policy pertains to all of the school day as well as one-half hour before and one-half hour after 
school.     

1.  Nutrition Education          

1.1  All nutrition education will follow the 2015-2020 Dietary Guidelines for Americans. Nutrition 
resources will be current and easily accessible. Nutrition resources may be put at each cash 
register, serving line, or in all eating areas.   (Example: MyPlate posters, portion size posters, and 
bookmarks.)      

1.2  Nutrition education is part of a comprehensive health education curriculum and will be 
integrated throughout the curriculum in subject areas such as math, science, language arts, etc.  
(Example: High School uses The Glen Co. Chapter 10, Nutrition for Health, and Chapter 11, 
Managing Weight and Eating Habits. Nutrition is touched upon in Health Education using their own 
resources and covers many topics on nutrition and diet. My plate and the new food pyramid are 
used. Use everyday word problems in Math and Science and non-fiction articles in ELA/literacy.) 

1.3 Provide teachers with professional development opportunities. (Example: Professional 
development opportunities are provided through French River Education for teachers to attend.) 

1.4 Provide hands on activities to students in the classroom. (Example: Students have hands on 
activities, and some of the activities are used in math, science and literacy. Students also learn 
about health of other cultures through a cultural fair.)  

1.5  Display attractive current nutrition education materials in dining areas.   

1.6  Include nutrition education in before-school and after-school programming using healthy 
snacks, coloring books, board games, posters, etc. 

1.7 Provide nutrition education to parents, community, and school board with use of brochures, flyers, 
and menus. (Example: Sent home and published on school website.)    
  

1.8 Conduct staff wellness activities related to healthy eating habits and nutrition such as 
Weight Watchers, and provide information about healthy foods. (Example: Jump Rope for Heart 
Program, Zumba is offered after school at both elementary schools, Discovery Education Program 
at the Middle School, and P90X is offered at the Middle School for students and adults.)   

2. Physical Education/Physical Activity       

2.1  Follow the framework and curriculum for the physical education department.  

2.2  Ensure that physical education teachers are certified by the State of Massachusetts.  

2.3  Address the student/teacher ratio in physical education class yearly.    

2.4  Provide classroom health education that includes the knowledge and self-management 
skills needed to maintain a physically active lifestyle.       
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2.5  Incorporate physical activity into other subject areas.      

2.6  Do not use physical activity as a punishment or withhold recess and physical education.  
(This does not apply to extracurricular sports teams.)     

2.7  Encourage physical activity verbally and through the provision of adequate space and age- 
appropriate equipment.    

2.8  Provide other supervised opportunities for physical activity throughout the day.  

2.9  Offer extracurricular physical activity programs, clubs, or intramural programs. (Example: 
High School has supervised weight training and ping pong club; Middle School has walking club and 
exercise club; Elementary Schools have a boot camp after school.)   

2.10 Provide information and resources to help families incorporate physical activity into their 
lives.  

3. Nutrition Guidelines          

All Oxford Public Schools will follow the Massachusetts School Nutrition Standards for Competitive 
Foods and Beverages, unauthorized food sales will not occur in the cafeteria and/or in competition 
with reimbursable meals offered through the National School Breakfast and Lunch Programs.  

3.1 All foods and beverages comply with the USDA regulations, state policies, and all food 
safety and security guidelines. (Example: Always consider food safety which includes food allergy 
and sanitation. Any food brought by students may not be shared with others. No food is allowed 
from outside vendors for students. Outside vendors are anyone outside the Federal School Lunch 
Program. Items not allowed include, but are not limited to, Pizza, Donuts, Cakes, Candy, Ice Cream, 
etc...  All food/nutrition associates are Food Allergies and ServSafe certified.) 

3.2  Food is prohibited as a discipline or reward for students both in and out of the classroom.  
(This includes candy or any food treat given out by teachers to students for a correct answer.)  
Snacks will be scheduled only when they can be served two hours before or after scheduled lunch 
times.     

3.3 Send nutrition information home to parents: newsletter, menus, backpacks, etc.  

3.4  Any school function that includes food must have healthy food choices made available to 
all.  All functions must be approved by the designated person at each school. (Example: Healthy 
choices are approved by the Food Service Director; All food sold or not sold will follow the 
Massachusetts and USDA Foods and Beverage Nutrition Standards.) 

3.5  All schools will have functioning water fountains that are clean and sanitized daily. 
(Example: Have and maintain a sanitizing log for the fountains. Water is also available free in the 
lunch line.)        

3.6  At least 75 percent of fundraising activities will not involve the sale of food or beverage.  

3.7  No fundraising activities involving the sale of food or beverages shall take place until one-
half hour after school hours.        
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3.8  Each school will encourage non-food fundraisers, such as flowers, gift wrap, sporting events, 
and family fun events.          

3.9  All vending machines not owned by the school lunch program will be shut off one-half hour 
before and one-half hour after school.  No food will be provided by any outside source during 
school hours unless it meets federal lunch program guidelines and is approved by the Food Service 
Director.      
 
Nutrition Guidelines 

Meals served through the National School Lunch and Breakfast Programs will:   

Be appealing and attractive to children;         

Be served in clean and pleasant setting;         

Meet, at a minimum, nutrition requirements established by local, state, and federal regulations; 

Offer a variety of fruits and vegetables;   

Serve only low fat and fat free milk - no more than 8 ounces;      

Ensure that all grain based products primary ingredient is whole grain;    

No beverages other than juice, milk, milk substitutes, and water shall be sold or provided;  

Foods shall contain no more the 30 percent of its calories from fat and 10 percent of its calories 
from saturated and trans fat combined;        

Continue to follow and comply with all USDA regulations and state policies; and   

Continue to follow School Committee School Lunch Charge Policy.   

Breakfast 

Ensure that breakfast is available each school day, meeting nutritional needs and enhancing 
ǎǘǳŘŜƴǘǎΩ ŀōƛƭƛǘȅ ǘƻ ƭŜŀǊƴΦ 

Schools will, to the extent possible, arrange bus schedules and utilize methods to serve breakfast. 
 
Schools will notify parents and students of the availability of the School Breakfast Program.  
 
Schools will encourage parents to provide a healthy breakfast for the children through newsletter 
articles, take home materials, or other means. 

Lunch  

Adequate adult supervision will be provided;       

Adequate seating will be provided;      

Students will be allowed to converse with each other;       
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Provide at least 15 minutes to eat breakfast and 20 minutes to eat lunch;    

Have information available to students/staff/parents concerning USDA regulations and policies;  

Provide education with John C. Stalker's List (a list of healthy snacks put together by Framingham 
State University's John Stalker Institute), posters, signs, and menus with portion sizes with healthy 
choices;        

Have students participate in taste testing; and        

All Food Service Staff personnel will be certified in ServSafe, Allergy, HACCP, and Fire Safety. 

4. USDA Meal Guidelines and Regulations       

4.1  Provide adequate seating in the cafeteria to accommodate students during each serving 
period.    

4.2  Allow students to converse with one another while they eat their meals.   

4.3  Have adequate adult supervision in the dining area.      

4.4  Make information available to students and their parents/guardians concerning USDA 
school meal requirements and the nutrition content of food and beverages provided/sold.  

4.5  Ensure that all school breakfast and lunch meals comply with USDA regulations and state 
policies.    

4.6  Provide at least 15 minutes to eat breakfast and 20 minutes to eat lunch.   

4.7  Address portion size in the food goals.        

4.8  Schedule recess for elementary students before lunch.      

4.9  Have students participate in taste test and or surveys to obtain their input on school meals. 

5.  Life Threatening Allergies        

5.1  The Oxford Public Schools Nurses will notify the Food Service Director of All Allergies. The 
CƻƻŘ {ŜǊǾƛŎŜ 5ƛǊŜŎǘƻǊ ǿƛƭƭ Ǉǳǘ ŀƭƭ ŀƭƭŜǊƎƛŜǎ ƴƻǘƛŦƛŎŀǘƛƻƴǎ ƛƴǘƻ ǘƘŜ ǎǘǳŘŜƴǘǎΩ ŀŎŎƻǳƴǘǎ ǘƻ ōŜ ǎŜŜƴ ƻƴ 
ǘƘŜ ŎŀǎƘƛŜǊΩǎ ǎŎǊŜŜƴΦ  

5.2  All Food Service Staff will be Allergy Certified upon hire.      

5.3  A safe environment will be provided in every cafeteria such as food specific-free zone area. 

5.4  9ŀŎƘ ǎŎƘƻƻƭ ǿƛƭƭ ƛƳǇƭŜƳŜƴǘ ŀ άbh Chh5 hw ¦¢9b{L[Ϧ ǎƘŀǊƛƴƎ ǇǊŀŎǘƛŎŜ ǿƛǘƘ ŦƻŎǳǎ ƻƴ ǘƘŜ 
elementary levels.   

5.5  There will be "NO FOOD SHARING."      

5.6  Students with a food allergy will be encouraged to bring in their own snacks.   

5.7  Lǘ ƛǎ ǘƘŜ ǇŀǊŜƴǘκƎǳŀǊŘƛŀƴΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ƛƴŦƻǊƳ ǘƘŜ ǎŎƘƻƻƭ ƴǳǊǎŜ ƻŦ ŀƴȅ ŀƭƭŜǊƎƛŜǎΦ  
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6.  Diabetes            

6.1 The school nurse will be provided with a nutritional fact sheet along with each new menu to 
help the student with proper insulin measurements.       

Helpful Websites 

www.choosemyplate.gov 

www.johnstalkerinstitute.org/alist 

www.doe.mass.edu/news/news 

www.actionforhealthykids.org/assets/clubs 

www.healthiergeneration.org/schools 

www.cspent.org/schoofundraising 

www.schoolnutriton.org 

www.nal.usda.gov/fnic/dietary-guidelines   

 

LEGAL REF:  USDA Food and Nutrition Service, Section 204 of Federal Public Law 108.265 
  Healthy, Hunger-Free Kids Act of 2010, Public Law 111.296  
     

[Adopted ς April 25, 2006] 
[Revision Adopted ς September 28, 2009] 
[Revision Adopted ς October 23, 2017] 
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ADFA  FRAGRANCE-FREE POLICY  

 
The academic success of a student can be directly linked to his or her health.  For this reason, it is 
imperative that Oxford Public Schools insures the well-being and safety of all its students to 
support a positive learning environment.  Strong scents and fragrances can contribute to poor 
indoor air quality that can be unhealthy to all students and school staff. 
 
There are many people who experience unpleasant physical effects from scented products and a 
growing number of people who suffer more severe reactions to these types of products and 
chemicals.  This condition is known as Multiple Chemical Sensitivities (MCS) and involves people 
who have developed an acute sensitivity to various chemicals in the environment.  People with 
MCS experience a range of debilitating physical reactions, some even life-threatening, to chemicals 
used in a variety of scented materials, including fragrances and chemical products. 
 
²ƘŜƴ ǎŎŜƴǘŜŘ ǇǊƻŘǳŎǘǎ ƘŀǾŜ ōŜŜƴ ǎǳǎǇŜŎǘŜŘ ǘƻ ŀŘǾŜǊǎŜƭȅ ŀŦŦŜŎǘƛƴƎ ŀ ǇŜǊǎƻƴΩǎ ƘŜŀƭǘƘΣ ǎƻƳŜ ƻǊ ŀƭƭ 
of the following symptoms are reported:  headaches, upper respiratory symptoms, nausea, 
difficulty with concentration, weakness, numbness, malaise, shortness of breath, loss of appetite, 
and skin irritation. 
  
Allergic and asthmatic patients, as well as those with other conditions, report that certain odors, 
even in the smallest amounts, can trigger an episode.  Some people may report mild irritation while 
others are incapacitated and must give up many activities in order to avoid exposure (such as going 
to public places). 
 
All teachers, students, staff, and guests may not bring cleaning products, deodorizers, or other 
personal care products into the schools unless they are identified as fragrance-free and non-spray 
or aerosol.  In addition, cleaning products with strong scents will only be used during off-peak 
school hours.  If a student or employee is affected by a specific scent, they should notify school 
administration immediately so that school staff can eliminate the cause of the offensive odor. 
 
Under this policy, Oxford Public Schools also expects that all students and school staff will not apply 
on school property any perfume, cologne and other fragrances, scented body sprays and spray 
deodorant, scented lotions, and scented personal care products of any kind; and make an effort to 
use only unscented or fragrance-free personal care products in order to promote a healthy and 
safe environment.   
 
Discipline:  Anyone caught applying any spray cologne, perfume, body spray, or spray deodorant on 
school property will have that product confiscated by the administration. 
 

[Adopted - September 23, 2013] 

[Reviewed - February 5, 2018} 

[Revision Adopted - February 26, 2018]  
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SECTION B.  BOARD GOVERNANCE AND OPERATIONS 
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BA  INTERNAL BOARD POLICIES - FORMULATION OF POLICIES 

 

The School Committee shall reserve to itself the function of providing guides for the discretionary 
action of those to whom it delegates authority. These guides for discretionary action shall 
constitute the policies governing the operation of the school system. They shall be recorded in 
writing. 
 
The formulation and adoption of these written policies shall constitute the basic method by which 
the School Committee shall exercise its leadership in the operation of the school system. The study 
and evaluation of reports concerning the execution of its written policies shall constitute the basic 
method by which the School Committee shall exercise its control over the operation of the school 
system. 
 
The formal adoption of policies shall be recorded in the minutes of the School Committee. Only 
those written statements so adopted and so recorded shall be regarded as official Committee 
policy. 
 
The Superintendent of Schools and the policy review subcommittee are charged with the 
responsibility of reviewing policies when necessary, suggesting changes in current policies, or 
suggesting new ones, and presenting this information to the School Committee for review and 
adoption. 
 
[Adopted - March 26, 1968] 
[Revision Adopted - March 23, 1992] 
[Revision Adopted - June 23, 1997] 
[Revision Adopted - March 10, 2008] 
[Revision Adopted - May 9, 2016] 
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BBBA  SCHOOL COMMITTEE MEMBER AUTHORITY 

 
Authority 
 
Because all powers of the school committee derived from state laws are granted in terms of action 
as a group, members of the school committee have authority only when acting as a committee 
legally in session. 

 
The school committee will not be bound in any way by any statement or action on the part of an 
individual member except when such statement or action is a result of specific instructions of the 
committee. 
 
No member of the committee, by virtue of his office, will exercise any administrative responsibility 
with respect to the schools or command the services of any school employee. 
 
The school committee will function as a body and all policy decisions and other matters, as 
required by law, will be settled by an official vote of the committee sitting in formal session. 
 
Duties 
 
The duties and obligations of the individual committee member may be enumerated as follows: 

1. To become familiar with the General Laws of the Commonwealth relating to education and 
school committee operations, regulations of the Massachusetts Board of Education, policies 
and procedures of this school committee and school department. 
 

2. To keep abreast of new laws and the latest trends in education. 
 

3. To have a general knowledge of the goals, objectives, ŀƴŘ ǇǊƻƎǊŀƳǎ ƻŦ ǘƘŜ ǘƻǿƴΩǎ ǇǳōƭƛŎ 
schools. 

 
4. To work effectively with other committee members without trying either to dominate the 

committee or neglect his share of the work. 
 

5. To respect the privileged communication that exists in executive sessions by maintaining 
strict confidentiality on matters discussed in these sessions, except that which becomes 
part of the public record, once it has been approved for release. 

 
6. To vote and act in committee impartially for the good of the students. 

 
7. To accept the will of the majority vote in all cases, and to remember that he is one of a 

team and must abide by, and carry out, all committee decisions once they are made. 
 

8. To represent the committee and the schools to the public in a way that promotes interest 
and support. 
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9. To refer questions and complaints to the proper school authorities. 

 
10. To comply with the accepted code of ethics for school committee members. 

 
Powers and Duties 
 
The school committee has all the powers conferred upon it by state law and must perform those 
duties mandated by the state. These include the responsibility and right to determine policies and 
practices and to employ a staff to implement its directions for the proper education of the children 
of the community. 

The committee takes a broad view of its functions. It is seen as: 
 

1. Legislative or policy making. The committee is responsible for the development of policy as 
guides for administrative action and for employing a superintendent who will implement its 
policies. 

 
2. Appraisal. The committee is responsible for evaluating the effectiveness of its policies and 

their implementation. 
 

3. Provision of financial resources. The committee is responsible for adoption of a budget that 
ǿƛƭƭ ŜƴŀōƭŜ ǘƘŜ ǎŎƘƻƻƭ ǎȅǎǘŜƳ ǘƻ ŎŀǊǊȅ ƻǳǘ ǘƘŜ ŎƻƳƳƛǘǘŜŜΩǎ ǇƻƭƛŎƛŜǎΦ 

 
4. Public relations. The committee is responsible for providing adequate and direct means for 

keeping the local citizenry informed about the schools and for keeping itself and the school 
staff informed about the needs and wishes of the public. 

 
5. Educational planning an evaluation. The committee is responsible for establishing 

educational objectives that will guide the committee and the staff goals and working 
together for the continuing improvement of the educational program. 

 
[Adopted - May 9, 2016] 
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BBBB  SCHOOL COMMITTEE MEMBER ETHICS - MASC CODE OF ETHICS 

 
Preamble 
 
The acceptance of a code of ethics implies the understanding of the basic organization of school 
committees under the Laws of the Commonwealth of Massachusetts. The oath of office of a school 
committee member binds the individual member to adherence to those state laws which apply to 
school committees, since school committees are agencies of the state. 

 
This code of ethics delineates three areas of responsibility of school committee members in 
addition to that implied above: 1) community responsibility; 2) responsibility to school 
administration; and 3) relationships to fellow committee members. 
 
A school committee member in his relations with his community should: 

1. Realize that his primary responsibility is to the children 

2. Recognize that his basic function is to be policy making and not administrative 

3. Remember that he is one of a team and must abide by, and carry out, all committee decisions 
once they are made 

4. Be well informed concerning the duties of a committee member on both a local and state level 

5. Remember that he represents the entire community at all times  

6. !ŎŎŜǇǘ ǘƘŜ ƻŦŦƛŎŜ ŀǎ ŀ ŎƻƳƳƛǘǘŜŜ ƳŜƳōŜǊ ŀǎ ƳŜŀƴǎ ƻŦ ǳƴǎŜƭŦƛǎƘ ǎŜǊǾƛŎŜ ǿƛǘƘ ƴƻ ƛƴǘŜƴǘ ǘƻ άǇƭŀȅ 
ǇƻƭƛǘƛŎǎΣέ ƛƴ ŀƴȅ ǎŜƴǎŜ ƻŦ ǘƘŜ ǿƻǊŘΣ ƻǊ to benefit personally from his committee activities. 

 
A school committee member in his or her relations with his or her school administration should: 

1. Endeavor to establish sound, clearly-defined policies which will direct and support the 
administration. 

2. Recognize and support the administrative chain of command and refuse to act on complaints as 
an individual outside the administration. 

3. Give the chief administrator full responsibility for discharging his professional duties and hold 
him responsible for acceptable results. 

4. All official communications, policies, and directives of staff interest and concern will be 
communicated to staff members through the Superintendent. The Superintendent will develop 
appropriate methods to keep staff fully informed of the CƻƳƳƛǘǘŜŜΩǎ ǇǊƻōƭŜƳǎΣ ŎƻƴŎŜǊƴǎ ŀƴŘ 
actions. 

 
A school committee in his or her relations with his fellow committee members should: 

1. Recognize that action at official meetings is binding and that they alone cannot bind the 
committee outside of such meetings. 
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2. Realize that they should not make statements or promises of how they will vote on matters 
that will come before the committee. 

3. Uphold the intent of executive sessions and respect the privileged communications that exists 
in executive sessions. 

4. Not withhold pertinent information on school matters or personnel problems, either from 
members of their own committee or from members of other committees who may be seeking 
help or information on school problems. 

5. Make decisions only after all facts on a question have been presented. 

 

SOURCE: MASC 

LEGAL REF: M.G.L. c.268A 

 
[Adopted - May 12, 2004]  
[Reviewed - October 2007] 
[Reviewed - May 9, 2016] 
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BDE  SUB-COMMITTEES OF THE SCHOOL COMMITTEE 

 

The School Committee may establish special sub-committees. These sub-committees may be 
created for a specific purpose to make recommendations for Committee action. Sub-committees 
ŀǊŜ ǘƻ ōŜ ŜǎǘŀōƭƛǎƘŜŘ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ wƻōŜǊǘΩǎ wǳƭŜǎ ƻŦ hǊŘŜǊΦ 
 
1. The sub-committee will be established through action of the School Committee. 
 
2. The sub-committee Chairman and its members will be appointed by the School Committee 

Chairman, subject to approval by the School Committee. 
 
3. The sub-committee will be provided with a list of its functions and duties. 
 
4. The sub-committee may make recommendations for School Committee action, but it may 

not act for the School Committee. 
 
5. The School Committee Chairman and Superintendent will be ex-officio members of all 

special sub-committees. 
 
6. A sub-committee will be dissolved by the School Committee upon completion of its 

assignment, or it may be dissolved by a vote of the School Committee at any time. 
 
7. All sub-committees of the School Committee are subject to the provisions of the Open 

Meeting Law. 

 
SOURCE:  MASC 

LEGAL REF:  M.G.L. 30A:18-25 

 [Adopted ς June 23, 1997] 
[Reviewed - October 2007] 
[Reviewed - May 9, 2016] 
[Revision Adopted - _______________] 

  

http://www.malegislature.gov/Laws/GeneralLaws/PartI/TitleIII/Chapter30A/Section18
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BDF  ADVISORY COMMITTEES TO THE SCHOOL COMMITTEE 

The following general policies will govern the appointment and functioning of advisory committees 
to the School Committee other than the student advisory committee, which is governed by the 
terms of the Massachusetts General Laws. 

1.  Advisory committees may be created by the School Committee to serve as task forces for 
special purposes or to provide continuing consultation in a particular area of 
activity.  However, there will be no standing overall advisory committee to the School 
Committee. 

2.  If an advisory committee is required by state or federal law, its composition and 
appointment will meet all the guidelines established for that particular type of committee. 

3.  The composition of task forces and any other advisory committees will be broadly 
representative and take into consideration the specific tasks assigned to the 
committee.  Members of the professional staff may be appointed to the committee as 
members or consultants, as found desirable. 

4.  Appointments to such committees will be made by the Committee; appointment of staff 
members to such committees will be made by the School Committee upon 
recommendation of the Superintendent. 

5.  Tenure of committee members will be one year only unless the member is reappointed. 

6.  Each committee will be clearly instructed as to: 

a.  The length of time each member is being asked to serve. 

b.  The assignment the School Committee wishes the committee to fulfill and the 
extent and limitations of its responsibilities. 

c.  The resources the School Committee will provide. 

d.  The approximate dates on which the School Committee wishes to receive major 
reports. 

e.  School Committee policies governing citizens, committees and the relationship of 
these committees to the School Committee as a whole, individual School Committee 
members, the Superintendent, and other members of the professional staff. 

f.  Responsibilities for the release of information to the press. 

7.  Recommendations of committees will be based upon research and fact. 
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8.  The School Committee possesses certain legal powers and prerogatives that cannot be 
delegated or surrendered to others.  Therefore, all recommendations of an advisory 
committee must be submitted to the School Committee. 

9.  Advisory committees created under this policy are subject to the provisions of the Open 
Meeting Law. 

The Committee will have the sole power to dissolve any of its advisory committees and will reserve 
the right to exercise this power at any time during the life of any committee. 

SOURCE:  MASC 

LEGAL REF.:  M.G.L. 30A:18-25 

CROSS REF.:  JIB, Student Involvement in Decision-making 

[Adopted - May 14, 2018] 

  

http://www.malegislature.gov/Laws/GeneralLaws/PartI/TitleIII/Chapter30A/Section18
http://z2policy.ctspublish.com/masc/DocViewer.jsp?docid=218&z2collection=master#JD_JIB


O x f o r d  S c h o o l  C o m m i t t e e  P o l i c y  M a n u a l| 39 

 

 

BDFA  SCHOOL COUNCIL POLICY 

 

PRINCIPLE 
 
Massachusetts General Laws, Chapter 71, Section 59C (Education Reform Act of 1993) provides the 
creation of building level school councils to serve in an advisory capacity to the building principal. 
 
POLICY 
 
1. The principal of each building shall determine the composition of his/her building advisory 

council. He/she will file the building plan with the office of the Superintendent. The 
composition and selection process for each Council will be presented to the School 
Committee for approval. If the School Committee does not act on the proposal within 30 
days the plan is automatically accepted. Any change in the plan will be submitted to the 
School Committee for approval. 

2. The composition of the councils will comply with the requirements as stated in the 
Education Reform Act of 1993. 

3. The councils will meet at least 4 times a year. 
4. /ƘŀǇǘŜǊ ол!Σ {ŜŎǘƛƻƴ мм!ѹΣ ǘƘŜ άht9b a99¢LbD [!²έ ǊŜǉǳƛǊŜǎ ǇǊƛƻǊ ƴƻǘƛŎŜ ƻŦ ŎƻǳƴŎƛƭ 

meetings, public access to the meeting, the keeping of the minutes and allows for non-
disruptive audio and video taping of the council meetings. 

5. /ƘŀǇǘŜǊ ссΣ {ŜŎǘƛƻƴ млΣ άtǳōƭƛŎ LƴǎǇŜŎǘƛƻƴ ƻŦ wŜŎƻǊŘǎέ ǎǇŜŎƛŦƛŜǎ ǘƘŀǘ ŀƴȅ ŘƻŎǳƳŜƴǘǎ 
produced by councils are public records. All meeting minutes will be filed with the Town 
Clerk, the Superintendent of Schools and School Committee. Copies will also be posted in 
each of the buildings in the district in an area that is accessible to all. 

6. As stated in the Education Reform Act of 1993, the responsibilities of the Council are to 
assist in: 

 a. the identification of educational needs of the students attending the schools; 
 b. adopting educational goals for the schools; 
 c. the review of the annual school budget; 
 d. the formulation of the school improvement plan; 
 e. the inclusion of parents and staff in the formulation of the above. 
7. The principals, through the Administrative Council, will serve as the link between the School 

Councils. 
 
[Adopted - June 23, 1997] 
[Revision Adopted - March 10, 2008] 
[Revision Adopted - May 9, 2016] 
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BEC  EXECUTIVE SESSIONS 

 
 

All meetings of the School Committee are open to attendance by the public and media 
representatives. However, the Committee has the right to convene in a closed executive session 
when it meets the following procedural conditions imposed by state law: 
 
1. The Committee will first convene in an open session for which due notice has been given. 

 
2. The Chairperson (or, in his/her absence, the presiding member) will state the purpose for the 

executive session. 
 

3. A majority of the members must vote to enter the executive session, with the vote taken by 
roll call and recorded in the official minutes. 
 

4. The Chairperson or presiding member will state before entering the executive session whether 
the Committee will reconvene in open session after the executive session. 

 
The law puts specific limitations on the purposes for which executive session may be convened. 
The Committee may enter executive sessions only to deliberate: 
 
1. The reputation, character, physical condition or mental health, rather than the professional 

competence, of a single individual. 
 
2. The discipline or dismissal, including the hearing of charges against, a member of the 

Committee, a school department employee or student or other individual. 
 
3. Strategy with respect to collective bargaining or litigation, if an opening meeting might have a 

detrimental effect. 
 
4. The deployment of security personnel or devices. 
 
5. Allegations of criminal misconduct or to discuss the filing of criminal complaints. 
 
6. Transactions of real estate, if an open meeting might be detrimental to the negotiating 

position of the Committee or another party. 
 
7. To comply with the provisions of any general or specific law of federal grant-in-aid 

requirements. 
 
8. And to consider and interview applicants for employment. (The only position that the School 

Committee would be involved in that might qualify would be for the position of 
Superintendent.) This exemption only applies if it can be determined that an open meeting will 
have a detrimental effect in obtaining qualified applicants. 
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(In the first two cases listed, an open meeting will be held if the individual involved so requests.) 
 
Accurate records of the proceedings conducted in executive session will be kept and may remain 
secret only so long as their publication would defeat the purpose of the session. The Committee 
will review executive session minutes for possible declassification at least once each year. 
 
All votes taken in executive session will be recorded roll call votes, and will become part of the 
minutes of executive sessions. 
 
LEGAL REF: M.G.L.  39:23A; 39:23B 
 
[Adopted - June 23, 1997] 
[Reviewed - October 2007] 
[Revision Adopted - May 9, 2016]
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BEDB  AGENDA FOR SCHOOL COMMITTEE MEETINGS 

 
 
The Superintendent, conferring with the Chairperson of the School Committee, will arrange the 
order of items on meeting agendas so that the Committee can accomplish its business as 
expeditiously as possible.  The particular order may vary from meeting to meeting in keeping with 
the business at hand. The format of the Agenda shall meet the requirements of the Open Meeting 
Law and should include the following topics: 
 
 Call to Order 

 Presentations and Awards 

 Student Representatives 

       Consent Agenda - Discussion/Vote/Other Action 

 Routine Matters (Field Trip Requests) 

 Minutes of Meetings 

 Warrants 

 Public Comment 

 Recommended Action 

 Unfinished Business 

 New Business 

 Correspondence 

 Information and Proposals 

 Sub-committees and Study Groups 

 Superintendent of Schools 

 Business Office 

 School Committee Members 

 Future Business (Topics for Future Agendas) 

 Request for Executive Session  

 Adjournment 

 

Items listed on the Agenda are those items anticipated by the Chair that may be discussed at 
the meeting.  Not all items on the Agenda may be reached by the Committee, and other items 
may be added to the Agenda at the discretion of the Chair or at the request of the Committee.  
In addition, the Committee at any time may go into Executive Session, as authorized by the 
Open Meeting Law. 
 

LEGAL REF: M.G.L. 30A:18-25 
 
[Adopted - June 23, 1997] 
[Revision Adopted - March 10, 2008] 
[Revision Adopted - May 9, 2016]  
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BEDDA RULES OF ORDER 

 
 
RobertΩs Rules of Order, Newly Revised will govern the proceedings of the School Committee, 
except when those rules are in conflict with the School /ƻƳƳƛǘǘŜŜΩǎ ŀǇǇǊƻǾŜŘ ǇƻƭƛŎƛŜǎ and 
regulations. 

In accordance with wƻōŜǊǘΩǎ wǳƭŜǎ, the School Committee may suspend parliamentary rules or 
order by a two-thirds vote. 
 
[Adopted - June 23, 1997] 
[Revision Adopted - May 9, 2016]   
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BEDH  PUBLIC COMMENT PARTICIPATION AT SCHOOL COMMITTEE MEETINGS 

 

All Regular and special meeting of the School Committee shall be open to the public. Executive 
sessions will be held only as prescribed by the statutes of the Commonwealth of Massachusetts. 
 
The School Committee desires citizens of the district to attend its meetings so that they may 
become better acquainted with the operations and programs of our local public schools. In 
addition, the Committee would like the opportunity to hear the wishes and ideas of the public. 
 
In order that all citizens who wish to be heard before the Committee have a chance and to insure 
ǘƘŜ ŀōƛƭƛǘȅ ƻŦ ǘƘŜ /ƻƳƳƛǘǘŜŜ ǘƻ ŎƻƴŘǳŎǘ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ōǳǎƛƴŜǎǎ ƛƴ ŀƴ ƻǊŘŜǊƭȅ ƳŀƴƴŜǊΣ ǘƘŜ ŦƻƭƭƻǿƛƴƎ 
rules and procedures are adopted: 
 
1. At the opening of each regularly scheduled School Committee meeting following agenda 

item B, Presentations and Awards, item C, Scheduled Delegations individuals will be invited 
to address the Committee. The length of the public participation comment segment shall be 
determined by the Chairperson. 

 
2. Topics for discussion must be limited to those items listed on the School Committee 

meeting agenda for that evening. 
 
3. Improper conduct and remarks will not be allowed. Defamatory or abusive remarks are 

always out of order. If a speaker persists in improper conduct or remarks, the Chairperson 
Ƴŀȅ ǘŜǊƳƛƴŀǘŜ ǘƘŀǘ ƛƴŘƛǾƛŘǳŀƭΩǎ ǇǊƛǾƛƭŜƎŜ ƻŦ ŀŘŘǊŜǎǎΦ 

 
4. All remarks will be addressed through the Chairperson of the meeting. 
 
5. Speakers may offer such objective criticisms of the school operations and programs as 

concern them, but in public session the Committee will not hear personal complaints of 
school personnel nor against any members of the school community. Under most 
circumstances, administrative channels are the proper means for disposition of legitimate 
complaints involving staff members. 

 
[Adopted - June 23, 1997] 
[Reviewed - October 2007] 
[Revision Adopted - May 9, 2016] 
[Revision Adopted - ____________________] 
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BGC  POLICY REVISION, DELETIONS, EXCEPTIONS, AND/OR ADDITIONS 

 
 
The School Committee may, at its discretion, make policy revisions, deletions, exceptions, and/or 
additions in accordance with the following four step process: 
 
a. School Committee will vote to consider a policy revision, deletion, exception, and/or addition. 
 
b. Reading of proposed revisions, deletions, exceptions, and/or additions at two consecutive 

regular School Committee meetings. 
 
c. School Committee to take final vote for proposed revision, deletions, exceptions, and/or 

additions after the second reading. 
 
d. Or the School Committee may approve at the first reading, waive the second and adopt as 

policy. 
 
[Adopted - October 7, 1975] 
[Revision and Adopted - March 23, 1992] 
[Revision Adopted - June 23, 1997] 
[Revision Adopted - March 10, 2008] 
[Revision Adopted - May 9, 2016] 
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BHC  SCHOOL COMMITTEE - STAFF COMMUNICATIONS 

 
The School Committee wishes to maintain open channels of communication between itself and the 
staff. The basic line of communication will, however, be through the Superintendent. 

Staff Communications to the School Committee 
 
All communications or reports to the Committee or any of its sub-committees from principals, 
supervisors, teachers or other staff members will be submitted through the Superintendent. This 
procedure does not deny the right of any employee to appeal to the Committee from 
administrative decisions on important matters, except those matters that are outside of the 
/ƻƳƳƛǘǘŜŜΩǎ ƭŜƎŀƭ ŀǳǘƘƻǊƛǘȅΣ ǇǊƻǾƛŘŜŘ ǘƘŜ {ǳǇŜǊƛƴǘŜƴŘŜƴǘ Ƙŀǎ ōŜŜƴ ƴƻǘƛŦƛŜŘ ƻŦ ǘƘŜ ŦƻǊǘƘŎƻƳƛƴƎ 
appeal and that ƛǘ ƛǎ ǇǊƻŎŜǎǎŜŘ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ /ƻƳƳƛǘǘŜŜΩǎ ǇƻƭƛŎȅ ƻƴ ŎƻƳǇƭŀƛƴǘǎ ŀƴŘ 
grievances. Staff members are also reminded that Committee meetings are public meetings. As 
such, they provide an excellent opportunity to observe firsthand ǘƘŜ /ƻƳƳƛǘǘŜŜΩǎ ŘŜƭƛōŜrations on 
problems of staff concern. 
 
School Committee Communications to Staff 
 
All official communications, policies, and directives of staff interest and concern will be 
communicated to staff members through the Superintendent. The Superintendent will develop 
ŀǇǇǊƻǇǊƛŀǘŜ ƳŜǘƘƻŘǎ ǘƻ ƪŜŜǇ ǎǘŀŦŦ Ŧǳƭƭȅ ƛƴŦƻǊƳŜŘ ƻŦ ǘƘŜ /ƻƳƳƛǘǘŜŜΩǎ ǇǊƻōƭŜƳǎΣ ŎƻƴŎŜǊƴǎ ŀƴŘ 
actions. 
 
Visits to Schools 
 
Individual School Committee members interested in visiting schools or classrooms will inform the 
Superintendent of such visits and make arrangements for visitations through the principals of the 
various schools. Such visits will be regarded as informal expressions of interest in school affairs and 
ƴƻǘ ŀǎ άƛƴǎǇŜŎǘƛƻƴǎέ ƻǊ Ǿƛǎƛǘǎ ŦƻǊ ǎǳǇŜǊǾƛǎƻǊȅ ƻǊ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ǇǳǊǇƻǎŜǎΦ hŦŦƛŎƛŀƭ Ǿƛsits by 
Committee members will be carried on only under Committee authorization. 
 
[Adopted - June 23, 1997] 
[Reviewed - October 2007] 
[Reviewed - February 5, 2018] 
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BHD  COMMUNICATIONS BETWEEN MEMBERS AND/OR SUPERINTENDENT  

 
 
Direct and timely communication among members of the School Committee is essential, especially 
in cases of an emergency within the District.  The School Committee will periodically update 
emergency contact information for the Superintendent, the Chair of the School Committee, the 
Central Office Executive Assistant and the other members of the School Committee. During an 
emergency or any other important information that needs to be communicated immediately, the 
Superintendent will notify the Chair of the School Committee directly.  The Chair of the School 
Committee will notify all other members.  The Chair may ask other members or Central Office staff 
to help in the notification process.  
 
Normal communication between the Superintendent and individual members of the School 
Committee is imperative and periodic meetings are encouraged.  
 
As elected public officials, School Committee members shall exercise caution when communicating 
between and among themselves via electronic messaging services including, but not limited to, 
electronic mail (e-mail), Internet web forums, and Internet chat rooms. 
 
Under the Open Meeting Law, deliberation by a quorum of members constitutes a meeting. 
Deliberation is defined as movement toward a decision including, but not limited to, the sharing of 
an opinion regarding business over which the Committee has supervision, control, or jurisdiction. A 
quorum may be arrived at sequentially using electronic messaging without knowledge and intent 
by the author. 
 
School Committee members should use electronic messaging between and among members only 
for housekeeping purposes such as requesting or communicating agenda items, meeting times, or 
meeting dates. Electronic messaging should not be used to discuss School Committee matters that 
require public discussion under the Open Meeting Law. 
 
Under the Public Records Law, electronic messages between public officials may be considered 
public records. Therefore, to ensure compliance, the School Committee Chairperson, in 
consultation with the Superintendent of Schools, shall annually designate a member of the Central 
Office staff who shall be copied on all electronic correspondence between and among members of 
the School Committee. These copies shall be retained in the central office in the same fashion as 
any other School Committee records. School Committee members who do not have a computer or 
access to these messages shall be provided copies on a timely basis. 
 
LEGAL REF:  M.G.L.4:7; 39:23A, 23B; 66:10 
 
[Adopted - June 22, 2009] 
[Reviewed - February 5, 2018] 

  

http://www.mass.gov/legis/laws/mgl/4-7.htm
http://www.mass.gov/legis/laws/mgl/39-23a.htm
http://www.mass.gov/legis/laws/mgl/gl-23b-toc.htm
http://www.mass.gov/legis/laws/mgl/66-10.htm
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BHE  LEGAL COUNSEL POLICY 

 

The School Committee and the Superintendent may seek legal counsel services and to represent 
the school system at various times. The School Committee and Superintendent may use the 
services provided by town counsel. 

However, because the complexity of the school department operations often requires specialized 
legal services, the committee may also retain an attorney or law firm to provide additional legal 
services. 

It will be the duty of the counsel for the committee to advise the School Committee and the 
Superintendent on the specific legal problems submitted to him.  He/she will attend meetings upon 
request and will be sufficiently familiar with Committee policies, practices and actions under these 
policies and with requirements of the school law to enable him/her to offer the necessary legal 
advice. 

A decision to seek legal advice or assistance on behalf of the school system will be made by the 
Committee through the School Committee Chair.  The Superintendent may also take such action at 
the direction of the Committee. 

Many types of legal assistance are routine and do not require specific Committee approval or prior 
notice. The Superintendent may seek counsel for routine school matters.  However, when the 
Superintendent concludes that unusual types or amounts of professional legal services may be 
required, he/she will advise the Committee and seek either initial or continuing authorization for 
such services. 

LEGAL REF: M.G.L. 71:37E; 71:37F 

[Adopted - March 28, 2016] 
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BIA  NEW SCHOOL COMMITTEE MEMBER ORIENTATION 
 

In accordance with the requirements of Massachusetts General Law Chapter 71, Section 36A as 
amended on December 24th, 2002, each new School Committee member elected to the Oxford 
School Committee is required to complete, within one year of his/her election or appointment, at 
least eight hours of orientation training. This orientation shall include, but is not limited to, a 
review of School Finance, the Open Meeting Law, Public Records Law, Conflict of Interest Law, 
Special Education Law, Collective Bargaining, School Leadership Standards and Evaluations, and the 
Roles and Responsibilities of School Committee Members. 

The School Committee members and Superintendent or his/her designee shall assist each new 
member to understand the Committee's functions and policies and procedures as soon after 
election as possible. Each new member shall be advised of the following informational materials 
and where they may review them: 

A.    School Committee Policy Manual 

B.    Open Meeting Law 

C.    Conflict of Interest Law 

D.    School District Budget 

E.    Collective Bargaining and Employment Agreements 

F.    Student and Employee Handbooks 

Each new member shall also be advised of any other informational materials that the Chair and/or 
the Superintendent determine to be necessary. The Chair and/or Superintendent shall also clarify 
policy with respect to: 

A.    arranging visits to schools or administrative offices; 

B.    requesting information regarding school district operations; 

C.    responding to community requests/complaints concerning staff or programs; and 

D.    handling confidential information. 

Whether appointed or elected, new members should be advised that they are also members of the 
Massachusetts Association of School Committees, Inc. and should be encouraged to utilize the 
services and resources which MASC provides by attending meetings or workshops specifically 
designed for new Committee members. The expenses for these meetings or workshops will be 
reimbursed in accordance with established School Committee policy. 

LEGAL REF:   M.G.L. 71:36A 

[Adopted - March 16, 2016]                 ] 
 
 

http://www.malegislature.gov/Laws/GeneralLaws/PartI/TitleXII/Chapter71/section36a
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SECTION C.  GENERAL SCHOOL ADMINISTRATION 
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CBI  EVALUATION OF THE SUPERINTENDENT 

 
An evaluation can serve the purpose of helping educators and educational leaders continually 
improve their practice.  Through the evaluation of the Superintendent, the School Committee will 
strive to accomplish the following: 
 

1. Clarify for the Superintendent his/her role in the school system as seen by the School 
Committee.  Ensure the efforts of the Superintendent are focused on district goals and the 
standards of professional practice established by state regulation are met by the 
Superintendent. 

 
2. Clarify for all Committee members the role of the Superintendent in light of his/her job 

description and the immediate priorities among his/her responsibilities as agreed upon by 
the Committee and the Superintendent. Ensure all Committee members and the 
Superintendent are in agreement and clear on the role of the Superintendent and the 
immediate priorities among his/her responsibilities. 

 
3. Develop respective and productive working relationships between the School Committee 

and Superintendent. 
 
4. Provide excellence in administrative leadership of the school district. 

 
The Superintendent will present written goals and objectives to the School Committee prior to 
September 1st of each fiscal year for CommitteeΩǎ review and acceptance and/or modification. The 
Committee may periodically develop with the Superintendent additional performance objectives 
based on the needs of the school district and in keeping with state regulations for evaluation of a 
Superintendent.  
 
The Superintendent's performance will be reviewed in accordance with specified goals and 
standards in conjunction with the Massachusetts Educator Evaluation System which includes 4 
Standards, 20 Indicators and 41 Elements in the model rubric.  
 
The evaluation process shall take place in the fall, at a time mutually agreeable to the School 
Committee Chair and the Superintendent, but no later than November 30th. At least three (3) 
weeks in advance of the scheduled meeting of the Committee, the School Committee Chair shall 
circulate to all members of the Committee a copy of the observation form and a copy of the 
previous year's annual objectives, if applicable. 
 
Within two weeks, each member of the Committee shall complete the observation form and return 
it to the School Committee Chair. 
 
The School Committee Chair shall then compile key points from each observation form into a single 
report, which shall serve as the draft evaluation of the Superintendent. This draft shall be 
forwarded to the Superintendent. The School Committee Chair shall then meet with the 
Superintendent and discuss the draft evaluation, at which point the Superintendent may offer any 
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comments on the accuracy and comprehensiveness of the evaluation. The Chair shall make any 
amendments to the evaluation that are appropriate, based on the Superintendent's input. 
 
This draft, including any such amendments, shall be considered the Committee's final evaluation of 
the Superintendent. The Superintendent shall be provided an advance copy (i.e., before public 
discussion) of this final evaluation, and may respond to this evaluation in writing. If he/she makes a 
written response, this response shall henceforth be considered an attachment to the evaluation. 
The final evaluation shall be included in the Committee's meeting packets for the next regular 
meeting of the Committee. At that meeting, the School Committee Chair shall present the 
evaluation publicly, summarizing its overall findings. The Superintendent may offer any additional 
observations that he or she deems useful, and members of the Committee may offer constructive 
observations. Both the Committee and the Superintendent shall use this opportunity to look 
forward, and set objectives for the following year.  
 
All School Committee discussion and deliberation related to the Superintendent's performance 
evaluation shall be conducted in open session in accordance with the open meeting law. 
 
SOURCE: MASC July 2016 
 
LEGAL REFS:  M.G.L. 30A:18-25; 603 CMR 35.00 
 
[Adopted - September 28, 2009] 
[Revision Adopted - April 23, 2018] 
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CE  ADMINISTRATIVE COUNCILS, CABINETS, AND COMMITTEES 

 
The Superintendent may establish such permanent or temporary councils, cabinets and 
committees as he deems necessary for assuring staff participation in decision making, for 
implementing policies and regulations and for the improvement of the educational program. 

Functioning in an advisory capacity all councils, cabinets, and committees created by the 
Superintendent may make recommendations for submission to the Committee through the 
Superintendent. Such groups will exercise on inherent authority. Authority for establishing policy 
remains with the Committee and authority for implementing policy remains with the 
Superintendent. 
 
The membership, composition, and responsibilities of administrative councils, cabinets, and 
committees will be defined by the Superintendent and may be changed at his discretion. However, 
the School Committee wishes to be kept informed of the establishment and dissolution of these 
groups as well as their membership and their purpose. 
 
Expenses incurred by such groups for consultative services, materials and any investigative travel 
will be paid by the school system, but only within budgetary allotments and when approved in 
advance by the Superintendent. 
 
[Adopted - June 23, 1997] 
[Revision Adopted - September 28, 2009] 
[Revision Adopted - September 26, 2016] 
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CH  POLICY IMPLEMENTATION 

 
The Superintendent has responsibility for carrying out, through regulations, the policies established 
by the School Committee. 
 
The policies developed by the Committee and the regulations developed to implement policy are 
designed to increase the effectiveness and efficiency of the school system. Consequently, it is 
expected that all School Committee members, employees and students will carry them out. 
 
Administrators and supervisors are responsible for informing staff members in their schools, 
departments, or divisions of existing policies and regulations and for seeing that they are 
implemented in the spirit intended. 
 
[Adopted - June 23, 1997] 
[Revision Adopted - September 28, 2009] 
[Revision Adopted ς September 26, 2016] 
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CHCA  APPROVAL OF HANDBOOKS AND DIRECTIVES 

 

The law directs that 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 
handbook setting forth the rules pertaining to conduct to students. The school council shall review 
the handbook each spring to consider changes in the disciplinary policy to take effect in September. 
 
It is essential that the contents of all handbooks conform to School Committee policies. It is also 
important that all handbooks bearing the name of the school system or one of its schools be of a 
quality that reflects credit on the school department. Therefore, the Committee expects all 
handbooks to be approved prior to publication by the Committee and/or the Superintendent. 
 
Committee approval will be necessary for any handbooks that pertain to required standards of 
conduct for employees or students so that their contents may be accorded the status of Committee 
approved policy or regulation. The Superintendent will use his judgment as to whether other 
specific handbooks need Committee approval. However, all handbooks published will be made 
available to the Committee for informational purposes. 
 
LEGAL REF:  M.G.L. 71:37h 
 
[Adopted - June 23, 1997] 
[Revision Adopted - September 28, 2009] 
[Revision Adopted - September 26, 2016] 
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CHD  ADMINISTRATION IN POLICY ABSENCE 

 
When action must be taken within the school system where the Committee has provided no guides 
for administrative action, the Superintendent will have the power to act.  ¢ƘŜ {ǳǇŜǊƛƴǘŜƴŘŜƴǘΩǎ 
decisions, however, will be subject to review by the Committee. 

[Adopted - June 23, 1997] 
[Revision Adopted - September 28, 2009]  
[Revision Adopted - September 26, 2016]  
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CM  SCHOOL DISTRICT ANNUAL REPORT 

 

An annual report covering the diversified activities of the school system will be prepared and 
presented to the School Committee. Upon Committee approval, the report will be made available 
to the public and used as one means of informing parents and citizens, the Commissioner of 
Education, and others of the programs and conditions of the TƻǿƴΩǎ ǇǳōƭƛŎ ǎŎƘƻƻƭǎΦ 
 
LEGAL REF:  M.G.L. 72:4 
 
[Adopted - June 23, 1997] 
[Revision Adopted - September 28, 2009] 
[Revision Adopted - September 26, 2016] 
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SECTION D.  FISCAL MANAGEMENT
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DB  ANNUAL BUDGET 

 

The School Committee shall review and approve the Proposed Annual School Budget. Further, the 
Committee will hold a public hearing on its proposed annual school budget not less than seven (7) 
days after publication of a notice thereof in a newspaper having general circulation in the Town. At 
least forty-eight (48) hours prior to such public hearing, the Committee shall make available to the 
public at least one copy of the Proposed Annual School Budget. This document will be available at 
the Office of the Superintendent of Schools or at a place so designated by the Committee. 
 
The Committee will submit the final proposed school budget to the Town for inclusion as part of 
the total town budget for action at the annual town meetings. 
 
LEGAL REF: M.G.L. 71:34; 71:37; 71:38N 
 
[Adopted - June 23, 1997] 
[Revision Adopted - September 28, 2009] 
[Revision Adopted - September 26, 2016] 
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DGA  APPROVAL OF WARRANTS - AUTHORIZED SIGNATURES 

 
 
Vendor and Payroll Warrants presented to the School Committee require the signature of one 
member of the School Committee appointed to sign warrants on behalf of the entire Committee.  
This appointment is authorized under Chapter 218 of the Acts of 2016, an Act Modernizing 
Municipal Finance and Government. If the one appointed member is unavailable then a majority of 
the School Committee members are required to sign the warrants for approval. 

The Town Treasurer, who also serves as the School Department Treasurer, signs all checks drawn 
against School Department Funds. No other signature is valid. 
 
LEGAL REF: Chapter 218 of Acts of 2016, Act Modernizing Municipal Finance and Government  
 
[Adopted - June 23, 1997] 
[Revision Adopted - December 15, 2003]  
[Revision Adopted - September 28, 2009] 
[Revision Adopted - September 26, 2016] 
[Revision Adopted - March 13, 2017] 
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DIE   AUDITS 

 
!ƴ ŀǳŘƛǘ ƻŦ ǘƘŜ ǎŎƘƻƻƭ ŘŜǇŀǊǘƳŜƴǘΩǎ ŀŎŎƻǳƴǘǎ ǎƘƻǳƭŘ ōŜ ŎƻƴŘǳŎǘŜŘ ŀƴƴǳŀƭƭȅΦ Lƴ ŀŘŘƛǘƛƻƴΣ ǘƘŜ 
{ǳǇŜǊƛƴǘŜƴŘŜƴǘ ƻǊ {ŎƘƻƻƭ /ƻƳƳƛǘǘŜŜ Ƴŀȅ ǊŜǉǳŜǎǘ ŀ ǇǊƛǾŀǘŜ ŀǳŘƛǘ ƻŦ ǘƘŜ ǎŎƘƻƻƭ ǎȅǎǘŜƳΩǎ ŀŎŎƻǳƴǘǎ 
at its discretion. 

The Superintendent will consider recommendations made by the auditor for maintaining an 
ŜŦŦƛŎƛŜƴǘ ǎȅǎǘŜƳ ŦƻǊ ǊŜŎƻǊŘƛƴƎ ŀƴŘ ǎŀŦŜƎǳŀǊŘƛƴƎ ǘƘŜ ǎŎƘƻƻƭ ŘŜǇŀǊǘƳŜƴǘΩǎ ŀǎǎŜǘǎΦ 
 
SOURCE:   MASC 

[Adopted - April 27, 2005] 
[Revision Adopted - September 28, 2009] 
[Reviewed ς February 5, 2018] 
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DJ  PURCHASING 

 

The School shall use its best efforts to secure the most cost beneficial products and services that 
are of good quality and fill a bona fide need. The School shall adhere to state procurement law. 
 
MGL Chapter 30B applies to procurement of all supplies and services unless an exemption applies. 
The School Business Office maintains an up-to-date listing of all Chapter 30B exemptions. Common 
Chapter 30B exemptions include (i) public construction contracts, (ii) public building design 
contracts, (iii) inter-government service agreements, (iv) advertising of required notices 
agreements, (v) special education services, (vi) deferred compensation programs for employees, 
(vii) insurance, (viii) utilities, (ix) contracts with architects, engineers and related professionals, and 
(x) contracts with lawyers, CPAs and labor relations representatives. The following grid illustrates 
the procurement requirements set forth under Chapter 30B as of this publication; thresholds may 
change upon vote of the Legislature and subsequent School Committee approval: 
 
 

Dollar Thresholds Statutory Requirements 
 

$0 to $9,999 
-Sound business practices 
-Ensuring the receipt of a favorable price by periodically 
  soliciting price lists or quotes 

 
$10,000 to $49,999 

-Solicit three (3) quotes 
-Award to lowest that meets requirements 
-Written Contract 

 
 

$50,000 and over 

-Sealed competitive bidding (IFB/RFP/approved alternative)  
-Advertisement/ Public Notice 
-Award to responsive and responsible vendor offering best 
  price, or most advantageous proposal 
-Written Contract 

 
 
MGL Chapter 149 applies to all contracts for the construction, reconstruction, installation, 
demolition, maintenance or repair of a building excluding energy saving improvements to public 
buildings (MGL Chapter 25A). This Manual focuses on Chapter 30B procurements.  All other 
procurements shall be discussed with the TownΩs Chief Procurement Officer and procured in 
accordance with MGL. 
 
The Superintendent, or other designee, shall function as Chief Procurement Officer for the District, 
upon official designation by the Chief Procurement Officer of the Town of Oxford. 
 
 

PROCEDURES 
 

1. The School Business Administrator and Director of Operations shall attend procurement 
trainings at the Massachusetts Inspector GeneralΩs Office to keep current on Massachusetts 
procurement practices. Attainment of the Massachusetts Certified Public Procurement 
Official Program (MCPPO) designation is desirable. 
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2. The School Business Administrator and Director of Operations shall periodically notify 
School Principals, Program Directors and Department Heads of changes in state 
procurement laws. 
 
3. The School Business Administrator and Director of Operations shall provide all 
departments with a standard form for use in documenting their compliance with the 
solicitation of three (3) or more quotes where the contract value is in excess of the Chapter 
30B threshold. Departments are encouraged to conduct competitive procurement 
procedures for purchases under the Chapter 30B threshold whenever feasible to ensure the 
best possible price for goods and services. 
 
4. Principals, Program Directors and Department Heads shall select the most responsive and 
responsible vendor to provide the desired supplies and service at the lowest price. 
 
5. The School Business Administrator and Director of Operations shall lead the SchoolΩs 
efforts in the competitive bid process for all contracts in excess of Chapter 30B thresholds 
(unless procured from an existing state contract). 
 
a. Competiti ve bids shall be advertised in a local newspaper; 
 
b.   Competiti ve bids shall be placed in the Goods and Service Bulletin; and  
 
c.   Procurement will organize and document a Public Bid Opening. 
 
6.   The School Business Administrator and Director of Operations shall review and maintain 
copies of all bids, requests for proposals, quote sheets, contracts, leases, service 
agreements and other day-to-day legal documents related to the SchoolΩǎ procurement of 
goods and services.  Contract files shall be established and reviewed periodically for 
relevance. Maintenance of these files may be delegated to other School Business Office 
employees as deemed necessary. 

 
 
FEDERAL GRANT PROCUREMENT 
 
There are five methods of procurement outlined in the Federal Uniform Guidance. The following 
presents the SchoolΩs policy regarding each method. 
 

Method Policy 
(1) Micro Purchases 

($0 to $3,499) 

Sound business practices 
Ensuring the receipt of a favorable price by periodically soliciting price lists 
or quotes and distribute among a range of qualified vendors 

(2) Small Purchases 

($3,500 to $34,999) 

Obtain three (3) written quotes 
Award to lowest that meets requirements 

(2)  Small Purchases  

      ($35,000 to $149,999) 

See applicable policy for sealed bids, competitive proposals or 
noncompetitive proposals below 
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      (3) Sealed Bids [IFB]  

            ($150,000 and over) 

Advertisement/ Public Notice 
Sealed competitive bidding 
Two or more bidders must be willing and able to compete and 
qualified to do the work 
Complete, adequate and realistic specifications or purchase description 
will be available 
Award to responsive and responsible vendor offering best price, 
document results 
Written Contract 

     (4) Competitive Proposals 

           [RFP] 

           ($150,000 and over) 

Advertisement/ Public Notice 
Sealed competitive proposals from an adequate number of bidders 
(2 or more) 
Written method of evaluation and selecting awardees 
Award to responsive and responsible vendor offering best price and most 
advantageous proposal 
Document cost and price analysis and criteria by 
which contract was awarded 
Written Contract 

     (5) Noncompetitive Proposals 

           (Sole source) 

Document in writing the vendorΩs name, the 
amount and type of contract awarded and a listing of supplies and 
services procured 
Document in writing the determinations that only one practicable 
source exists 
Only for contracts of $50,000 or less, unless: 
Purchasing software maintenance, library books, school textbooks 
or educational programs, courses or curricula 
Purchasing water, gas, electricity and telephone services 
All other contracts over $50,000 not listed above may not be procured 
as a sole source 

     (5) Noncompetitive Proposals 

           (Emergency) 

Comply with MGL 30B to the extent possible 
Document the basis for determining an emergency exists, the vendorΩs 
name, the amount and type of contract awarded and a listing of supplies 
and services procured  
Submit a record of the emergency procurement to the Goods and 
Services Bulletin 

     (5) Noncompetitive Proposals 

           (Authorized) 

Obtain written approval from the awarding agency or pass-through  
agency to enter into a noncompetitive proposal 

     (5) Noncompetitive Proposals 

          (Inadequate competition) 

Document the applicable initial procurement procedures followed 
Consider adequacy of initial procurement procedures and repeat 
procurement process if deemed appropriate 
Document in writing that there is inadequate competition and 
subsequent procurement procedures would not be productive or 
cost effective 
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7.   All purchases from Federal grant funds shall comply with the above policies. 
 
8. School employees that have disclosed any potential conflicts of interest related to 
procurement duties shall not participate in any Federal, State or local procurement activities 
related to that conflict.  Such situations shall be documented in writing and submitted to the 
Senior Accountant for maintenance in the procurement files. 
 
9.  Before a vendor contract in excess of $25,000 is awarded, the grant administrator or School 
Business Administrator and Director of Operations shall search the Federal System for Award 
Management (SAM) website for the vendor by name, tax identification number, or other 
characteristic to ensure that the person or entity has not been suspended or debarred from 
performing federally funded work. 
 
LEGAL REF: M.G.L. 30B; 149 

[Adopted - June 23, 1997] 
[Reviewed - September 28, 2009] 
[Revision Adopted - November 14, 2016] 
[Revision Adopted - April 23, 2018]    
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DKC  EXPENSE AND TRAVEL REIMBURSEMENTS 

 
Expense Reimbursements. 
 

Personnel and school department officials who incur expenses in carrying out their authorized 
duties will be reimbursed by the school department upon submission of a properly completed and 
approved Expense Reimbursement Form along with all supporting receipts, as required. 
 

Travel Reimbursements. 
 

Reimbursement for travel expenses incurred by District employees shall be made only as provided 
for in the approved annual budget. In all instances, travel reimbursement to District personnel shall 
be for expenses deemed absolutely necessary.  Travel-related expenses will be reimbursed by the 
school department upon submission of a properly completed and approved Travel Expense 
Reimbursement Form along with any supporting receipts as required by the Business Office. 
 

When official travel by a personally-owned vehicle is authorized, mileage reimbursement payments 
will generally be made at the current Internal Revenue Service mileage reimbursement rate.  
However, a monthly travel stipend, in an amount established by the Committee, may be paid to the 
Superintendent, School Business Administrator and Director of Operations, and others authorized 
by the Committee who are required to travel regularly within the school system on official 
business. Travel by District personnel shall have the necessary prior authorization in order to claim 
reimbursement. District personnel shall have the approval of the Superintendent or designee as 
follows: 
 

1. In-District Mileage: Reimbursement for In-District travel required of personnel shall be reported 
through procedures established in the Business Office under the supervision of the Superintendent 
or designee. Individuals who travel on a regular basis between District buildings may use the In-
District Mileage Reimbursement Form. 

2. Travel by Administrators: Reimbursement for travel and for attendance at developmental or 
educational meetings shall be approved by the Superintendent or designee.  

3. Travel by Administrators/Teachers on School Business:  Reimbursement for travel by administrators 
or teachers as requested by their supervisor for purposes of school business shall be approved by 
the Superintendent or designee.  

4. Federal Program Travel: Reimbursement for travel by District personnel involved in federal 
programs shall be approved by the Superintendent or designee. 

5. Student Activity Travel: Reimbursement for travel by District personnel acting as sponsors for 
student activities shall be approved by the Superintendent or designee.  

LEGAL REF:  M.G.L. 40:5; 44:58 

[Adopted - June 23, 1997] 
[Revision Adopted - April 27, 2005] 
[Revision Adopted - September 28, 2009] 
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[Revision Adopted - June 26, 2017] 
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SECTION E.  SUPPORT SERVICES 
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EA  LEARNING SUPPORT SERVICES PROGRAMS 

 

To support the classroom activities and other instructional needs of the District, various 
educational services will be provided. The Learning Support Services staff will work in cooperation 
with building staff and administration in each respective building to coordinate and supervise 
support service programs. 
 
SUPPORT SERVICES 

The Assistant Superintendent of Student Services and Special Education will be responsible for all 
programs, therapies, and other services that fall under the purview of Special Education. 
 
[Adopted - December 8, 1998] 
[Revision Adopted - May 9, 2016] 
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EB  SAFETY PROGRAM 

 
 
Accidents are undesirable, unplanned occurrences that can result in tragic consequences: bodily 
harm, loss of school time, property damage, legal action and even fatality. The School Committee 
will guard against such occurrences by taking every possible precaution to protect the safety of all 
students, employees, visitors and others present on school property or at school sponsored events. 
 
The Committee will comply with safety requirements established by governmental authorities and 
will insist that its staff adhere to recommended safety practices as these pertain, for example, to 
the school plant, special areas of instruction, student transportation, school sports and 
occupational safety. 
 
The practice of safety will also be considered a facet of the instructional program of the schools. 
Instruction will be provided in accident prevention as well as fire prevention, emergency 
procedures, traffic, bicycle and pedestrian safety. 
 
The Superintendent will have overall responsibility for the safety program of the school system. It 
will be the responsibility of the Superintendent to see that appropriate staff members are kept 
informed of current state and local requirements relating to fire prevention, civil defense, 
sanitation, public health and occupational safety. 
 
Principals will meet all requirements for conducting safety and emergency drills such as fire and 
multi-hazard evacuations. 
 
Efforts directed toward and the prevention of accidents will succeed only to the degree that all 
staff members recognize that preventing accidents is a daily operational responsibility. 
 
LEGAL REF: M.G.L. 71:55C; 159:363 
 

[Adopted - December 11, 2000] 

[Reviewed - November 15, 2017] 
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EBA  LIFE-THREATENING ALLERGIES (LTAs)  

 

 

BACKGROUND  

 
Allergic reactions span a wide range in the severity of symptoms.  The most severe and life- 
threatening reaction is anaphylaxis. Anaphylaxis is a potentially life-threatening medical condition 
occurring in allergic individuals after exposure to their specific allergens.  Anaphylaxis refers to a 
collection of symptoms affecting multiple systems in the body, the most dangerous of which are 
breathing difficulties and a drop in blood pressure or shock, both of which are potentially fatal.  The 
most common causes of anaphylaxis in children include allergies to the following: 
 

¶ Foods (most commonly peanuts, tree nuts, milk, dairy products, soy, wheat, fish and 
shellfish) 

¶ Insect stings (yellow jackets, bees, wasps, hornets) 

¶ Medications 

¶ Latex 
  
The Oxford Public Schools guidelines developed within this document are applicable to students 
who are at risk for anaphylaxis and in circumstances where a previously undiagnosed life-
threatening allergic response occurs. Anaphylaxis can occur immediately or up to two hours 
following allergen exposure. Therefore, it is important to identify students at risk, to implement 
appropriate preventative policies and to be prepared to handle these emergencies when they arise. 
 
GOALS 
 
As part of its Life-threatening Allergies policy, Oxford Public Schools has developed the following 
four chief goals:  
 
1. Maintain a system-wide protocol for ǊŜǎǇƻƴŘƛƴƎ ǘƻ ǎǘǳŘŜƴǘǎΩ ƴŜŜŘǎ 
2. Minimize the risk of exposure to allergens that pose a threat to students with life-

threatening allergies 
3. Prepare for possible allergic reactions, and to respond appropriately to any allergy 

emergencies 
4. Work to prevent occurrence of life-threatening allergic reaction 
 
Oxford Public Schools cannot guarantee to provide an allergen-free environment for students with 
life-threatening allergies. However, an overall purpose of the Life-threatening Allergies policy is to 
develop a system-wide effort to educate all stakeholders - educators, parents, students and 
community about LTAs.  To this end the sections below highlight the major responsibilities of those 
various stakeholders. However, the Individual Health Care Plan (IHCP) developed for each child 
with an LTA will be individualized and not all responsibilities are or can be detailed in these 
guidelines. 
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SECTION I: RESPONSIBILITY OF THE OXFORD PUBLIC SCHOOL DEPARTMENT 
 
The Superintendent and staff are responsible for the following: 

 
1. Create a system-wide emergency plan for addressing life-threatening allergic reactions. 
2. Provide in-service training and education on reducing allergy risks, recognizing allergy 

symptoms, and emergency procedures for staff.  Training shall include, but not be limited to 
the following: 

a. A description/definition of severe allergies and a discussion of the most common 
food, medication, latex and insect sting LTAs 

b. A description/discussion of the signs and symptoms of anaphylaxis 
c. Training to designated staff on the correct use of an Epi-pen 
d. Discussion of specific steps to follow in the event of an emergency 

3. 9ƴŎƻǳǊŀƎŜ ŀ άbh Chh5 ¢w!5LbDέ ŀƴŘ άbh ¦¢9b{L[ {I!wLbDέ ǇǊŀŎǘƛŎŜ ƛƴ ŀƭƭ ǎŎƘƻƻƭǎ ǿƛǘƘ 
particular focus at the elementary school level. 

4. Provide foǊ ǎŎƘƻƻƭ ƴǳǊǎŜǎΣ ƛƴ ŎƻƴƧǳƴŎǘƛƻƴ ǿƛǘƘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǇŀǊŜƴǘόǎύκƎǳŀǊŘƛŀƴόǎύΣ ǘƘŜ 
primary care provider/allergist, and the school physician (if appropriate) to prepare an 
Individual Health Care Plan for any student with a life-threatening allergy.  The Plans will be 
ǊŜǾƛŜǿŜŘ ōȅ ǘƘŜ ǎŎƘƻƻƭ ƴǳǊǎŜΣ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǇŀǊŜƴǘόǎύ ŀƴŘ ǇǊƛƳŀǊȅ ŎŀǊŜ ǇǊƻǾƛŘŜǊ ŀƴŘκƻǊ ǘƘŜ 
ǎǘǳŘŜƴǘΩǎ ŀƭƭŜǊƎƛǎǘΣ ŀƴŘ ǿƛƭƭ ōŜ ǎƛƎƴŜŘ ƻŦŦ ōȅ ǘƘŜ ŎƘƛƭŘΩǎ ǇƘȅǎƛŎƛŀƴ ǘƻ ƛƴŘƛŎŀǘŜ ǘƘŀǘ ƘŜκǎƘŜ 
deems the IHCP to be adequate. 

5 Ensure that LTA precautions are in place in school cafeteria as outlined by the Individual 
Health Care Plan (i.e., Tables will be cleaned and sanitized and designated by a universal 
symbol.) 

6 aŀƪŜ ǘƘŜ LƴŘƛǾƛŘǳŀƭ IŜŀƭǘƘ /ŀǊŜ tƭŀƴ ŀǾŀƛƭŀōƭŜ ƛƴ ǘƘŜ ƴǳǊǎŜΩǎ ƻŦŦƛŎŜ ŀƴŘ ŀ ǎǘǳŘŜƴǘΩǎ 
homeroom. Recommend that parent(s)/guardian(s) attach a photograph of their student 
with a Life-threatening Allergy to their Allergy Action Plan (AAP). 

7 Submit to the school bus company an LTA list of students who have life-threatening 
allergies. 

8. Require all food service employees to use latex free gloves. 
9. Make Epi-Pens (belonging to the school and those prescribed to the students) available in 
ǘƘŜ ƴǳǊǎŜΩǎ ƻŦŦƛŎŜ ŀƴŘ ƛƴ ƻǘƘŜǊ ŎƭŜŀǊƭȅ ŘŜǎƛƎƴŀǘŜŘ ƭƻŎŀǘƛƻƴǎ ŀǎ ǎǇŜŎƛŦƛŜŘ ƛƴ ǘƘŜ !!tκLI/tΦ   

10. Familiarize teachers with the IHCP of their students and any other staff member who has 
contact with student on a need-to-know basis. 

11. tƻǎǘ ǘƘŜ άaŀƴŀƎƛƴƎ [ƛŦŜ-¢ƘǊŜŀǘŜƴƛƴƎ !ƭƭŜǊƎƛŜǎ ƛƴ {ŎƘƻƻƭǎέ ƻƴ ǘƘŜ ǎŎƘƻƻƭ ŘƛǎǘǊƛŎǘΩǎ ǿŜōǎƛǘŜΦ 
12. Provide in-service to food service employees regarding safe food handling practices to avoid 

cross-contamination with potential food allergens. 
 

SECTION II:  RESPONSIBILITIES OF THE SCHOOL PRINCIPAL 
 
The principal of each school is responsible for the following: 
 
1. Familiarize teachers with the Individual Health Care Plan (IHCP) of their students and any other 

staff member who has contact with student on a need-to know basis. 
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2. In conjunction with nurses, provide in-service training and education for staff regarding life-
threatening allergies, symptoms, risk reduction procedures and emergency procedures 
including demonstration on how to use the Epi-pen. 

3. Discuss the protocol for Life-threatening Allergies at kindergarten orientation. 
4. tƻǎǘ ǘƘŜ ǎŎƘƻƻƭΩǎ ŜƳŜǊƎŜƴŎȅ ǇǊƻǘƻŎƻƭ ƻƴ [¢!ǎ ƛƴ ŀǇǇǊƻǇǊƛŀǘŜ ƭƻŎŀǘƛƻƴǎΣ ƛƴŎƭǳŘƛƴƎ ǎŎƘƻƻƭ 

website. 
5. Notify staff of the locations of Epi-pens in the school. 
6. Provide for a contingency plan for staff and students in the event the nurse is not immediately 

available. 
 
SECTION III:  RESPONSIBILITIES OF THE SCHOOL NURSE 
 
The school nurse is the primary coordƛƴŀǘƻǊ ƻŦ ŜŀŎƘ ǎǘǳŘŜƴǘΩǎ ǇƭŀƴΦ 9ŀŎƘ ǎŎƘƻƻƭ ƴǳǊǎŜ Ƙŀǎ ǘƘŜ 
following responsibilities: 
 

1. Meet and/or collaborate with each parent/guardian of a student with an LTA and develop 
ǘƘŜ ǎǘǳŘŜƴǘǎΩ LƴŘƛǾƛŘǳŀƭ IŜŀƭǘƘ /ŀǊŜ tƭŀƴ όLI/tύΦ 

2. aŀƛƴǘŀƛƴ ǳǇŘŀǘŜŘ LI/tǎ ƛƴ ƴǳǊǎŜΩǎ ƻŦŦƛŎŜ ŀƴŘ ƛƴ ǎǘǳŘŜƴǘΩǎ ƘƻƳŜǊƻƻƳǎ ŀǘ ŜŀŎƘ ǎŎƘƻƻƭΦ 
3. Assist the principal in providing information about students with LTAs to staff. 
4. Work with the principal to provide in-service training for staff regarding LTAs- their 

symptoms, risk reduction procedures and emergency procedures. 
5. Familiarize teachers with the IHCPs of their students and any other staff member who 

comes in contact with the student. 
6. Follow the Department of Public Health regulations regarding administrations of 

medications, especially administering Epi-pens. 
7. Discuss with parents appropriate locations for storing Epi- pens. 
8. Inform the principal and parents/guardians of the student if any student experiences an 

allergic reaction for the first time. 
9. Work with the principal to establish emergency protocol in the event the nurse is out of the 

building. 
10. tŀǊǘƛŎƛǇŀǘŜ ƛƴ ǘƘŜ ǇƭŀƴƴƛƴƎ ƻŦ ŀ ǎǘǳŘŜƴǘΩǎ ǊŜ-entry to school after an anaphylactic reaction. 

 
SECTION IV:   RESPONSIBILITIES OF TEACHERS 
 
Each teacher has the following responsibilities: 
 

1. Receive and review the IHCP in collaboration with the nurse and the parent of any student 
ƛƴ ǘƘŜ ǘŜŀŎƘŜǊΩǎ ŎƭŀǎǎǊƻƻƳ ǿƛǘƘ ŀ [ƛŦŜ-threatening Allergy. 

2. Leave information in an organized, prominent and accessible format for a substitute 
teacher. 

3. Participate in in-service training for students with life ς threatening allergies. 
4. Collaborate with the nurse and parents of an allergic student and set protocols in the 

classroom for management of food in the class. 
5. tŀǊǘƛŎƛǇŀǘŜ ƛƴ ǘƘŜ ǇƭŀƴƴƛƴƎ ƻŦ ŀ ǎǘǳŘŜƴǘΩǎ ǊŜ-entry to school after an anaphylactic reaction. 
6. Notify the school nurse of upcoming field trips as soon as possible to ensure proper 

emergency medications are available. 
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SECTION V:  RESPONSIBILITIES OF PARENTS 
 
Each parent of a student with an LTA has the following responsibilities: 
 

1. LƴŦƻǊƳ ǘƘŜ ǎŎƘƻƻƭ ƴǳǊǎŜ ƻŦ ȅƻǳǊ ŎƘƛƭŘΩǎ ŀƭƭŜǊƎƛŜǎ ǇǊƛƻǊ ǘƻ ǘƘŜ ƻǇŜƴƛƴƎ ƻŦ ǎŎƘƻƻƭ ƻǊ ŀǎ ǎƻƻƴ ŀǎ 
possible after diagnosis.  

2. Arrange to meet and/or collaborate with the school nurse to develop an Individual Health 
Care Plan/ Allergy Action Plan / (IHCP/AAP) for the student. 

3. tǊƻǾƛŘŜ ƳŜŘƛŎŀƭ ƛƴŦƻǊƳŀǘƛƻƴ ŦǊƻƳ ǘƘŜ ŎƘƛƭŘΩǎ ǘǊŜŀǘƛƴƎ ǇƘȅǎƛŎƛŀƴ ŀǎ ƴŜŜŘŜŘ ǘƻ ǿǊƛǘŜ ǘƘŜ 
plans, IHCP. 

4. Provide the school with a list of foods and ingredients to be avoided, and provide a list of 
safe or acceptable foods that can be served to your child. 

5. Provide the school nurse with enough up-to-date emergency medications (including Epi-
pens).  

6. Provide a Medic ALERT ID for your child. 
7. Notify school nurse of upcoming field trip as soon as possible and provide Epi-pen to be 

taken on field trips as needed. 
8. Instruct your child on the following: 

a) Recognizing the first symptoms of an allergic/anaphylactic reaction 
b) Knowing where the epinephrine auto-injector is kept and who has access to the 

epinephrine 
c) Communicating clearly as soon as he/she feels a reaction starting  
d) Carrying his/her own Epi-pen auto-injector when appropriate 
e) Not sharing snacks, lunches, or drinks 
f) Washing hands before and after handling food 
g) Understanding the importance of hand-washing before and after eating 
h) Reporting teasing, bullying and threats to adult authority 
i) Taking as much responsibility as possible for his/her own safety 

 
9. As children get older, instruct them on the following: 

a) Communicating the seriousness of the allergy to an adult 
b) Communicating symptoms as soon as they appear to an adult 
c) Reading labels 
d) Administering own epinephrine auto-injector and be able to train others in its use. 

10. LƴŦƻǊƳ ǘƘŜ ǎŎƘƻƻƭ ƻŦ ŀƴȅ ŎƘŀƴƎŜǎ ƛƴ ǘƘŜ ŎƘƛƭŘΩǎ [¢! ǎǘŀǘǳǎΦ 
11. tǊƻǾƛŘŜ ǘƘŜ ǎŎƘƻƻƭ ǿƛǘƘ ǘƘŜ ƭƛŎŜƴǎŜŘ ǇǊƻǾƛŘŜǊΩǎ ǎǘŀǘŜƳŜƴǘ ƛŦ ǘƘŜ student no longer has 

allergies. 
12. LŦ ŀŎŎƻƳƳƻŘŀǘƛƻƴǎ Ŏŀƴƴƻǘ ōŜ ƳŀŘŜ ƛƴ ǘƘŜ ŎŀŦŜǘŜǊƛŀ ŦƻǊ ǘƘŜ ŎƘƛƭŘΩǎ ŀƭƭŜǊƎȅΣ ǇŀǊŜƴǘǎ ǿƛƭƭ 

provide appropriate lunches. 
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SECTION VI:  RESPONSIBILITIES OF STUDENTS 
 
Lƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŀƎŜ ŀƴŘ ƭŜǾŜƭ ƻŦ ŘŜǾŜƭƻǇment, each student with a Life-
threatening Allergy is responsible for the following:  
 

1. Taking responsibility for avoiding allergens 
2. Not trading or sharing foods 
3. Washing hands before and after eating 
4. Learning to recognize symptoms of an allergic reaction 
5. Promptly informing an adult as soon as accidental exposure occurs or symptoms appear 
6. Developing a relationship with the school nurse and/or another trusted adult in the school 

to assist in identifying issues related to the management of the allergy in the school 
 
SECTION VII:  RESPONSIBILITIES OF FOOD SERVICE PERSONNEL 
 
Food Service personnel have the following responsibilities: 
 

1. Minimize, to the extent practicable, the use of peanut/tree nut products in the cafeteria. 
2. Supply cleaning materials for washing and sanitizing tables. 
3. Participate in in-service regarding safe food handling practices to avoid cross-contamination 

with potential food allergens. 
4. Wear latex free gloves 
5. Ensure that kitchens are locked at the end of each school day. 

 
SECTION VIII: RESPONSIBILITIES OF BUS AND VAN COMPANIES 
 
The bus company has the following responsibilities: 
 

1. Inform each driver if she/he is transporting a child with a known LTA. 
2. Provide functioning emergency communication devices (e.g., cell phones, two-way radios, 

etc.) on each bus. 
3. Provide emergency allergy response training to all drivers and/or bus monitors. 
4. Maintain a policy for no eating on the bus. 
5. Ensure surfaces and seats are kept as clean and allergy free as possible. 

 
SECTION IX: RESPONSIBILITIES OF BUS AND VAN DRIVERS 
 
The bus and van drivers have the following responsibilities: 
 
      1. Pull over and call 911 if a student with an LTA is at risk. 
      2. Participate in awareness training to learn to recognize the symptoms of an   
           allergic reaction.  
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SECTION IX:  RESPONSIBILITIES OF PERSONS IN CHARGE OF CONDUCTING AFTER SCHOOL 
ACTIVITIES 
 
Persons in charge of extracurricular programs will have the following responsibilities: 
 

1. /ƻŀŎƘŜǎ ŀƴŘ ƻǘƘŜǊ ǎǘŀŦŦ ǿƘƻ ǎǳǇŜǊǾƛǎŜ ǎǘǳŘŜƴǘǎΩ ǎŎƘƻƻƭ ǎǇƻƴǎƻǊŜŘ ŀŎǘƛǾƛǘƛŜǎ after school 
will participate in training and implementation of the Allergy Action Plan/Individual Health 
Care Plan as appropriate 

 
RESPONSIBILITIES DURING RECESS AND PHYSICAL EDUCATION CLASSES 
 
5ǳǊƛƴƎ ǊŜŎŜǎǎ ŀƴŘ ǇƘȅǎƛŎŀƭ ŜŘǳŎŀǘƛƻƴ ŎƭŀǎǎŜǎΣ ǘƘŜ ǎŎƘƻƻƭΩǎ ǎtaff will ensure the following: 
 

1. Children will be under the supervision of at least one adult 
2. An Epi-ǇŜƴ ǿƛƭƭ ōŜ ǘŀƪŜƴ ƻǳǘǎƛŘŜ ƛŦ ǎǇŜŎƛŦƛŜŘ ƛƴ ǘƘŜ ŎƘƛƭŘΩǎ LI/t κ !!tΦ 

 
RESPONSIBILITIES FOR FIELD TRIPS 
 
The schools will assume the following the responsibilities relative to participation of LTA students 
on field trips: 
 

1. Parents will work with staff to evaluate potential risks when determining whether it is 
appropriate for their child to attend a particular field trip. 

2. Lunches should be held in a safe-place so that children cannot access them until the 
appropriate time.  Lunches of children with food allergies should be stored separately to 
minimize cross contamination. 
 

[Adopted: April 23, 2018] 
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ECA  BUILDING AND GROUNDS SECURITY 

  
 
Public school buildings and grounds are one of the greatest investments of the town. It is deemed 
in the best interest of the school department and town to protect the investment adequately. 
 
Security should mean not only maintenance of a secure (locked) building, but protection from fire 
hazards and faulty equipment and safe practices in the use of electrical, plumbing and heating 
equipment. The Committee expects close cooperation with fire and law enforcement departments 
and with insurance company inspectors. 
 
Access to school buildings and grounds outside of regular school hours will be limited to personnel 
whose work requires it. Principals shall establish an adequate key control system that will limit 
access to buildings to authorized personnel and will safeguard against the chance of entrance to 
buildings by unauthorized persons. 
 
Funds and valuable records will be kept in a safe place and under lock and key. 
 
[Adopted - December 11, 2000] 
[Revision Adopted - September 26, 2016] 
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ECAC  VANDALISM 

 
In all cases of vandalism, the School Committee will demand full restitution or thereupon, the 
School Committee will institute court action for such restitution. 
 
Vandalism Policy 
 
Oxford Public Schools should be respected as teaching and learning environments where students, 
staff, parents and community members can feel safe and secure. The District is committed to 
maintaining orderly educational and administrative processes in keeping schools and 
administrative offices free from disruptions. The District, in attempting to ensure that reparations 
are made and proper disciplinary action is taken, is instituting this policy on vandalism to send a 
clear and concise message to students and parents that vandalism will not be tolerated and any 
monetary burden will have to be borne by the parents of the perpetrator. 
 
Vandalism not only affects the aesthetics of the building or property, but also sends the wrong 
message to our younger students, presents a negative appearance of our District and campuses to 
the community, promotes further acts of vandalism and could even encourage violence. These acts 
are also counterproductive in that they disrupt the normal flow of activities in and around the 
school or District and costly staff time and energy is invested in cleaning and repairing. In cases of 
severe damage, valuable instruction time may be lost if students are displaced from their 
classrooms. 
 
Every person who commits any of the following acts with respect to any real or personal property 
not his or her own, in cases other than those specified by state law, is guilty of vandalism: 1. 
Defaces with graffiti or other inscribed material; 2. Damages; 3. Destroys. 
 
ά±ŀƴŘŀƭƛǎƳέ Ƙŀǎ ŀ ƴǳƳōŜǊ ƻŦ ŘŜŦƛƴƛǘƛƻƴǎΣ ŀƭƭ ƻŦ ǿƘƛŎƘ ƘŀǾŜ ǘƘŜ ŎƻƳƳƻƴ ŜƭŜƳŜƴǘǎ ƻŦ ŘŜǎǘǊǳŎǘƛƻƴΣ 
ŘŀƳŀƎŜΣ ƛƴƧǳǊȅΣ ƻǊ ŘŜŦŀŎŜƳŜƴǘ ƻŦ ŀƴƻǘƘŜǊΩs property. In recognition of the debilitating impact of 
vandalism, current law provides for criminal penalties as well as civil liability for students and their 
parents. 
 
In order to curtail vandalism and ensure that proper respect is shown of the property of others, 
acts of vandalism involving District property or the property of District employees and/or students 
will be considered serious offenses. Any student(s) who commits an act of vandalism against 
District property or the property of a fellow student or District employee related to school 
attendance or a school related activity will be held strictly accountable. Such accountability will 
include appropriate disciplinary action by the District including, but not limited to suspension or 
expulsion; personal and parental liability and responsibility for damages; and, where appropriate, 
referral to the criminal justice system. In addition to payment of the cost of damages, vandalism to 
ŀ ǎŎƘƻƻƭ ōǳǎ ǿƛƭƭ ǊŜǎǳƭǘ ƛƴ ǎǳǎǇŜƴǎƛƻƴ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊƛŘƛƴƎ ǇǊƛǾƛƭŜge. The degree of severity of 
punishment will be determined principal, following Mass General Laws, Case Law, 603 Code Mass 
Regulations and District policy. 
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As a part of the disciplinary process, full restitution for damages, including monetary restitution will 
be considered part of any rehabilitation and/or readmission plan. In recognition of parental 
responsibility and involvement, parents/guardians of any student who commits vandalism of 
District property or the property of a District employee shall be responsible for restitution of 
damages to the maximum extent permitted by law, and if necessary, the School Committee will 
authorize pursuit of a court action for collection of such damages. 
 
Mass General Laws 2004: Ch. 15 sec. 1, Ch. 34A, Ch. 34B, Ch. 34D, Ch. 44, sec. 53 (b), Ch. 59C, Ch. 
69, sec. 1d, Ch. 71, sec. 37, Ch. 71, sec. 37h, Ch. 71B, sec. 1 and 3. 

 
Case Law: Board of Education vs. School Committee of Quincy, Nicholas B. vs. School Committee of 
Worcester, Stock vs. Massachusetts Hospital School. 

 
603 Code Massachusetts Regulations: 603 CMR 3.10, 603 CMR 23.02, 603 CMR 23.07, 603 CMR 
30.02, 603 CMR 40.00.   

 
Chapter 44: Section 53 City, town or district funds; use and disposition 

Section 53. All moneys received by any city, town or district officer or department, except as 
otherwise provided by special acts and except fees provided for by statute, shall be paid by such 
officers or department upon their receipt into the city, town or district treasury. Any sums so paid 
into the city, town or district treasury shall not later be used by such officer or department without 
specific appropriation thereof; provided, however, that (1) sums allotted by the commonwealth or 
a county to cities or towns for highway purposes and sums allotted by the commonwealth or a 
county to cities or towns for highway purposes and sums allotted by the commonwealth to cities, 
towns or districts for water pollution control purposes shall be available therefore without specific 
appropriation, but shall be used only for the purposes for which the allotment is made or to meet 
temporary loans issued in anticipation of such allotment as provided in section six or six A, (2) sums 
not in excess of twenty thousand dollars recovered under the terms of fire or physical damage 
insurance policy and sums not in excess of twenty thousand dollars received in restitution for 
damage done to such city, town or district property may be used by the officer or department 
having control of the city, town or district property for the restoration or replacement of such 
property without specific appropriation and (3) sums recovered from pupils in the public schools 
for loss of school books or paid by pupils for materials used in the industrial arts projects may be 
used by the school committee for the replacement of such books or materials without specific 
appropriation. 
 
 
LEGAL REF: M.G.L. 266:98; 71:37; 71:37H; 71:37½; 71:34A; 71:34B; 71:34D; 603 CMR 23.00    
 
[Adopted - December 11, 2000] 
[Adopted - August 11, 2004] 
[Revision Adopted - November 27, 2017]
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EDC  USE OF SCHOOL BUILDINGS AND ATHLETIC FACILITIES 

 
The School Committee welcomes the use of the school buildings and athletic fields for community 
events. All attempts will be made to accommodate all groups in the community with school events 
taking precedence over any outside organizations. Jurisdiction of use of buildings is determined by 
the Building Principal, and jurisdiction of the use of athletic fields is determined by the Athletic 
Director.  
 
The Application for Use of School Building - Elementary/Middle must be completed by an 
organization seeking to use space at Chaffee Elementary School, Barton Elementary School, or 
Oxford Middle School, and submitted to the appropriate Building Principal for initial approval.  
 
The Application for Use of High School Building or Athletic Field must be completed by an 
organization seeking to use space at Oxford High School or any of the athletic fields, and submitted 
to the Athletic Director and Building Principal for initial approval.  
 
Once an application form is approved at the building level, the application should be submitted to 
the Central Office for final approval and processing of payment. 
 
Use of Buildings 
 
All Oxford, non-profit organizations may use the non-athletic facilities free of rental fees. However, 
if school personnel are needed, the organization shall pay for such personnel according to the 
provisions of the contract signed between the School Committee and Cafeteria/Custodial Unit, 
Local 888, and any other applicable employee contract or agreement. Non-profit organizations 
exempt from Federal Taxation under Section 501(C) of the Internal Revenue Code must submit a 
letter of determination from the IRS or other documentation to verify tax exempt status, and 
submit copies with the Application for Use of School Department Facilities. 
 
All other organizations shall be charged a rental fee and shall pay for personnel according to the 
provisions of the contract signed between the School Committee and Cafeteria/Custodial Unit, 
Local 888, and any other applicable employee contract or agreement. The Superintendent of 
Schools, or his/her designee, has the authority to modify fees. 
 
Applications for approval of building use for any school building will not be accepted before the 
opening of the school year. Any organization using the buildings for the purpose of raising monies, 
cannot have more than two (2) dates scheduled at any one time. Each date must be accompanied 
by a separate completed application. Youth and adult athletic organizations may request more than 
two (2) dates. However, granting of extended use is determined by the Building Principal and may 
be canceled if the facility is needed for a school activity. 
 
Use of Athletic Facilities 
 
Use of athletic facilities will be divided up into four (4) playing seasons; spring, summer, fall, and 
winter. Each organization must apply for use separately for each season.   
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¢ƘŜ ŀǇǇƭƛŎŀƴǘΩǎ Řǳƭȅ ŀǳǘƘƻǊƛȊŜŘ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜǎ Ƴǳǎǘ ǎƛƎƴ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴΦ !ƭƭ ŀǇǇƭƛŎŀƴǘǎ ŀǊŜ 
responsible for fees where applicable.  Scheduling will be done on a first come, first served, basis 
following the deadlines for each season established.  
 
Athletic fields in Oxford are requested and used by many organizations and efforts will be made to 
meet as much of the demand as possible without jeopardizing the conditions of the fields.  The 
fields should typically be ready by April 15th.  However, since this is weather dependent, no 
guarantee on an availability date can be made. The Athletic Director will make the decision as to 
when the fields will be open. Fields are not available for reservation 11/1 - 3/29 except by special 
request. Organizations must contact the Athletic Director to receive permission to play on the fields 
after November 1.  There may be instances where a field may be open for a particular sport or 
activity and remain closed to others. This will be determined by the Athletic Director.  Fields should 
not be used if they have been closed by the Athletic Director or Building Principal. 
 
A group or organization reserving a field will be held financially responsible for any damage if 
negligence is determined on their part, and sanction will be levied. Based upon its investigation, the 
OXPS will determine a sanction appropriate to the violation. 
 
All provisions of the Rules and Regulations pertaining to the Application for Use of School Building 
and Athletic Facility Permit Application must be followed by all groups and organizations 
requesting use of school buildings and athletic facilities. 
 
[Adopted - January 26, 1998] 
[Revision Adopted - January 25, 1999] 
[Reviewed - September 26, 2016] 

[Revision Adopted - September 25, 2017] 

[Revision Adopted - June 25, 2018] 
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EDC-R  USE OF SCHOOL BUILDINGS AND ATHLETIC FACILITIES - 
  RULES AND REGULATIONS 

 
USE OF SCHOOL DEPARTMENT BUILDING - RULES AND REGULATIONS 
 
1. Certificates of Insurance must be obtained from all groups utilizing Town property.  
/ƻǾŜǊŀƎŜ ƭƛƳƛǘǎ ǎƘƻǳƭŘ ōŜ ŀǎ ŎƭƻǎŜ ŀǎ ǇƻǎǎƛōƭŜ ǘƻ ǘƘƻǎŜ ƛƴ ǘƘŜ ¢ƻǿƴ ƻŦ hȄŦƻǊŘΩǎ ǇǊƻǇŜǊǘȅ ƭƛŀōƛƭƛǘȅ 
insurance policy ($1 Million concurrent, $3 Million general aggregate, and $2 Million umbrella). All 
Certificates of Insurance must list the Town of Oxford as an additional named insured. 
 

2. All attempts will be made to accommodate all groups in the community; however, school 
events take precedence over any outside organizations.      
 

3. No one is permitted inside a School Department Building until the adult person(s) 
responsible for the activity is present.  The adult supervisor must remain with the group during the 
entire period of building use. 
 

4. All activity must be confined to the area(s) of the school requested on the application. 
Cancellation of an activity may take place if participants are found in unauthorized areas, or if 
vandalism or other damage/abuse is found.  The custodian on duty is authorized to terminate use 
of building if, in his/her opinion, such termination is warranted. 
 

5. No smoking is permitted in the school buildings or on school grounds. 
 

6. Telephones are available for emergency use only and under the supervision of the 
custodian on duty. 
 

7. The Responsible Person signing the application MUST tour the area(s) of use as well as 
outside surrounding areas with the custodian on duty before leaving the building.  All damaged 
items will be noted and repairs will be performed by private contractors using materials selected by 
the School Department.  The total repair cost, including additional custodial time, is payable in full 
upon presentation of bill to the using group and/or person who signed the application. Damage to 
school facilities is prime cause of denial of use of a building, whether or not restitution is received 
for damage caused by the using group. 
 

8. Hats are not to be worn at functions held in Oxford Public Schools. 
 

9. Food and beverages are only allowed in designated areas with prior approval of the Building 
Principal. 
 

10. No attendance, at any event, shall exceed the capacity stated for a particular building and 
area as follows:  
 

BARTON ELEMENTARY SCHOOL: All Purpose Room:  325 Stage:      40 
CHAFFEE ELEMENTARY SCHOOL: All Purpose Room:  325 Stage:     40 
OXFORD MIDDLE SCHOOL:  Auditorium:                            500 Stage:  110  
       Gymnasium (for activities):        740 Cafeteria: 250 
      Gymnasium (seats on floor):    1,000 Lecture Hall:      90 
OXFORD HIGH SCHOOL:    Auditorium Audience Hall:         700 Stage:  110 
     Gymnasium (non-athletic):       1,000 Cafeteria:   225 
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11. The additional rules listed below pertain specifically to youth dances or other activities at 
which a substantial number of youth will be present.  (Also refer to School Committee Policy 
pertaining to dances). 
 a. Only the front entrance is to be used (this includes band members). 
 b. No one, including band members and DJ, is permitted in the building unless an adult 
  supervisor(s) is physically present. 

c. Uniformed policemen must be on duty before any youth are permitted to enter the 
building and uniformed policemen must remain on duty until all youth have cleared 
the school building and grounds. 

 d. There must be adequate adult supervisor(s) circulating throughout the areas of use. 
e. At least one adult male and one adult female must be in constant supervision of the 

lavatories to make certain that there is no over-crowding or abuse of school 
facilities. 

f. Any and all illegal drugs are prohibited at all functions in the Oxford Public Schools.  
Offenders will be reported to the Oxford Police Department. 

 
Note: Massachusetts General Laws, Chapter 272, Section 40A ς Prohibition of sale, delivery or 
possession of alcoholic beverages at Public School Buildings. 
 
Whoever gives, sells, delivers or has in his possession, any alcoholic beverage except for medicinal 
purposes, in any public school building, or on any premises used for public school purposes and 
under the charge of the School Committee or other public board or officer, shall be punished by 
imprisonment for not more than thirty days or by a fine of not more than one hundred dollars or 
both. 
 

USE OF SCHOOL ATHLETIC FACILITY - RULES AND REGULATIONS 
 
The Oxford Public Schools (OXPS) is authorized to schedule the use of various District athletic 
facilities and to issue access permits for use of the athletic fields, track, and gymnasium. These 
Rules and Regulations are applicable to both Oxford-affiliated and non-Oxford affiliated users. 
OXPS reserves the right to modify the Rules and Regulations any time.  
 
The goal of the OXPS is to ensure that athletic facilities are maintained and kept in the best possible 
condition while maximizing the availability for use by residents of the Town of Oxford. These Rules 
and Regulations have been established with input from many individuals and research regarding 
what surrounding communities have done.  
 
1.  Definitions  
 

Affiliated Organization ς (a) All organizations registered with the Oxford Parks and 
Recreation Department; (b) Oxford Public Schools; and (c) Any other organization based in 
the Town of Oxford which participates in a league recognized by the Oxford Parks and 
Recreation Department. 
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Athletic Facility - an area that can be used as a playing surface including a gymnasium, 
track, court, or playing field.  
 

Available Time - time during which the field was never requested by any organization, or 
had been scheduled but has become available either because an organization has cancelled 
its use of the field or because the organization has lost its opportunity to use the field 
because of an infraction of these Rules and Regulations. 
                  

In-season Sports - sports whose primary season is played during that part of the year (i.e. 
baseball/softball are considered spring sports, soccer/football are considered fall sports).  
 

Off-season Sports - sports other than in-season sports for the applicable season. 
  

Organization - any entity which has applied for and been granted a Permit to use a facility.  
 

OXPS ς Oxford Public Schools, with authority given to act on its behalf to the 
Superintendent of Schools, Building Principal, and Athletic Director. 
 

Premises - a field, court, track, and the land area surrounding it including driveways, parking 
areas, and woods immediately adjacent to it.  
 

School Committee - Oxford School Committee, or its authorized representative (see OXPS).  
 

Unaffiliated Organization - any organization applying for use of a field which is not an 
affiliated organization.  
 

User - any person who participates in any scheduled activity on a field and any other person 
on the Premises who attends a scheduled event with an organization whether as a 
participant or as a spectator.  
 

Youth - a person under 18 years of age or prior to High School graduation.  
 

2.   Field Scheduling Policy  
 

A. Seasons and Application deadlines  
  

Athletic Facility use will be divided up into four (4) playing seasons; spring, summer, fall, 
and winter. Each organization must apply for use separately for each season.  
 

The seasons and application deadlines are as follows:  
 

Season      Deadline for Applications 
Spring - April 15th to June 14th     February 1st 
Summer - June 15th to August 31st     May 1st 
Fall - September 1st to November 1st     July 1st 

                Winter - November 2nd to April 14th (Basketball only)       November 1st 
 

B.  ¢ƘŜ ŀǇǇƭƛŎŀƴǘΩǎ Řǳƭȅ ŀǳǘƘƻǊƛȊŜŘ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜǎ Ƴǳǎǘ ǎƛƎƴ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴΦ !ƭƭ ŀǇǇƭƛŎŀƴǘǎ 
are responsible for fees where applicable.  

 



O x f o r d  S c h o o l  C o m m i t t e e  P o l i c y  M a n u a l| 85 

 

 

C. Scheduling will be done on a first come, first served, basis following the deadlines for 
each season established above.  

 

D. In the event that no organization requests use of a facility, or cancels a request, or in the 
event that an organization has been relieved of its permit for failure to comply with 
these Rules and Regulations, the following procedure to reschedule the available time 
will be followed:  
 

(i) OXPS will email each organization that the time has become available.  
 

(ii) OXPS will set a deadline for submission of an application for the use of that 
time.  

 

(iii) Each application sent to OXPS by email to apply for the available time must 
  be signed by a person responsible for the organization.  
 

(iii) The available time will be allocated to an organization based upon the order 
received.  

 

E.  Priority for use by Affiliated and Unaffiliated Organizations  
 

Athletic facilities in Oxford are requested and used by many organizations and efforts 
will be made to meet as much of the demand as possible WITHOUT JEOPARDIZING 
CONDITIONS OF THE FIELDS.  It is recommended that all organizations work in good 
faith to iron out conflicts as equitably as possible. When/If conflicts in allocation 
ǊŜǉǳŜǎǘǎ ƻŎŎǳǊ ŀƴŘ ŎŀƴΩǘ ōŜ ǊŜǎƻƭǾŜŘ ōȅ ǘƘŜ ǇŀǊǘƛŜǎ ƛƴ ŎƻƴŦƭƛŎǘΣ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŎǊƛǘŜǊƛŀΣ ƛƴ 
the following order, will be used to determine which requesting organization will be 
permitted to use the field(s).  
 

In the event of a conflict in applications, field usage will be allocated to the highest 
priority applicant by applying the following schedule:  

 
(i) The organization is in good standing with OXPS (i.e., use payments have been 

made, Rules and Regulations have been followed, and no violations have 
been committed by the organization). 

 

(ii)  Each organization will be asked to provide a justification for their request and 
why an alternative is not possible. This will be reviewed by OXPS.  

 

(iii) The organization where the larger percentage of participants are Oxford 
residents will be given priority over organizations where a smaller 
percentage of participants reside in Oxford. This will be valid only where the 
organizations requesting a field are comparable (within 20%) in size.  

 

(iv) Preference will be given to an organization that has not turned down or in 
any way eliminated any Oxford resident from having the opportunity to 
participate in or join the organization.  

 

If these guidelines do not resolve the dispute, a final decision will be made by OXPS.  
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3.  Regulations for Fields  
 

Field Ready Date: The fields should typically be ready by April 15th.  However, since this is 
weather dependent, no guarantee on an availability date can be made. The Athletic 
Director will make the decision as to when the fields will be open. Fields are not available 
for reservation 11/1 - 3/29 except by Special Request. Organizations must contact the 
Athletic Director to receive permission to play on the fields after November 1.  
 

There may be instances where a field may be open for a particular sport or activity and 
remains closed to others. This will be determined by the Athletic Director. 
 

Field Closure:  Fields should not be used if they have been closed by the Athletic Director 
or Building Principal, or when a coach or league representative observes one or more of 
the following:  
 

¶ Water is standing on the playing field; 

¶ Soil is frozen; 

¶ Soil is wet and spongy;  

¶ Steady rain is falling and/or has been raining for several days;  

¶ A lightning/electrical storm is occurring; 

¶ Play would result in damage to the field; and  

¶ Play would compromise the safety of the players.  
 
A GROUP OR ORGANIZATION USING A FIELD WILL BE HELD FINANCIALLY RESPONSIBLE FOR ANY 
DAMAGE IF NEGLIGENCE IS DETERMINED ON ITS PART, AND SANCTIONS WILL BE LEVIED. 
 

A. Organizations Must:  
 

(i) Read, and be aware of, all terms and conditions for use of the fields set forth in 
these Use of School Athletic Facility Rules and Regulations;  

 
(ii) Ensure compliance with all Rules and Regulations and all applicable regulations of 

OXPS by participants and spectators while using the premises during a period 
allocated to the organization. 

 

(iii) Provide a Certificate of Liability insurance naming the Town of Oxford as additional 
insure with general liability limits of $1,000,000.00/3,000,000. The Town of Oxford 
carries NO MEDICAL INSURANCE for users of its facilities. Users participate at their 
OWN RISK OF INJURY.  

 

(iv) Have its permit available at all times while on the premises. Cancellation of the 
permit can occur at any time if deemed in the best interest of the Town.  

 

(v)  Report all damage to a field or premises within 24 hours of its occurrence. Initial 
reports may be made by telephone call but must be reported in writing, which may 
be sent by e-mail.  
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B. Players and Coaches  
 

All administrators, coaches, players, and/or participants shall:  
 

(i) Not allow participants to use a field in any unsafe conditions or when conditions 
would warrant closure of the field, such as listed in Section 3. These conditions shall 
be reported to OXPS by the responsible party of the organization using the field as 
soon as possible.  

 

(ii) Lift all field equipment off of the field turf to move it, and shall not drag any 
 equipment on a field.  

 

(iii) Use the gates for entrance and egress to the field, and not allow any person to jump 
 a field fence to retrieve balls or for any other purpose.  

 

(iv) Not use, without prior agreement from that organization, or mistreat, equipment 
 belonging to another organization that is located at a field.  

 

(v) Make sure vehicles are not driven on the field or parked on any grass area by 
 organization members or spectators, without prior permission from the OXPS.  

 

C. All Users  
 

The Premises are an environmentally sensitive area. All users are prohibited from:  
 

(i) Possessing or consuming alcoholic beverages on the premises.  
 

(ii) Using any smoking products and materials including, but not limited to, tobacco, 
electronic devices, vaping, e-cigarettes, and cannabis on the premises. 

 

(iii)  Bringing or using any motorized vehicles on a field or parking on a grass area 
 including the area around the schools. 

 

(iv)  Parking in or blocking ambulance-accessible areas or creating any traffic, parking, or 
pedestrian hazards.  
 

(v) Failing to place all trash in proper receptacles. 
  

4. Remedies for Violations  
 

A. Reports  
 

Any person or organization that observes a violation of these Rules and Regulations and 
procedures set forth herein is requested to report same to OXPS in writing. Only by 
cooperative enforcement will the premises be preserved for continued future use.  

 

B. Investigation  
 

OXPS will review and investigate all reports of violations, and reserves the right to 
inquire of the organization concerning the events alleged to have occurred during the 
period for which that user was issued a Permit. By accepting a Permit to use the 
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premises, an organization agrees to cooperate fully in any investigation deemed 
necessary by OXPS or any other authorities.  

 

C. Sanctions  
 

Based upon its investigation, OXPS will determine a sanction appropriate to the 
violation, including, but not limited to:  

 

(i) Revocation of a Permit(s) (without refund of fees) issued to an organization (in this 
circumstance, the time period for the Permit(s) revoked will be reallocated in 
accordance with these Rules and Regulations as if the organization had cancelled its 
use).  

 

(ii) Prohibiting use of a facility by an organization for an indefinite or specified period of 
 time. 
 

(iii) /ƻƴŘƛǘƛƻƴƛƴƎ ŀƴ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŦǳǘǳǊŜ ǳǎŜ ƻŦ ǘƘŜ ǇǊŜƳƛǎŜǎ ƻƴ ƻǘƘŜǊ 
reasonable terms and conditions, such as participation in maintenance and 
repair of the field or premises.  

 
[Adopted - September 25, 2017] 

[Revision Adopted - June 25, 2018] 
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EDC-E  USE OF SCHOOL BUILDINGS AND ATHLETIC FACILITIES - 
  RENTAL and PERSONNEL FEES 

 
All organizations using a school department building or athletic facility shall pay both a rental fee as 
well as a personnel fee for custodians or cafeteria personnel on duty, according to the provisions of 
the Collective Bargaining Agreement signed between the School Committee and Employee Union, 
and/or any other applicable Employment Agreement. All applicable fees are payable in advance of 
the use of the facility. Checks should be made payable to the Town of Oxford School Department ς 
Use of Property Account. Completed applications should be submitted directly to the Building 
Principal and/or Athletic Director to determine space availability. Once signed by the Building 
Principal/Athletic Director, the application should be sent to the Central Office. The School Business 
Administrator and Director of Operations will then determine the amount of fees due and contact 
organizations via email or telephone. 
   
RENTAL FEES - Rental Fees do not include Personnel Fees. 
 
Area Requested       Cost per Hour   
   
Auditorium        $125.00/hr 

Cafeteria and Kitchen       $  70.00/hr  

Cafeteria only (No Use of Kitchen)     $  50.00/hr 

Classrooms        $  25.00/hr/room (min. 4 hrs) 

Community Room        $  50.00/hr (min. 4 hrs) 

Use of Field, Track, or Gymnasium: 
  
 

Priority Group 1:  School and Town Use    NO CHARGE   
(Oxford Public Schools athletic programs have first priority    
followed by Town of Oxford events, PTO, FOMS, OHS,  
Booster Club, and FREC.) 
 

Priority Group 2: Oxford Youth Groups *     $50.00/hr (min. 4 hrs) 
(Oxford youth organizations whose participants are all Oxford  $250 Security Deposit required 
residents.) (Oxford youth/adult recreational programs.) 
* Oxford Little League shall have NO CHARGE for use of the softball  
field or baseball field (referred to as CƛŜƭŘ ά9έ ŀƴŘ CƛŜƭŘ ά/έ). 

 
Priority Group 3: Club/Select Youth and Adult Organizations $75.00/hr (min 4 hrs) 
(Organizations and groups including, but not limited to, private  $250 Security Deposit required 
youth sports groups (club/select), adult leagues not sponsored  
by Oxford Parks and Recreation, non-resident sports groups, and  
private sports camps and/or clinics.)  
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CUSTODIAL/CAFETERIA PERSONNEL FEES 
 

Custodial and/or Cafeteria Personnel    $  35.00/hr 
 

Custodial and/or Cafeteria personnel are liable for a minimum of two (2) hours.  Personnel on duty 
will have a Building Use Time Sheet Form available at the time of the event to be completed and 
signed by the rental group representative prior to leaving the building.  In addition to the actual 
duration of the event, all groups are responsible for 1/2 hour of set-up time prior to the event and 
1/2 hour of clean-up time after the event. 

 
 
All Custodial and/or Cafeteria Personnel Fees must be paid in advance of the use of the facility by 
check made payable to the Town of Oxford School Department ς Use of Property Account. 
 
The Superintendent of Schools, or his/her designee, reserves the right to modify fees when, in 

his/ her judgment, circumstances warrant fee modification. Modification of fees would apply to 

long-term use where an hourly rate would not be appropriate. 
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EEA   STUDENT TRANSPORTATION SERVICES 

 

The major purpose of the school system's transportation services is to aid students in getting to 
and from school in an efficient, safe, and economical manner. 
 
The school system will contract for transportation services.  The School Committee will award 
contracts on a competitive bid basis.  Bus contractors and taxi contractors, who will be held 
responsible for the safe operation of school buses, will comply with all applicable state laws and 
regulations, including but not limited to: 
 

1. Specifications for school bus design and equipment 
2.    Inspection of buses 
3.     Qualifications and examinations of bus drivers 
4.     Driving regulations 
5.     Small vehicle requirements, if applicable 
6.     Insurance coverage 
7.     Adherence to local regulations and directives as specified in bid contracts 

 
The Superintendent, working with the bus contractor and other appropriate administrators, will be 
responsible for establishing bus schedules, routes, stops, and all other matters relative to the 
transportation program. 
 
SOURCE: MASC 
 
LEGAL REF:  M.G.L. 40:5; 71:7A, B and C; 71:37D; 71:48A; 71:68; 71:71A;    
  71B:4; 71B:5; 71B:8; 74:8A; 76:1; 76:12Bi; 76:14 
 
CROSS REF: EEAA, Walkers and Riders 
 
NOTE:  For additional information, refer to Guidelines to School Transportation Services in 
Massachusetts, published by the Department of Education in 1975. 
 
NOTE:  Regional school districts should refer to M.G.L. 71:16C before formulating a policy in this 
area. 
 
[Adopted - August 24, 2015] 
[Revision Adopted - January 9, 2017] 
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EEAA  WALKERS AND RIDERS 

 

Students will be entitled to transportation to and from school at the expense of the public schools 
when such transportation conforms to applicable provisions of the Massachusetts General 
Laws.  Reimbursement to the school system for transportation costs is given by the Commonwealth 
only for (a) students living at least one and one half miles from school, (b) students who live more 
than one mile from the nearest bus stop, and (c) students with special needs for whom 
transportation must be provided. 
 
Additionally, the Committee will provide bus transportation for students as follows: 
 

Kindergarten and Grade 1: All students, except those living in immediate proximity to the 
Chaffee Elementary School, as determined by the Superintendent. 

 
Grades 2-4: Students living more than one (1) mile from the Barton Elementary School. 

 
Grades 5-7: Students living more than one and one-half (1½) miles from the Oxford 
Middle School. 

 
Grades 8-12: Students living more than two (2) miles from the Oxford High School. 

 
Exceptions to these guidelines may be made at the discretion of the Superintendent.  This will 
apply particularly to any student who must travel in a hazardous area to and from school. These 
students will be transported regardless of the mileage limits listed. 
 

SOURCE: MASC 
 
LEGAL REF:  M.G.L. 40:5; 71:7A; 71:68; 71B:5 
 
CROSS REF:  EEA, Student Transportation Services 
 
 
[Adopted - August 24, 2015]  
[Revision Adopted - January 9, 2017] 
[Revision Adopted - November 27, 2017]
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EEAB  STUDENT TRANSPORTATION IN PRIVATE VEHICLES 

 
This Policy refers to student transportation in private vehicles for athletic events, academic team 
events, co-curricular and/or extra-curricular activities. 
 
School buses, public transportation, or transportation by a common carrier that is licensed by the 
Commonwealth of Massachusetts to provide charter services and is licensed for passenger 
transport by the Federal Motor Carrier Safety Administration should be used when feasible for the 
transportation of students participating in athletic events, academic team events, co-curricular or 
extra-curricular activities, and must be used for overnight travel and student travel that is 
scheduled between the hours of midnight and 6:00 a.m.  However, when such methods of 
transportation are not available or are not a reasonable means of transportation due to either the 
cost, number of students needing transport, and/or other reasons, private vehicles may be 
permitted to transport students to and from athletic events, co-curricular or extra-curricular 
activities that fall within the academic day or extend the school day and that do not include 
overnight travel or travel between the hours of midnight and 6:00 a.m., provided all of the 
following conditions have been met: 

 
1.  The activity has been approved by the Building Principal or Superintendent of 
Schools. 
 
2. The driver of the vehicle being used to transport the students must be CORI checked 
in accordance with the School Committee Criminal Offender Record Information (CORI) 
Policy. 
 
3. The driver of the vehicle submits a signed statement certifying that there is personal 
liability insurance coverage on the vehicle in the amount of $100,000 to $300,000 or more 
which is in full force and effect, and is fully paid up. 
 
4. The driver of the vehicle being used to transport the students submits a signed 
statement certifying that he/she is twenty-one (21) years of age or older, the vehicle is in 
ƎƻƻŘ ǿƻǊƪƛƴƎ ƻǊŘŜǊΣ ǇǊƻǇŜǊƭȅ ƭƛŎŜƴǎŜŘΣ ŀƴŘ ǘƘŀǘ ƘŜκǎƘŜ ƘƻƭŘǎ ŀƴŘ ǇƻǎǎŜǎǎŜǎ ŀ ǾŀƭƛŘ ŘǊƛǾŜǊΩǎ 
licenses that has not been revoked or suspended, and will follow state laws. 
 
5. The driver of the vehicle being used to transport the students represents and 
warrants that he/she will indemnify and hold harmless the Town of Oxford and Oxford 
Public Schools from all liability, loss, damage, costs, claims, and/or causes of action arising 
out of or related to his/her transportation of students in his/her vehicle, and the owners of 
the vehicle agree to assume all liability for any injury a student sustains while in the vehicle. 
 
6. Parents/Guardians of students will be asked if they consent to and authorize the 
transportation of their child in a private vehicle and will sign a consent and release form for 
such transportation. 
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No school staff will be required to utilize a private vehicle to transport students to and from 
athletic events, academic team events, co-curricular or extra-curricular activities. 
 
No student will be excluded from participating and accessing an athletic team event, 
academic team event, co-curricular or extra-curricular activity if his/her parent or guardian 
does not consent to having their child transported in a private vehicle. 

 
[Adopted - August 24, 2015] 
[Reviewed - November 15, 2017]
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EEAB-E PARENTAL CONSENT FORM 

 

RELEASE FROM LIABILITY AND INDEMNITY AGREEMENT 

I, the undersigned parent or guardian of ______________________________________ (insert 
ƴŀƳŜ ƻŦ ǎǘǳŘŜƴǘύ όάƳȅ ŎƘƛƭŘέύΣ ŀ ƳƛƴƻǊΣ Řƻ ƘŜǊŜōȅ ŎƻƴǎŜƴǘ ǘƻ Ƴȅ ŎƘƛƭŘΩǎ ǇŀǊǘƛŎƛǇŀǘƛƻƴ ƛƴ ǾƻƭǳƴǘŀǊȅ 
ŀǘƘƭŜǘƛŎ ƻǊ ǊŜŎǊŜŀǘƛƻƴ ǇǊƻƎǊŀƳǎ ƻŦ ǘƘŜ hȄŦƻǊŘ tǳōƭƛŎ {ŎƘƻƻƭǎ όƘŜǊŜƛƴŀŦǘŜǊ άǘƘŜ 5ƛǎǘǊƛŎǘέύΦ 
 
I also agree to forever RELEASE the Oxford Public Schools, the School Committee, and all their 
employees, agents, board members, volunteers and any and all individuals and organizations 
assisting or participating in voluntary, athletic, educational and/or recreational programs of the 
hȄŦƻǊŘ tǳōƭƛŎ {ŎƘƻƻƭǎ όάǘƘŜ wŜƭŜŀǎŜǎέύ ŦǊƻƳ ŀƴȅ ŀƴŘ ŀƭƭ ŎƭŀƛƳǎΣ ŀŎǘƛƻƴǎΣ ǊƛƎƘǘǎ ƻŦ ŀŎǘƛƻƴ ŀƴŘ ŎŀǳǎŜǎ 
ƻŦ ŀŎǘƛƻƴΣ ŘŀƳŀƎŜǎΣ ŎƻǎǘǎΣ ƭƻǎǎ ƻŦ ǎŜǊǾƛŎŜǎΣ ŜȄǇŜƴǎŜǎΣ ŎƻƳǇŜƴǎŀǘƛƻƴ ŀƴŘ ŀǘǘƻǊƴŜȅΩǎ ŦŜŜǎ ǘƘŀǘ Ƴŀȅ 
have arisen in the past, or may arise in the future, directly or indirectly, from known and unknown 
ǇŜǊǎƻƴŀƭ ƛƴƧǳǊƛŜǎ ǘƻ Ƴȅ ŎƘƛƭŘ ƻǊ ǇǊƻǇŜǊǘȅ ŘŀƳŀƎŜ ǊŜǎǳƭǘƛƴƎ ŦǊƻƳ Ƴȅ ŎƘƛƭŘΩǎ ǇŀǊǘƛŎƛǇŀǘƛƻƴ ƛƴ ǘƘŜ ǎŀƛŘ 
5ƛǎǘǊƛŎǘΩǎ ǾƻƭǳƴǘŀǊȅ ŀǘƘƭŜǘƛŎ ƻǊ ǊŜŎǊŜŀǘƛƻƴ ǇǊƻƎǊŀƳǎ ǿƘƛŎƘ L Ƴŀȅ ƴƻǿ ƻǊ ƘŜǊŜŀŦǘer have as the 
parent or guardian of said minor child and which said minor child has or hereafter may acquire, 
either before or after reaching majority. 
 
I also promise, to INDEMNIFY, REIMBURSE, DEFEND, and HOLD HARMLESS the Releasees against 
any and all legal claims and proceedings of any description that may have been asserted in the 
past, or may be asserted in the future, directly or indirectly, including damages, costs and 
ŀǘǘƻǊƴŜȅǎΩ ŦŜŜǎΣ ŀǊƛǎƛƴƎ ŦǊƻƳ ǇŜǊǎƻƴŀƭ ƛƴƧǳǊƛŜǎ ǘƻ Ƴȅ ŎƘƛƭŘ ƻǊ ǇǊƻǇŜǊǘȅ ŘŀƳŀƎŜ ǊŜsulting from my 
ŎƘƛƭŘΩǎ ǇŀǊǘƛŎƛǇŀǘƛƻƴ ƛƴ ǘƘŜ hȄŦƻǊŘ tǳōƭƛŎ {ŎƘƻƻƭǎ ǾƻƭǳƴǘŀǊȅ ŀǘƘƭŜǘƛŎ ƻǊ ǊŜŎǊŜŀǘƛƻƴ ǇǊƻƎǊŀƳǎ ƻǊ 
administration of first aid. 
 
I further affirm that I have read this Parental Consent Form - Release From Liability and Indemnity 
Agreement, and ǘƘŀǘ L ǳƴŘŜǊǎǘŀƴŘ ǘƘŜ ŎƻƴǘŜƴǘǎ ƻŦ ǘƘƛǎ !ƎǊŜŜƳŜƴǘΦ L ǳƴŘŜǊǎǘŀƴŘ ǘƘŀǘ Ƴȅ ŎƘƛƭŘΩǎ 
participation in these programs is voluntary and that my child and I are free to choose not to 
participate in said programs. By signing this Agreement, I affirm that I have decided to allow my 
ŎƘƛƭŘ ǘƻ ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ŀǘƘƭŜǘƛŎ ƻǊ ǊŜŎǊŜŀǘƛƻƴ ǇǊƻƎǊŀƳǎ ǿƛǘƘ Ŧǳƭƭ ƪƴƻǿƭŜŘƎŜ ǘƘŀǘ ǘƘŜ 
Releasees will not be liable to anyone for personal injuries and property damage my child or I may 
suffer in voluntary Oxford Public Schools athletic or recreation programs. 
 
Signed: 
 
________________________________________________   __________________ 
Parent or Guardian        Date 
 
________________________________________________   __________________ 
Student/Participant        Date 
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EEAC  ELEMENTARY SCHOOL TRANSPORTATION 

 
The School Committee has established that elementary school children who are not regular bus 
pupils will not be permitted to travel on school busses, nor will regular bus pupils be allowed to 
ride alternate busses or get off the bus anywhere other than their regular bus stops.  
 
Exceptions to this policy will be considered yearly, on an individual basis, for a single alternate stop 
on a long-term, consistent daily basis. Such requests must be presented, in writing, to the Principal. 
Sudden emergencies will be handled as they arise.  All approved requests will be forwarded in 
ǿǊƛǘƛƴƎ ǘƻ ǘƘŜ {ǳǇŜǊƛƴǘŜƴŘŜƴǘΩǎ ƻŦŦƛŎŜΦ 
 
Pupils attending meetings or visiting friends, going to parties and the like, must find other means of 
arriving at their destination. If regular bus pupils wish to be excused from riding home on the bus, 
they must present a note requesting that permission. 
 
[Adopted - December 11, 2000] 
[Revision Adopted - February 28, 2011] 
[Reviewed - November 15, 2017]
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EEAD  SCHOOL BUS SAFETY PROGRAM 

 

The safety and welfare of student riders will be the first consideration in all matters pertaining to 
transportation.  Safety precautions will include the following: 
 

1. Children will be instructed as to the proper procedure for boarding and exiting from 
a school bus and in proper and safe conduct while aboard. 

 
2. Emergency evacuation drills will be conducted at least twice a year to acquaint 

student riders with procedures in emergency situations. 
 

3. All vehicles used to transport children will be inspected periodically for conformance 
with state and federal safety requirements. 

 
4. Classroom instruction on school bus safety will be provided. 

 
SOURCE: MASC 
 
LEGAL REF:  M.G.L. 90:7b as amended by Ch. 246 Acts of 1986 
               M.G.L. 90:1 et seq.; 713:2; 713:7L 
               Highway Safety Program Standard No. 17 
 
CROSS REF: EB, Safety Program 
 
[Adopted ς August 24, 2015] 
[Revision Adopted - November 14, 2016]
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EEAEA BUS DRIVER EXAMINATION AND TRAINING 

 

The School Committee will reserve the right to approve or disapprove persons employed by the bus 
contractor to drive school transportation vehicles. 
 

1. Courteous and careful drivers will be required. 
 

2.     Each driver will file with school officials a medical certificate and proof of freedom 
from tuberculosis. 

 
3.     No person under 18 years and only persons of high character will be allowed to 

operate school buses. 
 

4.     Only persons who are properly licensed by the state and have completed the driver-
training program will be permitted to drive school buses. 

 
5.     The contractor will furnish the School Committee with a list of names of drivers and 

their safety records for the last three years. 
 

6.     The contractor will notify school officials as soon as possible of any change of bus 
drivers. 

 

SOURCE: MASC 
 
LEGAL REF: Highway Safety Program Standard No. 17 
               M.G.L. 90:7B; 90:8A; 90:8A ½ 
 
[Adopted - August 24, 2015]  
[Revision Adopted - November 14, 2016]  
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EEAEB DRUG AND ALCOHOL TESTING FOR SCHOOL BUS DRIVERS 

 

The District shall adhere to federal law and Department of Transportation regulations requiring a 
drug and alcohol-testing program for school bus drivers and commercial vehicle drivers.  Such 
testing will be conducted for five different situations: pre-employment, randomly, following an 
accident, following an authorization to return to duty, and upon reasonable suspicion that a driver 
is under the influence of alcohol or using drugs. 
 
The District will comply with Department of Transportation protocols regarding the collection and 
ǘŜǎǘƛƴƎ ƴŜŎŜǎǎŀǊȅ ǘƻ ŜǎǘŀōƭƛǎƘ ǿƘŜǘƘŜǊ ŀƭŎƻƘƻƭ ƻǊ ŘǊǳƎǎ ŀǊŜ ǇǊŜǎŜƴǘ ƛƴ ǘƘŜ ŘǊƛǾŜǊΩǎ ǎȅǎǘŜƳΣ ŀƴŘ 
regulations will be established for the steps to be taken in the event that test results are positive. 
 
This program shall comply with the requirements of the Code of Federal Regulations, Title 49, 
Section 382 et seq. The Superintendent or designees shall adopt and enact procedures consistent 
with the federal regulations, defining the circumstances and procedures for testing. 
 

SOURCE:   MASC 
 
LEGAL REF: 49 U.S.C. sec. 2717 et seq. (Omnibus Transportation Employee Testing Act of 1991);  
 49 C.F.R. Part 40 Procedures for Transportation Workplace and Drug and Alcohol 

Testing Programs; 49 C.F.R. Part 382 Controlled Substance and Alcohol Use and 
Testing; 49 C.F.R. Part 391 Qualification of Drivers 

 
[Adopted - August 24, 2015]  
[Revision Adopted - November 14, 2016]
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EEAEC STUDENT CONDUCT ON SCHOOL BUSES 

 

The School Committee and its staff share with students and parents the responsibility for student 
safety during transportation to and from school.  The authority for enforcing School Committee 
requirements of student conduct on buses will rest with the Principal. 
 
To ensure the safety of all students who ride in buses, it may occasionally be necessary to revoke 
the privilege of transportation from a student who abuses this privilege.  Parents of children whose 
behavior and misconduct on school buses endangers the health, safety, and welfare of other riders 
will be notified that their children face the loss of transportation privileges in accordance with 
regulations approved by the School Committee. 
 

SOURCE: MASC 
 
[Adopted ς August 24, 2015]  
[Revision Adopted - November 14, 2016] 
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EEAJ  MOTOR VEHICLE IDLING ON SCHOOL GROUNDS 

 

No motor vehicle operator shall cause or allow any motor vehicle operated by him or her on school 
grounds to idle unnecessarily, except for any of the following reasons: traffic conditions; queuing at 
a school for the purpose of picking up or discharging students; turbo-charged diesel engine cool 
down or warm up; maintenance of appropriate temperature for school buses when accepting or 
discharging passengers not to exceed three minutes in any fifteen minute period or one minute in 
any fifteen minute period for other motor vehicles; for circumstances involving safety or 
emergencies and for servicing or repairing motor vehicles; and as these exceptions are more 
completely described in the below referenced regulaǘƛƻƴǎΦ ¢ƘŜ ǘŜǊƳ άǎŎƘƻƻƭ ƎǊƻǳƴŘǎέ ǎƘŀƭƭ ƳŜŀƴ 
in, on or within 100 feet of the real property of the school whether or not it is in session, and shall 
include any athletic field or facility and any playground used for school purposes or functions which 
is owned by the municipality or school district, regardless of proximity to a school building, as well 
as any parking lot appurtenant to such school athletic field, facility or playground. Reasonable 
efforts shall be made by the district to identify by signage all known and actual air intake systems, 
which may be within 100 feet of an idling motor vehicle. A motor vehicle operator shall not idle a 
motor within 100 feet of such air intake system, unless the Oxford School District has determined 
that alternative locations block traffic, impair student safety or are not cost effective. 
 
The Oxford School District shall erect and maintain in a conspicuous location on school grounds 
άbh L5[LbDέ ǎƛƎƴŀƎŜ ŀǎ ŘŜǎŎǊƛōŜŘ ōŜƭƻǿΦ !ƭƭ ǎǳŎƘ ǎƛƎƴŀƎŜ ǎƘŀƭƭ Ŏƻƴǘŀƛƴ ŀǇǇǊƻǇǊƛŀǘŜ ǎƛzed font so as 
to be visible from a distance of 50 feet. 
 

NO IDLING 
PENALTIES OF $100 FOR FIRST OFFENSE AND $500 

FOR SECOND AND SUBSEQUENT OFFENSES 
M.G.L. C. 90, § 16B AND 540 CMR 27.00 

 
It shall be the responsibility of the school administration to ensure that each school bus driver 
employed by the Oxford School District and not by a school bus contractor shall, upon employment 
and at least once per year thereafter, sign a document acknowledging the receipt of copies of 
M.G.L. c. 90, § 16B and 540 CMR 27.00. The prohibitions contained in M.G.L. c. 90, § 16B shall be 
enforced by state or local law enforcement agencies. 
 
LEGAL REF: M.G.L. c. 71:37H, c. 90:16B and 540 CMR 27.00   
 
[Adopted - August 24, 2015] 
[Revision Adopted - January 9, 2017] 
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EEBA  FUEL EFFICIENT VEHICLE POLICY 

 
The purpose of this Policy is to establish a requirement that the Town of Oxford purchase only fuel 
efficient vehicles for school use whenever such vehicles are commercially available and practicable. 

In an effort to reduce the Town ƻŦ hȄŦƻǊŘΩǎ ŦǳŜƭ ŎƻƴǎǳƳǇǘƛƻƴ ŀƴŘ ŜƴŜǊƎȅ ŎƻǎǘǎΣ ǘƘŜ {ŎƘƻƻƭ 
Committee hereby adopts a policy to purchase only fuel efficient vehicles to meet this goal. 

Definitions 
 
Combined city and highway MPG (EPA combined fuel economy): Combined Fuel Economy means 
that fuel economy from driving a combination of 43 percent city and 57 percent highway miles and 
is calculated as follows:  = 1/((0.43/city mpg)+(0.57/highway mpg)) 

Drive System:  The manner in which mechanical power is directly transmitted from the drive shaft 
to the wheels.  The following codes are used in the drive field: 

AWD = All Wheel Drive: 4-Wheel drive automatically controlled by the vehicle power train 
system. 

 4WD = 4-Wheel Drive: Driver selectable 4-Wheel drive with 2-Wheel drive option. 
 2WD = 2-Wheel Drive 
 
Heavy Duty VehicleΥ  ! ǾŜƘƛŎƭŜ ǿƛǘƘ ŀ ƳŀƴǳŦŀŎǘǳǊŜǊΩǎ Gross Vehicle Weight Rating (GWR) of more 
than 8,500 pounds. 

GUIDELINES 

The Oxford Public Schools shall purchase only fuel efficient vehicles for school use whenever such 
vehicles are commercially available and practicable. 

The Oxford Public Schools will maintain an annual Vehicle Inventory for ALL vehicles and a plan for 
replacing any non-exempt vehicles with vehicles that meet, at a minimum, the fuel efficiency 
ratings contained in the most recent guidance for Criterion 4 published by the MA Department of 
Energy Resources Green Communities Division. 

It is the responsibility of the Oxford Public Schools to check the Green Communities Division 
Guidance for Criterion 4 for updates prior to ordering replacement vehicles. 

Exemptions 

Heavy Duty vehicles: examples include fire trucks, ambulances, and some public works trucks that 
meet the definition of heavy duty vehicle. 

Police cruisers, passenger vans, and cargo vans are exempt from this criterion since fuel efficient 
models are not currently available. However, Oxford Public Schools commits to purchasing fuel 
efficient passenger vans and cargo vans when they become commercially available. Police and fire 
department administrative vehicles are NOT exempt and must meet fuel efficient requirements. 
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VEHICLE INVENTORY 

The following information shall be included in a Vehicle Inventory list, and said list shall be updated 
on an annual basis and provided to the Green Communities Division: 

Model Make Model  
Year 

Year /Month  
Purchased 

Drive System 
(2WD, 4WD, 
or AWD) 

>8,500 
pounds 
(Y or N) 

Exempt 
or Non-
exempt 

MPG 
Rating 

Vehicle 
Function 

         

NOTE: Departments may use EPA combined MPG estimates or actual combined MPG. 

 
Fuel Efficient Vehicle Replacement Plan 

All non-exempt vehicles shall be replaced with fuel efficient vehicles that adhere to the most recent 
Green Communities Criterion 4 Guidelines. Vehicles shall be replaced when they are no longer 
operable and will not be recycled from one municipal department to another unless the recycled 
replacement vehicle meets the fuel efficiency ratings outlined in this Policy. In addition, when 
replacing exempt vehicles, the function of the vehicle will be reviewed for potential replacement 
with a more fuel efficient vehicle, including a fuel efficient non-exempt vehicle. 

Oxford Public Schools will review on an annual basis the Vehicle Inventory, along with the Green 
Communities Criterion 4 Guidance, to plan for new acquisitions as part of planning for the new 
fiscal year budget. 

All inquiries should be directed to the Oxford Public Schools Fleet Manager and/or individual 
responsible for fleet procurement. This policy is enforced by the Superintendent of Schools or 
his/her designee. 

[Adopted - September 10, 2018] 
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EFD  SCHOOL LUNCH CHARGING POLICY 

 
 
ǒ High School Students will be allowed to charge one meal 

ǒ Middle School Students will be allowed to charge two meals 
ǒ Elementary Students at Barton will be allowed to charge three meals. 

ǒ Elementary Students at Chaffee will be allowed to charge four meals.  

ǒ After the charge limit is reached students will be offered a cheese sandwich and a drink. 

 
To assist parents the following payment options are available: 
 
On-line payments: 
 
aƻƴŜȅ Ŏŀƴ ōŜ ǇƭŀŎŜŘ ƻƴ ŀ ǎǘǳŘŜƴǘΩǎ ŀŎŎƻǳƴǘ ōȅ ǊŜƎƛǎǘŜǊƛƴƎ ŀǘ www.myschoolbucks.com  There is a 
direct link on the Oxford Public Schools web site (contact Food Services for your 10-digit account 
number). 
 
Cash or checks: 
 
Money in the form of cash or checks may be sent to the Food Service Office or given to the cashier 
at lunch. 
 
Free/reduced:    
 
A yearly application must be completed and on file in the Food Service Office to qualify. Please 
remember this is kept confidential.  
 
[Adopted - September 22, 2008] 
[Revision Adopted - September 26, 2016] 

 

  

http://www.myschoolbucks.com/
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SECTION F.  FACILITIES MANAGEMENT 
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SECTION G.  PERSONNEL 
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GA  PERSONNEL POLICIES GOALS 

 

The School Committee strives to hire an effective, qualified staff dedicated to the education that is 
necessary to maintain a constantly improving educational program. 
 
It is the responsibility of all District personnel to create a positive, healthy, and respectful 
environment. 
 
[Adopted - June 22, 1998] 
[Revision Adopted - January 9, 2017] 
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GBA  EQUAL EMPLOYMENT OPPORTUNITY 

 
άThe Oxford School District does not discriminate on the basis of race, color, sex, religion, 
national origin, sexual orientation, gender identity, disability, pregnancy, pregnancy related 
condition, ƻǊ ƘƻƳŜƭŜǎǎƴŜǎǎέΦ 
 

The School Committee subscribes to the fullest extent to the principle of the dignity of all people 
and of their labors and will take action to ensure that any individual within the district who is 
responsible for hiring and/or personnel supervision understands that applicants are employed, 
assigned, and promoted without regard to race, color, sex, religion, national origin, sexual 
orientation, gender identity, disability, pregnancy, pregnancy related condition, or homelessness. 
Every available opportunity will be taken in order to assure that each applicant for a position is 
selected on the basis of qualifications, merit, and ability. 
 
[Adopted - June 22, 1998] 
[Revision Adopted - November 01, 2001] 
[Reviewed - October 2007] 
[Revision Adopted - November 14, 2016] 
[Revision Adopted - May 14, 2018]   
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GBEA  STAFF ETHICS AND CONFLICT OF INTEREST 

 
 
The School Committee expects members of its professional staff to be familiar with the code of 
ethics that applies to their profession and to adhere to it in their relationships with students, 
parents, coworkers and officials of the school system. 
 
No employee of the Committee will engage in or have a financial interest in, directly or indirectly, 
any activity that conflicts or raises a reasonable question of conflict with his duties and 
responsibilities in the school system. Nor will any staff member engage in any type of private 
business during school time or on school property. 
 
Employees will not engage in work of any type where information concerning customer, client or 
employer originates from any information available to them through school sources. 
 
In order to avoid the appearance of any possible conflict, it is the policy of the School Committee 
that: 
 

1. No member of the immediate family of a Superintendent, Central Office Administrator, or 
School Committee member shall be employed; 

 
2. No member of the immediate family of a Principal shall be assigned as an employee at the 

PǊƛƴŎƛǇŀƭΩǎ ǎŎƘƻƻƭ, unless written notice is given to the School Committee of the proposal to 
ŜƳǇƭƻȅŜŜ ƻǊ ŀǎǎƛƎƴ ǎǳŎƘ ǇŜǊǎƻƴ ŀǘ ƭŜŀǎǘ ǘǿƻ ǿŜŜƪǎ ƛƴ ŀŘǾŀƴŎŜ ƻŦ ǎǳŎƘ ǇŜǊǎƻƴΩǎ 
employment or assignment; and 

 
3. The Disclosure of Appearance of a Conflict of Interest Form, which may be obtained from 
ǘƘŜ ¢ƻǿƴ ƻŦ hȄŦƻǊŘ ¢ƻǿƴ /ƭŜǊƪΩǎ hŦŦƛŎŜ or online at the State Ethics Commission website, 
will be used, as required by M.G.L. c.268A s.23(b)(3). 

 
LEGAL REF:  M.G.L. 71:67; 71:52; 268A et seq.; 930 CMR 5.0 
 
[Adopted - June 22, 1998] 
[Revision Adopted - November 14, 2016] 
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GBEB  STAFF CONDUCT 

 
 
All staff members have a responsibility to familiarize themselves with, and abide by, the laws of the 
Commonwealth of Massachusetts as they affect their work, the policies of the School Committee, 
and the processes designed to implement them, which includes the mandatory annual trainings.  
 
In the area of personal conduct, the Committee expects that teachers and others will conduct 
themselves in a manner that not only reflects credit to the school system but also sets forth a 
model worthy of emulation by students. 
 
All staff members will be expected to carry out their assigned responsibilities with conscientious 
ŎƻƴŎŜǊƴ ŦƻǊΣ ŀƴŘ ŀǘǘŜƴǘƛƻƴ ǘƻΣ ǘƘŜƛǊ ƻǿƴ ŀƴŘ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ƭŜƎŀƭ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊ ǘƘŜ ǎŀŦŜǘȅ ŀƴŘ 
welfare of students, including, but not limited to, ensuring that students are under supervision at 
all times.  
 
LEGAL REF: M.G.L. 71:37H; 264:11; 264:14 
 
[Adopted - June 22, 1998] 
[Revision Adopted - January 9, 2017] 
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GBEBC ACCEPTING GIFTS AND DONATIONS 

 
 
The acceptance of personal gifts by school personnel from school suppliers, from parents, and/or 
students can be subject to misinterpretation and a source of embarrassment to the District and all 
persons involved. As a result, school suppliers, students, and their parents will be limited by the 
guidelines of the Commonwealth of Massachusetts Conflict of Interest Law when giving gifts to any 
staff member. 

The Massachusetts Conflict of Interest Law, Chapter 268A of the Massachusetts General Laws, 
prohibits public employees from soliciting or accepting gratuities of substantial value for or 
because of their official duties. The law covers all state, county, and municipal employees, as well 
as employees of independent state authorities, districts, and commissions. The State Ethics 
Commission, which enforces the Conflict of Interest Law, is authorized to impose civil fines of up to 
$2,000 for each violation of the law and to recover damages. The law also carries criminal 
penalties, including fines and terms of imprisonment. 

The Conflict of Interest Law encourages public agencies to establish and enforce standards of 
conduct. This Code of Conduct is designed to supplement the conflict of interest law by setting 
standards of conduct for all employees with respect to relationships with individual and entities 
with whom the public sector conduct official business. The purpose of this Code is to preserve the 
integrity of these relationships and to maintain the highest level of public confidence in the 
impartial operation of government. 

This Code prohibits certain activities that could result in a conflict of interest or create the 
ŀǇǇŜŀǊŀƴŎŜ ƻŦ ŀ ŎƻƴŦƭƛŎǘ ƻŦ ƛƴǘŜǊŜǎǘΦ 9ȄŎŜǇǘƛƻƴǎ ǘƻ ǘƘŜ /ƻŘŜΩǎ ǇǊƻƘƛōƛǘƛƻƴǎ ŀǊŜ ƭƛƳƛǘŜŘ ǘƻ ǎǇŜŎƛŦƛŎ 
circumstances in which an overriding public interest is served by the exception or in which the 
relationship in question is primarily personal. 
 
The Massachusetts Office of the Inspector General has developed this Code for use by public 
agencies throughout the Commonwealth. Five major areas are addressed by this Code: gifts and 
gratuities, reimbursement of travel expenses, honoraria, testimonial and retirement functions, and 
groundbreaking and dedication ceremonies. This Code is not all-inclusive. It does not regulate every 
conceivable situation in which a public employee may be offered gifts or other items of monetary 
value. It does not address other activities prohibited by the conflict of interest law, such as bribery, 
ǇŀǊǘƛŎƛǇŀǘƛƻƴ ƛƴ ƻŦŦƛŎƛŀƭ ƳŀǘǘŜǊǎ ŀŦŦŜŎǘƛƴƎ ƻƴŜΩǎ ŦƛƴŀƴŎƛŀƭ ƛƴǘŜǊŜǎǘǎ ƻǊ ǘƘƻǎŜ ƻŦ ƻƴŜΩǎ ŦŀƳƛƭȅ ƻǊ 
business, and misuse of oneΩǎ ƻŦŦƛŎƛŀƭ ǇƻǎƛǘƛƻƴΦ  For information or advice on matters not covered 
by this Code, guidance may be sought from local counsel and from the State Ethics Commission. As 
ǳǎŜŘ ƛƴ ǘƘƛǎ /ƻŘŜΣ άǿŜέ ŀƴŘ άƻǳǊέ ǊŜŦŜǊ ǘƻ ǘƘŜ ŀƎŜƴŎȅ ŀŘƻǇǘƛƴƎ ǘƘƛǎ /ƻŘŜΤ άȅƻǳέ ǊŜŦŜǊǎ to the 
ŀƎŜƴŎȅΩǎ ŜƳǇƭƻȅŜŜǎ ƻǊ ƳŜƳōŜǊǎΦ  ¢ƘŜ ǇǳōƭƛŎ ŜƳǇƭƻȅŜŜ ƛǎ ǊŜǉǳƛǊŜŘ ǘƻ ŎƻƳǇƭŜǘŜ ŀ Disclosure of a 
Gift with a Value of Less than $50 Form (as required by M.G.L. c.268A, 23(b)(3) and 930 CMR 5.07. 

 
General Restrictions 
 
You may not solicit or accept, directly or indirectly, any gift, gratuity, favor, entertainment, loan, or 
other items of monetary value from a person, public agency, or private entity that you know or 
have reason to know such as: 
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1.   Has had, has, or is seeking to obtain contractual or other business or financial relations with 

the District; 
 
2.  Conducts or is seeking to conduct business or other activities that are regulated or 

monitored by the District; or 
 
3.  Has interests that may be or may give the reasonable impression of being substantially 

affected by the performance or nonperformance of your official duties. 
 
Example: You may not accept a restaurant lunch from a consultant employed by a firm under 
contract to us. 
 
Example:  You many not accept a Christmas gift from a vendor seeking business with us. 
 
Example: You may not accept a ticket to a sporting event from an individual whose business we 
regulate. 
 
Exceptions 
 

1. You may accept gifts in cases involving a family or personal relationship when the 
circumstances make clear that the relationship is the motivation for the gift. 

2. You may accept nonalcoholic beverages, such as coffee or tea, from public or private 
entities. 

3. You may attend and accept food and beverages at seasonal or celebratory functions, such 
as Christmas, birthday, or retirement parties, hosted by public entities. 

4. You may accept food and beverages in connection with attendance at working meetings 
held in the office of a public entity. 

5. You may accept food and beverages in connection with attendance at widely attended 
meetings or gatherings held by a private trade or professional association in an office or 
other business setting when you are attending the meeting or gathering in your official 
capacity for informational, educational, or other similar purposes.  

 
Example: You may accept a modest meal served in a restaurant function room in conjunction with 
an informational, widely attended meeting hosted by a professional association. 
 
Example: You may not accept food and beverages at a hospitality suite hosted by one or more 
private firms. 

 
1. You may accept loans from banks or other financial institutions to finance proper and usual 

customer activities, such as home mortgage loans and automobile loans. If the bank or 
financial institution is an entity with which you have or might reasonably expect to have 
dealings in your official capacity, you must be able to demonstrate that the loan has been 
granted on current customary terms; you must also provide written disclosure of the loan to 
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your supervisor. The previous sentence does not apply if your duties or anticipated duties 
with respect to the bank are limited to obtaining third-party records. 
 

2. You may accept unsolicited advertising or promotional materials of nominal value. 
 

Example:  You may accept an unsolicited, inexpensive promotional pen or calendar. 
 
Example:  You may not accept a leather portfolio. 
 
Reimbursement of Travel Expenses 
 
You do not use office supplies or facilities not available to the general public in the preparation or 
delivery of a public appearance, speech, lecture, publication, or discussion; and 
 
You do not use office time for the preparation or delivery of a public appearance, speech, lecture, 
publication, or discussion. 

 
The public employee is required to complete a Disclosure of Travel Expense Reimbursement For 
Non-Elected/Appointed Public Employee Form (as required by M.G.L. c.268A, 23(b)(3) and 930 
CMR 5.08. 

Example: You may accept an honorarium for a magazine article prepared outside working hours. 
 
Example: You may not accept an honorarium for delivering a speech in your official capacity. 
 
A. General Restrictions 

 
You may not accept reimbursement for travel expenses from a person or entity that falls within 
the scope of Section 1A, above.  

 
B.   Exceptions 
 

1. If you deliver a speech or participate in a conference, we may elect to accept 
reimbursement from the sponsor of the speech or conference for your actual and necessary 
travel expenses. In this case, we ς not the sponsor ς will pay or reimburse you in accordance 
with our travel policy, and bill the sponsor for the appropriate amount. 

 
2. If we determine that employee travel is a necessary component of a vendor evaluation 

process, we may elect to require competing vendors to reimburse us for actual and 
necessary travel expenses incurred in connection with the evaluation. In this case, we ς not 
the vendors ς will pay or reimburse you in accordance with our travel policy. The publicly 
advertised request for proposals or invitation for bids must set forth our procedures for 
calculating and billing all competing vendors for the appropriate amounts. 
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Honoraria 
 
A. General Restrictions 

 
You may not accept honoraria or other monetary compensation from an outside source in 
return for a public appearance, speech, lecture, publication, or discussion unless all of the 
following conditions are met: 

 

1. Preparation or delivery of the public appearance, speech, lecture, publication, or 
 discussion is not part of your official duties; 

 
2. Neither the sponsor nor the source, if different, of the honorarium is a person or 

entity who falls within the scope of Section IA, above; 
 

B. Exceptions 
 
1. You may accept awards, certificates, or other items of nominal value given for a 

speech, participation in a conference, or a public contribution or achievement. 
   

Example: You may accept a framed certificate of appreciation. 
 
Example: You may not accept an engraved pewter bowl. 
 
Testimonial and Retirement Functions 

A. General Restrictions* 

 
*[Note: M.G.L. c.268, 9A prohibits anyone from selling, offering for sale, or accepting payment for 
tickets to, or soliciting or accepting contributions for, testimonial dinners or functions held on 
behalf of anyone employed by a law enforcement, regulatory, or investigatory agency of the 
Commonwealth or any political subdivision of the Commonwealth. The law carries a maximum fine 
of $500.] 

1. You may not solicit contributions, sell tickets, or otherwise seek or accept payment 
for a testimonial or retirement function, or any function having a similar purpose, 
held for yourself or any other employee, if the contributor is a person or entity who 
falls within the scope of Section IA, above, and the admission price or payment 
exceeds the actual per-person cost of food and beverages served at the function. 

 

Example: you may not offer to sell tickets to a testimonial dinner to contractors doing business with 

us if the ticket price includes a contribution toward a gift. 

2. You may not accept food, beverages, or gifts at any testimonial or retirement 
function, or any function having a similar purpose, if such food, beverages, or gifts 
are paid for or subsidized by a person or entity who falls within the scope of Section 
IA, above. 
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Example: You may not accept a free admission to a retirement luncheon if the cost of your 
admission is paid, directly or indirectly, by one or more contractors doing business with us. 
 
Example: You may not accept a retirement gift if the gift was paid for with the proceeds of tickets 
purchased by contractors doing business with us. 

 
Groundbreaking and Dedication Ceremonies 
 
A. General Restrictions 
 

1. You may not request or require any person or entity that falls within the scope of 
Section IA, above, to sponsor or contribute to any groundbreaking ceremony, 
dedication ceremony, or similar occasion involving a public works project. If we 
determine that a groundbreaking or dedication ceremony for a public works project 
serves a legitimate public purpose, we may elect to fund such a ceremony. We may 
plan and pay for the ceremony. Alternatively, we may include the ceremony-related 
services in the construction bid specifications for the public works project. 

  
2. You may not accept food, beverages, or gifts at any groundbreaking ceremony, 

dedication ceremony, or similar occasion involving a public works project if the food, 
beverages, or gifts are paid for or subsidized by a person or entity who falls within 
the scope of Section IA, above.  

 
LEGAL REF: M.G.L. 268A; M.G.L. 71:37A; 44:53A; 930 CMR 5.01-5.12  
 
[Adopted - May 12, 2004] 
[Revision Adopted - January 9, 2017]    
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GBEC  DRUG-FREE WORKPLACE POLICY 

 

The School District will provide a drug-free workplace and certifies that it will: 
 

1. Notify all employees in writing that the unlawful manufacture, distribution, dispensing, 
possession or use of a controlled substance, is prohibited in the District's workplace, and 
specify the actions that will be taken against employees for violation of such prohibitions. 

 
2. Establish a drug-free awareness program to inform employees about the dangers of drug 

abuse in the workplace; the District's policy of maintaining a drug-free work place; and 
available drug counseling, rehabilitation, and employee assistance programs; and the 
penalty that may be imposed on employees for drug abuse violations occurring in the 
workplace. 

 
3. Make it a requirement that each employee whose employment is funded by a federal grant 

be given a copy of the statement as required. 
 

4. Notify the employee in the required statement that as a condition of employment under 
the grant, the employee will abide by the terms of the statement, and will notify the District 
of any criminal drug statute conviction for a violation occurring in the workplace no later 
than five days after such conviction. 

 
5. Notify the federal agency within ten days after receiving notice from an employee or 

otherwise receiving notice of such conviction. 
 

6. Take one of the following actions within 30 days of receiving notice with respect to any 
employee who is so convicted; take appropriate personnel action against such an employee, 
up to and including termination; or require such employee to participate satisfactorily in a 
drug abuse assistance or rehabilitation program approved for such purposes by a federal, 
state or local health law enforcement, or other appropriate agency. 

 
7. Make a good faith effort to continue to maintain a drug-free workplace through 

implementation of all the provisions of this policy. 
 
LEGAL REF:  The Drug-Free Workplace Act of 1988 
 
CROSS REF: IHAMB, Teaching about Alcohol, Tobacco, and Drugs 
  JICI, Alcohol, Tobacco, and Drug Use by Students Prohibited 
 
[Adopted - June 22, 1998] 
[Revision Adopted - October 5, 2016] 

 

http://z2policy.ctspublish.com/masc/DocViewer.jsp?docid=232&z2collection=master#JD_JICH
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GBGB  STAFF PERSONAL SECURITY AND SAFETY 

 
Through its overall safety program and various policies pertaining to school personnel, the 
committee will seek to assure the safety of employees during their working hours and assist them 
in the maintenance of good health. 
 
Prior to employment in the school system and as often as required by State law or regulations, all 
employees will submit evidence of freedom of tuberculosis. All new employees must submit proof 
ǘƻ ǘƘŜ {ǳǇŜǊƛƴǘŜƴŘŜƴǘΩǎ hŦŦƛŎŜΣ ŀǘ Ƙƛǎ ƻǊ ƘŜǊ ŜȄǇŜƴǎŜΣ ƻŦ ƘŀǾƛƴƎ ǇŀǎǎŜŘ ŀ ǇƘȅǎƛŎŀƭ ŜȄŀƳƛƴŀǘƛƻƴ ǇǊƛƻǊ 
to or immediately following the date of hire. Such examination shall have occurred no earlier than 
six (6) months or no longer than thirty (30) days after the date of employment. 
 
The Superintendent may require an employee to submit to a physical examination by a physician 
ŀǇǇƻƛƴǘŜŘ ōȅ ǘƘŜ ǎŎƘƻƻƭ ǎȅǎǘŜƳ ǿƘŜƴŜǾŜǊ ǘƘŀǘ ŜƳǇƭƻȅŜŜΩǎ health appears to be a hazard to 
ŎƘƛƭŘǊŜƴ ƻǊ ƻǘƘŜǊǎ ƛƴ ǘƘŜ ǎŎƘƻƻƭ ǎȅǎǘŜƳ ƻǊ ǿƘŜƴ ŀ ŘƻŎǘƻǊΩǎ ŎŜǊǘƛŦƛŎŀǘŜ ƛǎ ƴŜŜŘŜŘ ǘƻ ǾŜǊƛŦȅ ƴŜŜŘ ŦƻǊ 
sick leave. 
 
LEGAL REF: M.G.L. 71:54; 71:55B; 71:55C 
 
[Adopted - June 22, 1998] 
[Revision Adopted - January 9, 2017] 
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GBI  STAFF PARTICIPATION IN POLITICAL ACTIVITIES 

 
In accordance with Massachusetts Election Laws, the School Committee recognizes that employees 
of the school system have the same fundamental civic responsibilities and privileges as other 
citizens. Among these are campaigning for an elective public office and holding an elective or 
appointive office. 
 
In connection with campaigning, an employee will not use school facilities, equipment, and supplies 
or discuss his/her campaign with school personnel. 
 
LEGAL REF: M.G.L. 71.44 
 
[Adopted - June 22, 1998]  
[Revision Adopted - January 9, 2017] 
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GBJ  PERSONNEL RECORDS 

 
 
Information about staff members is required for the daily administration of the school system, for 
implementing salary and other personnel policies, for budget and financial planning, for responding 
ǘƻ ŀǇǇǊƻǇǊƛŀǘŜ ƛƴǉǳƛǊƛŜǎ ŀōƻǳǘ ŜƳǇƭƻȅŜŜǎΣ ŀƴŘ ŦƻǊ ƳŜŜǘƛƴƎ ǘƘŜ {ŎƘƻƻƭ /ƻƳƳƛǘǘŜŜΩǎ ŜŘǳŎŀǘƛƻƴ 
reporting requirements. To meet these needs, the Superintendent will implement a comprehensive 
and efficient system of personnel records maintenance and control under the following guidelines: 
 

1. A personnel folder for each present and former employee will be accurately maintained in 
the central administration office. In addition to the application for employment and 
references, the folders will contain records and information relative to compensation, 
payroll deductions, evaluations, and other pertinent information. 
 

2. The Superintendent will be the official custodian for personnel files and will have overall 
responsibility for maintaining the preserving the confidentiality of the files within the 
provision of the law. 

 
3. Personnel records are considered confidential under the law and will not be open to public 

inspection. Access to personnel files will be limited to persons authorized by the 
Superintendent to use the files for the reasons cited above. (Please see Guide to Mass. 
Public Records Law) 

 
4. Each employee will have the right, upon written request; to review the contents of his own 

personnel file. 
 

5. Employees may make written objections to any information contained in the file. Any 
written objection must be signed by the staff member and will become part of the 
ŜƳǇƭƻȅŜŜΩǎ ǇŜǊǎƻƴƴŜƭ ŦƛƭŜΦ CǳǊǘƘŜǊΣ ƴƻ ƴŜƎŀǘƛǾŜ ŎƻƳƳŜƴǘ ǿƛƭƭ ōŜ ǇƭŀŎŜŘ ƛƴ ŀ ǎǘŀŦŦ ƳŜƳōŜǊΩǎ 
file unless it is signed by the person making the comment and the staff member is informed 
of the comment and afforded the opportunity to include his written response in the file. 

 
6. Massachusetts General Court has amended the Public Records Law to provide that the 

home addresses and home telephone numbers of municipal employees are no longer public 
records. Therefore, the custodian of such information must treat it as confidential 
information.  

 
LEGAL REF:  Family Educational Rights and Privacy Act, Sec. 438, P.O. 90-247, Title IV,  

   as amended; 88 Stat. 571-574 (20 U.S.C. 1232g) and regulations. 
   M.G.L. 4:7; 71:42C 
   ¢ŜŀŎƘŜǊΩǎ !ƎǊŜŜƳŜƴǘ 
 
[Adopted - June 22, 1998] 
[Revision Adopted - April 13, 2005]  
[Revision Adopted - November 14, 2016] 
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GBK  STAFF COMPLAINTS AND GRIEVANCES 

 
The School Committee will encourage the administration to develop effective means of resolving 
differences that may arise among employees and between employees and administrators; reduce 
potential areas of grievances; and establish and maintain recognized channels of communication 
between the staff, administration and School Committee. 
 
Lǘ ƛǎ ǘƘŜ /ƻƳƳƛǘǘŜŜΩǎ ŘŜǎƛǊŜ ǘƘŀǘ ƎǊƛŜǾŀƴŎŜ ǇǊƻŎŜŘǳǊŜǎ ǇǊƻǾƛŘŜ ŦƻǊ ǇǊƻƳǇǘ ŀƴŘ ŜǉǳƛǘŀōƭŜ 
adjustment of differences at the lowest possible administrative level, and that each employee be 
assured opportunity for an orderly presentation and review of complaints and concerns. Such 
grievances shall be filed in accordance with existing employee contracts. 
 
LEGAL REF:   M.G.L. 150E:5; 150E:8; 71.59; 71:59B 
 
CONTRACT REF:  9ƳǇƭƻȅŜŜǎΩ /ƻƴǘǊŀŎǘǎ 
 
[Adopted - November 14, 2016] 
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GCEB  RECRUITMENT AND SELECTION COMMITTEE POLICY 

 
1. Superintendent 
 

A. Recruitment 
 

In the event that the position of superintendent becomes vacant, the school 
committee will begin the process of selecting a new superintendent by considering 
using a professional search firm to locate potential candidates. The school 
committee will form a Superintendent Selection Committee. The selection 
committee and its chairperson will be appointed by a majority vote of the school 
committee. This committee will consist of 10 members as follows: 

 
Three (3) faculty members (High, Middle and Elementary Schools) 
One (1) administrator (elected by Administrative Council) 
Four (4) school council/PTO members (High, Middle, Elementary and SEPAC) 
Two (2) school committee members 

 
The Selection Committee will be responsible for reviewing all applications and 
supporting documents. Each candidate will be evaluated based on an objective set 
of criteria developed by the Selection Committee and the school committee. After 
ǊŜǾƛŜǿƛƴƎ ŀƭƭ ǘƘŜ ŎŀƴŘƛŘŀǘŜΩǎ ŀǇǇƭƛŎŀǘƛƻƴǎ ǘƘŜ {ŜƭŜŎǘƛƻƴ /ƻƳƳƛǘǘŜŜ ǿƛƭƭ ƛƴǘŜǊǾƛŜǿ 
those candidates, which, in the opinion of the selection committee will best meet 
the needs of the district. 

 
After preliminary interviews, the selection committee will submit to the school 
committee those candidates that will best meet the needs of the district, at that 
time; the school committee may choose to add other candidates to the list to 
interview. 

 
As part of the preliminary and final interviewing process, the school committee 
and/or subcommittee may visit the school system of those candidates who are being 
actively considered for the job.  Final interviews will be done by the school 
committee in open session. 

 
B. Appointment 

  
When the school committee has reached a consensus on a candidate, a vote will be 
ǘŀƪŜƴ ǘƻ ŀǇǇƻƛƴǘ ǘƘŀǘ ǇŜǊǎƻƴ ǘƻ ǘƘŜ ǎǳǇŜǊƛƴǘŜƴŘŜƴǘΩǎ position. A majority of those 
members present and voting is required to appoint the candidate. Following this 
ǾƻǘŜΣ ǘƘŜ ǎŎƘƻƻƭ ŎƻƳƳƛǘǘŜŜ ǿƛƭƭ ōŜƎƛƴ ƴŜƎƻǘƛŀǘƛƴƎ ǘƘŜ ǎǳǇŜǊƛƴǘŜƴŘŜƴǘΩǎ ŎƻƴǘǊŀŎǘΦ ¢ƘŜ 
school committee will enter into a written contract with the superintendent which 
will meet the requirements of law and protect the rights of the both the school 
committee and the superintendent. 
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2. Administrative Positions 

 
A. Definition 
 
Definition of administrative positions consists of, but is not limited to: Principals, Assistant 
Principals, Alternative Education, and/or Technology. 
 
B. Recruitment 
  
In the event that an administrative position becomes vacant, the Superintendent will begin 
the process of selecting a new Administrator. The Superintendent will form a Selection 
Committee. The Selection Committee and its Chairperson will be appointed by the 
Superintendent. This Committee will consist of 9 members as follows: 
 
  Two (2) faculty members 
  One (1) administrator (elected by Administrative Council) 
  Three (3) School Council/PTO members (2 from SAC/PTO and 1 from SEPAC) 
  One (1) support staff (aide, secretary and/or custodian) 
  One (1) School Committee member 
  One (1) Superintendent 
 
The Selection Committee will be responsible for reviewing all applications and supporting 
documents. Each candidate will be evaluated based on an objective set of criteria 
developed by the Selection Committee.  !ŦǘŜǊ ǊŜǾƛŜǿƛƴƎ ŀƭƭ ǘƘŜ ŎŀƴŘƛŘŀǘŜǎΩ ŀǇǇƭƛŎŀǘƛƻƴǎ ǘƘŜ 
Selection Committee will interview those candidates, which, in the opinion of the selection 
committee will best meet the needs of the district. 
 
After preliminary interviews, the selection committee will submit to the Superintendent 
those candidates that will best meet the needs of the district, at that time; the 
Superintendent may choose to add other candidates to the list to interview. 
 
As part of the preliminary and final interviewing process, the Superintendent and/or 
subcommittee may visit the school system of those candidates who are being actively 
considered for the job. 
 

 C. Appointment 
   
 Final interviews and selection will be done by the Superintendent. 

 

3. Business Administrator and Director of Operations or the Assistant Superintendent of 
Student Services and Special Education. 

 
A. Recruitment 

 
In the event that the position of Business Administrator and Director of Operations or the 
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Assistant Superintendent of Student Services and Special Education becomes vacant, the 
School Committee will begin the process of selecting a new School Business Administrator 
and Director of Operations or the Assistant Superintendent of Student Services and Special 
Education by considering using a professional search firm to locate potential candidates. 
The School Committee will form a School Business Administrator and Director of Operations 
or Assistant Superintendent of Student Services and Special Education Selection Committee. 
The Selection Committee and its Chairperson will be appointed by a majority vote of the 
School Committee. This Committee will consist of 11 members as follows: 

 
Two (2) administrators (elected by the Administrative Council) 
Four (4) school council/PTO members (High, Middle, Elementary and SEPAC) 
Two (2) school committee members 
One (1) Superintendent 
One (1) Support Staff (aide, secretary and/or custodian) 
One (1) Parent  

 
The Selection Committee will be responsible for reviewing all applications and supporting 
documents. Each candidate will be evaluated based on an objective set of criteria 
developed by the Selection Committee and the school committee. After reviewing all the 
ŎŀƴŘƛŘŀǘŜΩǎ ŀǇǇƭƛŎŀǘƛƻƴǎΣ ǘƘŜ {ŜƭŜŎǘƛƻƴ /ƻƳƳƛǘǘŜŜ ǿƛƭƭ ƛƴǘŜǊǾƛŜǿ ǘƘƻǎŜ ŎŀƴŘƛŘŀǘŜǎΣ ǿƘƛŎƘΣ ƛƴ 
the opinion of the selection committee will best meet the needs of the district. 
 
After preliminary interviews, the selection committee will submit to the school committee 
and the Superintendent those candidates (at least 3) that will best meet the needs of the 
district, at that time, the school committee and/or superintendent may choose to add other 
candidates to the list to interview. 
 
As part of the preliminary and final interviewing process, the school committee and/or 
subcommittee may visit the school system of those candidates who are being actively 
considered for the job.  Final interviews will be done by the School Superintendent. 
 
B. Appointment 

 
The school committee will take a vote on the contract for the School Business Administrator 
and Director of Operations or the Director of Special Education position. A majority of those 
members present and voting is required to approve the contract which will meet the 
requirements of law and protect the rights of both the School Committee, the School 
Business Administrator and Director of Operations, or Assistant Superintendent of Student 
Services and Special Education. 

 
LEGAL REF: MGL 71:41; 41:42] 
 

[Adopted - August 13, 2007] 

[Reviewed - November 15, 2017] 
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GCG  SUBSTITUTE POLICY 

 
 
District administrators will have the authority to employ as many substitutes as may be necessary 
to replace teachers, school nurses, paraprofessionals, and other support staff who are temporarily 
absent. Periodically, administrators ǿƛƭƭ ǎǳōƳƛǘ ǘƻ ǘƘŜ {ǳǇŜǊƛƴǘŜƴŘŜƴǘΩǎ hŦŦƛŎŜ ŀ list of qualified 
ǎǳōǎǘƛǘǳǘŜǎ ŦƻǊ ŀǇǇǊƻǾŀƭΦ ¢ƘŜ {ǳǇŜǊƛƴǘŜƴŘŜƴǘΩǎ hŦŦƛŎŜ ǎƘŀƭƭ Ƴŀƛƴǘŀƛƴ ŀ ƭƛǎǘ ƻŦ ǉǳŀƭƛŦƛŜŘ ǎǳōǎǘƛǘǳǘŜǎ 
who may be called on to replace teachers, school nurses, paraprofessionals, and other support staff 
who are absent. Such a list shall be maintained in a manner accessible to the administrators. A 
substitute whose name does not appear on the substitute list may not be employed in the District 
unless specifically approved by the Superintendent or designee.  

Substitute Teachers 

The District will employ as substitute teachers, to the extent possible, persons who meet the 
requirements for teacher appointments. All substitute teachers shall meet the education and 
experience requirements outlined in the Job Description on file with the District.  

Substitutes will be assigned to substitute-teaching positions, to the extent possible, on the basis of 
their areas of competence. It is the policy of the Oxford Public Schools to obtain the most highly 
qualified substitute teacher to replace a classroom teacher when said teacher is absent.  When the 
supply of potential substitutes is too limited to meet District needs, there will be active recruitment 
for substitutes. All substitute teachers will be expected to provide educational services, rather than 
to merely assume a student-supervisory role. They will be provided with as much support as 
possible by administrators and teachers. Administrators will be responsible for seeing that the work 
of the substitute teacher is as effective as possible and will provide him/her with a planned 
program. 

Rate of Pay.  The per diem rate of pay for all substitute teachers is $75.00.   

 
Long-term Substitute Teachers 
 

A long-term substitute teacher is preferably a DESE-certified teacher who is appointed to a vacancy 
when a teacher is on a leave of absence or absent for an extended period of time.  The long-term 
substitute teacher should be certified, to the extent possible, in a related content area of the 
absent teacher.  All substitute teachers shall meet the education and experience requirements 
outlined in the Job Description on file with the District. 

Rate of Pay.  Long-term substitute teachers are paid $100.00 per diem for the first thirty (30) days 
of classroom instruction, and on the 31st day are paid a per diem rate based on .ŀŎƘŜƭƻǊΩǎΣ {ǘŜǇ мΣ 
of the Oxford Education Association salary schedule.  If a long-term substitute teacher is DESE 
certified in a related content area as the absent teacher, and it is known at the time of hire that the 
placement will exceed 30 classroom instruction days, he/she shall be paid a per diem rate based on 
.ŀŎƘŜƭƻǊΩǎΣ {ǘŜǇ мΣ ƻŦ ǘƘŜ hȄŦƻǊŘ 9ŘǳŎŀǘion Association salary schedule. 
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Substitute Nurses  

A substitute nurse is preferably a DESE-certified nurse who is appointed to a fill a vacancy when a 
school nurse is absent. All substitute nurses shall meet the education and experience requirements 
outlined in the Job Description on file with the District. 

Rate of Pay.  The per diem rate of pay for substitute nurses is $125.00.   

 

Substitute Instructional Aides, Custodians, Recess Aides, and other Support Staff  

A substitute may be hired to a fill a vacancy of an instructional aide, custodian, recess aide, or other 
support staff member when an absence occurs. A substitute will be hired in accordance with the 
Job Description on file with the District in connection with the specific position being filled. 

Rate of Pay.  The hourly rate of pay for hourly substitutes shall be determined each fiscal year 
during the budget process.   

 

[Adopted - September 16, 2003] 
[Revision Adopted - November 17, 2003] 
[Revision Adopted - August 25, 2004] 
[Revision Adopted - April 27, 2005] 
[Revision Adopted - February 26, 2018]               
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SECTION H.  NEGOTIATIONS 
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SECTION I.  INSTRUCTION 
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IE  ORGANIZATION OF INSTRUCTION 

 
The District offers a diversified educational program compatible with the needs of the community 
and state standards. 
 
The structure consists of three departments ς the Elementary Education Department, which 
includes the Middle School, the Secondary Education Department and the Learning Support 
Services Department. 
 
The organization is designed to meet the standards as required by the State Department of 
Education. 
 
[Adopted - March 22, 1999] 
[Reviewed - September 26, 2016] 
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IHAM  HEALTH  EDUCATION 

 
Good health depends upon continuous lifelong attention to scientific advances and the acquisition 
of new knowledge. 

 
The School Committee is committed to a sound, comprehensive health education program as an 
integral part of each studeƴǘΩǎ ƎŜƴŜǊŀƭ ŜŘǳŎŀǘƛƻƴΦ 
 
The health education program will emphasize a contemporary approach to the presentation of 
health information, skills and the knowledge necessary for students to understand and appreciate 
the functioning and proper care of the human body. Students also will be presented with 
information regarding complex social, physical and mental health problems, which they might 
encounter in society. In an effort to help students make intelligent choices on alternative behavior 
of serious personal consequences, health education will examine the potential health hazards of 
social, physical and mental problems existing in the larger school ς community environment. 
 
LEGAL REF: M.G.L. 71:1 
 
[Adopted - December 8, 1998] 
[Reviewed - September 26, 2016] 
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IHAM-R HEALTH EDUCATION EXEMPTION 

 
Exemption will be granted from a specific portion of the health education curriculum on the 
grounds that the material taught is contrary to the religious beliefs and/or teaching of the student 
or the studeƴǘΩǎ ǇŀǊŜƴǘκƎǳŀǊŘƛŀƴΦ 
 
A request for exemption must be submitted in writing to the principal in advance of instruction in 
that portion of the curriculum for which the exemption is requested. The request must state the 
particular conflict involved. 
 
The principal will confer with the teacher to determine the length of time a student will be exempt. 
The teacher will develop an alternative activity for which the student will receive the credit. 
 
The principal will inform the parent/guardian of disposition of the request within a reasonable 
number of school days of receipt of the request. 
 
[Adopted - December 8, 1998] 
[Reviewed - September 26, 2016] 
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IHAMA PARENTAL NOTIFICATION RELATIVE TO SEX EDUCATION 

 

At the beginning of each school year, all parents/guardians of students in our schools will be 
notified, in writing of the courses and curriculum we offer that primarily involve human sexual 
education or human sexuality issues. 
 
The Superintendent of Schools will determine the administrator(s) responsible for sending the 
notice(s). Parents/Guardians of students who enroll in school after the start of the school year will 
be given the written notice at the time of enrollment. If the planned curriculum changes during the 
school year, to the extent practicable, parents/guardians will be notified of this fact in a timely 
manner before implementation. 
 
Each such notice to parents/guardians will include a brief description of the curriculum covered by 
this policy, and will inform parents/guardians that may: 
 
1. exempt their child from any portion of the curriculum that primarily involves human sexual 

education or human sexuality issues, without penalty to the student, by sending a letter to the 
school principal requesting an exemption. Any student who is exempted by request of the 
parent/guardian under this policy, may be given an alternative assignment. 

 
2. inspect and review program instruction materials for these curricula, which will be made 

reasonable accessible to parents/guardians and others to the extent practicable. 
Parents/guardians may arrange with the principal to review the materials at the school, and 
may also review them at other locations that may be determined by the Superintendent of 
Schools. 

 
A parent/guardian who is dissatisfied with a decision of the principal concerning notice, access to 
instructional materials, or exemption for the student under this policy, may send a written request 
to the Superintendent for review of the issue. The Superintendent or designee will review the issue 
and give the parent/guardian a timely written decision. A parent/guardian who is dissatisfied with 
ǘƘŜ {ǳǇŜǊƛƴǘŜƴŘŜƴǘΩǎ ŘŜŎƛǎƛƻƴ Ƴŀȅ ǎŜƴŘ ŀ ǿǊƛǘǘŜƴ ǊŜǉǳŜǎǘ ǘƻ ǘƘŜ {ŎƘƻƻƭ /ƻƳƳƛǘǘŜŜ ŦƻǊ ǊŜǾƛŜǿ ƻŦ 
the issue. The School Committee will review the issue and give the parent/guardian a timely 
written decision. A parent/guardian who is still dissatisfied after this process may send a written 
request to the Commissioner of Education for review of the issue in dispute. 
 
LEGAL REF: M.G.L. 71:32A 
 
[Adopted - June 23, 1997] 
[Reviewed - September 26, 2016] 

  



O x f o r d  S c h o o l  C o m m i t t e e  P o l i c y  M a n u a l| 132 

 

 

IHAMB TEACHING ABOUT ALCOHOL, TOBACCO, AND DRUGS 

 

In accordance with state and federal law, the District shall provide age-appropriate, 
developmentally appropriate, evidence-based alcohol, tobacco, and drug prevention education 
programs in grades K-12. 
 
The alcohol, tobacco, and drug prevention program shall address the legal, social, and health 
consequences of alcohol, tobacco, and drug use, with emphasis on nonuse by school-age 
children.  The program also shall include information about effective techniques and skill 
development for delaying and abstaining from using, as well as skills for addressing peer pressure 
to use alcohol, tobacco, or drugs. 
 
The objectives of this program, as stated below, are rooted in the CommitteŜΩǎ ōŜƭƛŜŦ ǘƘŀǘ 
prevention requires education, and that the most important aspect of the policies and guidelines of 
the District should be the education of children and youth on healthy decision-making: 
 
ǒ To prevent, delay, and/or reduce alcohol, tobacco, and drug use among children and youth. 

 
ǒ ¢ƻ ƛƴŎǊŜŀǎŜ ǎǘǳŘŜƴǘǎΩ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ƻŦ ǘƘŜ ƭŜƎŀƭΣ ǎƻŎƛŀƭΣ ŀƴŘ ƘŜŀƭǘƘ ŎƻƴǎŜǉǳŜƴŎŜǎ ƻŦ 

alcohol, tobacco, and drug use. 

 
ǒ To teach students self-management skills, social skills, negotiation skills, and refusal skills 

that will help them to make healthy decisions and avoid alcohol, tobacco, and drug use. 

 
The curriculum, instructional materials, and outcomes used in this program shall be recommended 
by the Superintendent and approved by the School Committee. 
 
This policȅ ǎƘŀƭƭ ōŜ ǇƻǎǘŜŘ ƻƴ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ǿŜōǎƛǘŜ ŀƴŘ ƴƻǘƛŎŜ ǎƘŀƭƭ ōŜ ǇǊƻǾƛŘŜŘ ǘƻ ŀƭƭ ǎǘǳŘŜƴǘǎ ŀƴŘ 
parents in accordance with state law. Additionally, the district shall file a copy of this policy with 
DESE in accordance with law in a manner requested by DESE. 
 

SOURCE:   MASC March 2016 
 
LEGAL REF: M.G.L. 71:1; 71:96 
 
CROSS REF: GBEC, Drug Free Workplace Policy 
  JICI, Alcohol, Tobacco, and Drug Use by Students Prohibited 
 
[Adopted - October 5, 2016] 

http://www.malegislature.gov/Laws/GeneralLaws/PartI/TitleXII/Chapter71/Section1
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IHBA  PROGRAMS FOR STUDENTS WITH DISABILITIES 

 

In keeping with the intention of the State of Massachusetts to offer educational opportunities to all 
students which will enable them to lead fulfilling and productive lives, the District shall provide 
appropriate educational opportunities to all resident students in accordance with the requirements 
of state and federal statutes. 
 
[Adopted - December 8, 1998] 
[Reviewed - September 26, 2016] 
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IHBAA OBSERVATIONS OF SPECIAL EDUCATION PROGRAMS 

 

The School Committee encourages parents and guests to visit special education classrooms to 
observe and learn about the instructional programs taking place in our schools.  While the School 
Committee encourages the involvement of parents and community members in the education of 
students, we have a duty to protect the safety and confidentiality of our students as well as to 
ensure that the integrity of the educational process is not unnecessarily disputed. 

The following guidelines to classroom and visits should be followed. 

1.  tŀǊŜƴǘǎΩ ǊŜǉǳŜǎǘ ǘƻ ƻōǎŜǊǾŜ ǘƘŜƛǊ ŎƘƛƭŘόǊŜƴύΣ ŎǳǊǊŜƴǘ ǇǊƻƎǊŀƳΣ ƻǊ ŀ ǇƻǘŜƴǘƛŀƭ ǇƭŀŎŜƳŜƴǘ Ƴǳǎǘ ōŜ 
made at least five days in advance with the Special Education Director or designee and/or Principal. 

2.  The Special Education Director or designee shall contact the parent/guardian(s) for initial 
ǎŎƘŜŘǳƭƛƴƎ ŎƻƴǾŜǊǎŀǘƛƻƴ ǿƛǘƘƛƴ ŦƛǾŜ όрύ Řŀȅǎ ƻŦ ǊŜŎŜƛǇǘ ƻŦ ǘƘŜ ǇŀǊŜƴǘǎΩ ǊŜǉǳŜǎǘΦ 

3.  When a parent/guardian requests an observation of a special needs student or program, the 
Special Education Director or designee will seek approval from the Director of Special Education 
and the building principal before it is processed.  Such approval may only be withheld for those 
reasons outlined within law and DESE regulation. 

4.  The Special Education Director or designee and/or Principal will work with the classroom 
teacher and the observer to set up the specifics of the observation (including, but not limited to, 
scheduling and placement of the observer in the classroom). 

5.  The number, frequency, and duration of observation periods will be determined on an individual 
student basis in accordance with law and regulation.  The start and end time of observation periods 
and a schedule of observation periods will be stated in advance. In order to minimize classroom or 
student disruption, the length of individual observation periods may be limited. 

6.  If the observer is not the parent/guardian, the parent/guardian must sign a release for the 
individual to observe. 

7.  The number of observers at any one time may be limited. 

8.  The observer will be informed that he/she is not to interfere with the educational environment 
of the classroom.  If his/her presence presents a problem, he/she will be asked to leave.  This 
notice is particularly important, since the presence of parents can influence both the performance 
of their child(ren) and those of others. 

9.  The observer will be asked to submit his/her report of the observation in advance of any follow-
up TEAM meeting. 
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10.  The observer will be informed that he/she is there to evaluate the appropriateness of a specific 
educational program to meet the needs of an individual child. He/she is not there to evaluate a 
ǘŜŀŎƘŜǊΩǎ ŀōƛƭƛǘȅ ǘƻ ǇŜǊŦƻǊƳ Ƙƛǎ ƻǊ ƘŜǊ ŎƻƴǘǊŀŎǘǳŀƭ Ƨƻō ŘǳǘƛŜǎΦ 

11.  The observer will be instructed regarding the disclosure of confidential or personally 
identifiable information relating to other children. Staff must be mindful of removing materials 
ǿƘƛŎƘ Ƴŀȅ ōŜ ǇŀǊǘ ƻŦ ǎǘǳŘŜƴǘǎΩ ǊŜŎƻǊŘǎ ŦǊƻƳ Ǉƭŀƛƴ ǾƛŜǿΦ Lƴ ǘƘŜ ŜǾŜƴǘ ǘƘŀǘ ǊŜmoval is not possible 
the observer may be asked to sign a non-disclosure agreement.   

12.  A school administrator, or designee, also will observe at the same time and take notes as to 
what is observed, paying particular attention to note anything that is non-typical concerning the 
period.  ¢Ƙƛǎ ƻōǎŜǊǾŀǘƛƻƴ ǎǳƳƳŀǊȅ ǿƛƭƭ ōŜ ǇƭŀŎŜŘ ƛƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŦƛƭŜ ŀƴŘ ǇǊƻǾƛŘŜŘ ǘƻ ǘƘŜ 
parent/guardian(s) prior to any follow-up TEAM meeting. . 

LEGAL REF.:     MGL 71B:3 
  Massachusetts Department of Elementary and Secondary Education Technical  
  Assistance Advisory SPED 2009-2 dated January 8, 2009 

CROSS REF.:   KI, Visitors to Schools 

SOURCE:   MASC 

[Adopted - May 14, 2018] 

http://www.malegislature.gov/Laws/GeneralLaws/PartI/TitleXII/Chapter71B/Section3
http://z2policy.ctspublish.com/masc/DocViewer.jsp?docid=270&z2collection=master#JD_KI
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IHBD  COMPENSATORY EDUCATION (TITLE I) 

 
Title I is a federally funded program designed to improve educational opportunities by providing 
aid to elementary and secondary education.  Title I funds shall be used to provide educational 
services that are in addition to the regular services provided for district students. By adoption of 
this policy, the School Committee ensures equivalence in the provision of curriculum materials and 
supplies. 
 
The goal of the Title I Program is to ensure that all students have an equal opportunity to obtain a 
high-quality education, thus enabling them to meet the high learning proficiency standards set 
forth in the Massachusetts Curriculum Frameworks. Engaging parents as partners is essential to the 
attainment of our goal. Our Title I Program strives to engage parents and guardians in meaningful 
participation in all aspects of Title I. 
 
[Adopted - December 8, 1998] 
[Reviewed - September 26, 2016] 
[Revision Adopted - March 13, 2017] 
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IHBF  HOMEBOUND/HOSPITAL INSTRUCTION 

 
The school district will provide home/hospital instruction to those students who are unable to 
attend classes for at least ten (10) consecutive school days due to a physical injury, medical 
situation, or a severe emotional problem.  The school district will provide instruction, on a 
ǘŜƳǇƻǊŀǊȅ ōŀǎƛǎ ǿƘŜƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƳŜŘƛŎŀƭ ŎƻƴŘƛǘƛƻƴ ǇǊŜǾŜƴǘǎ ŀǘǘŜƴŘŀƴŎŜ ƛƴ ǘƘŜ ǎŎƘƻƻƭ ōǳƛƭŘƛƴg. 

¢ƻ ǉǳŀƭƛŦȅ ŦƻǊ ǘƘŜ ƛƴǎǘǊǳŎǘƛƻƴΣ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǇƘȅǎƛŎƛŀƴ Ƴǳǎǘ ŎƻƳǇƭŜǘŜ ǘƘŜ 5ŜǇŀǊǘƳŜƴǘ ƻŦ 9ƭŜƳŜƴǘŀǊȅ 
ŀƴŘ {ŜŎƻƴŘŀǊȅ 9ŘǳŎŀǘƛƻƴΩǎ ŦƻǊƳ нуwκо όtƘȅǎƛŎƛŀƴΩǎ {ǘŀǘŜƳŜƴǘ ŦƻǊ ¢ŜƳǇƻǊŀǊȅ IƻƳŜ or Hospital 
Education), and submit it to the Director of Pupil Personnel Services.  At a minimum, the form 
should state:  the date the student was admitted to a hospital or was confined to home; the 
medical reason(s) for the confinement; the expected duration of the confinement; and what 
medical needs of the student should be considered in planning the home or hospital services. 

Home/hospital instruction is offered in basic elementary subjects and in secondary subjects which 
do not require laboratories and special equipment, subject in all cases to the availability of certified 
teachers.  Certified teachers are assigned by the Director of Special Education and Student Services 
with the approval of the Superintendent.  

[Adopted - March 13, 2017] 
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IHBG  HOME SCHOOL EDUCATION 

 

Massachusetts General Law requires the School Committee to determine that a Home Schooling 
program meets with the minimum standards established for public schools in the Commonwealth 
of Massachusetts prior to approving such a program. 

When a parent or guardian of a student between the ages of 6 and 16 wants to establish a home-
based educational program for his/her child, the following procedures shall be followed in 
accordance with the law: 

Prior to removing the child from public school: 

1. The parent/guardian must submit written notification of establishment of the home-based 
program to the Superintendent at least 14 days before the program is established, and resubmit 
notification on an annual basis as long as the child is being educated in a home-based environment. 

2. The parent/guardian must certify in writing, on a form provided by the District, the name, 
age, place of residence, and number of hours of attendance of each child in a program. A plan shall 
be approved for one academic year at a time. 

3. The Superintendent shall give the notice to produce records required by law if there is 
probable cause to believe the program is not in compliance with the law.  Factors to be considered 
by the Superintendent or School Committee in deciding whether or not to approve a home 
education proposal may be: 

a. The proposed curriculum and number of instruction hours in each of the proposed 
subjects to be taught. 

b.   The competency of the parents to teach the children. 

c.   The textbooks, workbooks, and other instructional aides to be used by the child and 
the lesson plans and teaching manuals to be used by the parents/guardians. 

d.   End-of-Year Assessments of the child to ensure educational progress and the 
 attainment of minimum standards. 

Parents/Guardians should keep detailed records of ǘƘŜ ŎƘƛƭŘΩǎ home-based educational program. 
These records may be helpful during an investigation regarding homeschooling, or if the student 
needs to furnish proof of education. These records should include attendance records, information 
ƻƴ ǘŜȄǘōƻƻƪǎ ŀƴŘ ǿƻǊƪōƻƻƪǎ ǎǘǳŘŜƴǘ ǳǎŜŘΣ ǎŀƳǇƭŜǎ ƻŦ ǎǘǳŘŜƴǘΩǎ ǎŎƘƻƻƭǿƻǊƪΣ ŎƻǊǊŜǎǇƻƴŘŜƴŎŜ ǿƛǘƘ 
school officials, portfolios and test results, and any other documents showing that the child is 
receiving, or received, an appropriate education in compliance with the law.  Records should be 
maintained as proof of compliance with the home education laws. 



O x f o r d  S c h o o l  C o m m i t t e e  P o l i c y  M a n u a l| 139 

 

 

Students with approved home schooling programs may participate in Oxford Public Schools 
athletics and extra-curricular activities. 

 
LEGAL REF: M.G.L. 69:1D; 76:1; 76:2; 76:3 
  SJC Care and Protection of Charles 399 MASS. 324 (1987) 
 
[Adopted ς February 13, 2003] 
[Revision Adopted - June 25, 2018] 
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IHBG-A HOME SCHOOL APPLICATION FORM 

 

NOTICE OF INTENT TO PURSUE A HOME EDUCATION PROGRAM 

Please complete this form, attach any additional supporting information, and forward it to the 

Oxford Public Schools, Office of the Superintendent, 4 Maple Road, Oxford, MA  01540.   

A separate form must be completed for each child. 

Please indicate the academic time period for which this Home Education Plan will apply: 

 

FROM:  _________________________          TO:  _________________________ 

 

**************************************************************** *************       

PARENT(S)/GUARDIAN(S) INFORMATION 

 

NAME(S): __________________________________________________ 

 

__________________________________________________ 

ADDRESS:   __________________________________________________ 

 

   __________________________________________________ 

 

EMAIL:   __________________________________________________ 

TELEPHONE:  __________________________________________________ 

 

******************************************************************************  

STUDENT INFORMATION 

 

NAME:   __________________________________________________ 

 

DATE OF BIRTH: __________________________________________________ 

 

GRADE LEVEL:  _______________________ 
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HOME EDUCATION PLAN 

 

Proposed Curriculum.  Please describe below or attach the proposed curriculum including subjects, 

lesson plans, educational teaching materials/aides to be used, and goals/objectives. 

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 

 

Instructional Hours.  Please indicate the number of instructional hours for the academic time 

period requested, including the number of hours and days planned as well as a typical day long 

schedule.  

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 

 

Instructor Qualifications.  Please provide below or attach the academic background, life experience, 

and/or qualifications of those who will be instructing the student. 

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 
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Assessment. Please indicate and describe below or attach relevant information regarding the 

method of assessment to be used to ensure educational progress and attainment of minimum 

standards. 

_____  Standardized test results          _____  Consultation with School Principal 

 

_____  Daily logs, journals, progress reports, dated samples                 _____ Other 

Describe: 

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________ 

 

Failure of a home educator to abide in good faith by the requirements outlined under 

Massachusetts General Law Chapter 76, upon the recommendation of the Superintendent of 

Schools the School Committee may pursue legal action. 

 

____________________________________________  _______________________ 

Parent/Guardian Signature      Date 

 

____________________________________________  _______________________ 

Parent/Guardian Signature      Date 
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IIB  CLASS SIZE POLICY 

 
Purpose 
 

To establish a class size policy that supports the student-learning environment. 
 
Class Size Criteria 
 

The following criteria have been established to guide the School Committee, Superintendent, and 
community through the class size targets: 
 

ǒ Range of student abilities 

ǒ Faculty constraints 
ǒ Scheduling constraints 

ǒ Facility constraints 
ǒ Availability of support materials (books, computers, lab equipment, etc.) 

ǒ State and federal mandates (MCAS/AYP results) 
ǒ Student and staff safety, health or security 

ǒ Fluctuations in student enrollments and withdrawals 

ǒ Research and recommendations of prominent authorities 

ǒ Classroom support staff 
 

Class Size Targets 
 

Considering the above class size criteria, the following class size targets are established: 
 

Grades     Students 
 

K to 4th       15 - 22 
5th to 8th       18 - 24 
9th to 12th    max of 24 

 
During the course of a given year, actual class size may exceed the class size target range. The 
principal with input from the School Advisory Council must make a recommendation if any 
corrective action is necessary in the current year. This recommendation will be forwarded to the 
superintendent for an in-depth review process. This process must include input from parents, staff 
and the school committee. If the final recommendation requires additional staffing, the request 
must be4 presented to the School Committee through the Superintendent who must make a 
written recommendation and become part of the budget process. 
 
Each October or as part of the budget process, principals in conjunction with School Advisory 
Councils will develop recommendations to the superintendent for staffing which are consistent 
with the class size target in this policy. The School Committee will give these recommendations 
substantial consideration within the budget process. 
 
[Adopted - April 13, 2005] 
[Revision Adopted - March 13, 2017] 
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IJJ  INSTRUCTIONAL RESOURCES 

 
 
Responsibility for the review, selection, and recommendation of textbooks and other instructional 
resources to be purchased for the school district shall rest with the Superintendent of Schools or 
his/her designee. The Superintendent may establish a review committee to assist in the process to 
determine which instructional resources best meet the curriculum needs of the district. The 
committee should include appropriate grade/content teachers, building administrators, and 
Central Office administrators. Students and parents will be encouraged to serve on the review 
committee. 
 
Principles that apply generally to the selection of instructional materials are the following:  
 

ǒ To advance the educational objectives of the school district and specific objectives of 
courses or programs. 
 

ǒ To contribute toward continuity, integration, and articulation of the curriculum. 
 

ǒ To establish a general framework for a specific course or program. 
 
Because the instructional purpose of instructional resources, as stated above, is of such 
importance, special consideration shall be taken in the selection as to content. Although many 
points must be examined, the School Committee directs personnel involved to be mindful of the 
following considerations: 
 

ǒ Providing for the needs of all learners.  
 

ǒ Attention should be given to gender roles depicted in the materials. 
 

ǒ The instructional resource deals with problems and issues of our times, and it should 
present and encourage examination of varied points of view. 

 

ǒ Special attention shall also be given to the physical characteristics, durability, format, 
and initial and subsequent annual cost. 

 
LEGAL REF: 71:48; 30b:7; 71:50 
 
[Adopted - December 8, 1998] 
[Revision Adopted - May 14, 2018]  
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IJLA  LIBRARY RESOURCES 

 
 
The primary objective of the library/media center is to utilize its resources to enrich and to support 
the educational program of the school. 
 
Definition of Library Resources 
 
Library resources are those materials both print and non-print found in school libraries, which 
support curricular and personal information needs.  
 
Criteria for Selection of Library Resources 
 
The criteria for Selection of Library Resources in the District are: 
 
ǒ Needs of individual student 

ǒ Needs of individual school 

ǒ Knowledge of students 
ǒ Requests from parents and students 

ǒ Knowledge of curriculum needs in the school 
ǒ Requests from professional staff 

ǒ Provision of materials with high artistic quality 

ǒ Provision of materials to meet the varying levels of learners and with a diversity of appeal 

 
Lƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ǇƻƭƛŎȅ ƻŦ ǇǊƻǾƛŘƛƴƎ ƛƴǎǘǊǳŎǘƛƻƴŀƭ ƳŀǘŜrials, it should be noted that 
neither the media centers nor the District serve as advocates for the ideas expressed in any 
materials, nor does the presence of any material indicate automatic endorsement of the ideas 
expressed therein. 
 
[Adopted - December 8, 1998] 
[Revision Adopted - May 14, 2018]   
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IJM  SPECIAL INTEREST MATERIALS SELECTION AND ADOPTION 

 
 
Organizations, institutions, and individuals at times develop materials that are offered to schools 
free or inexpensively. As a general rule, sponsored materials present a particular point of view and 
extreme care must be exercised in evaluating and using them. The principal must be informed and 
should decide whether its use is in the best interests of the students. 
 
Sponsored materials must meet the same basic selection criteria as any other learning materials, as 
well as the following special criteria. 
 
ǒ Any expression of a point of view should be clearly identified. 

 

ǒ Any advertising that appears on or with any materials should be in good taste, unobtrusive, 
and age appropriate for the grade level of students in the building. 

 

ǒ The source of all materials should be clearly identifiable. 
 

LEGAL REF.: 603 CMR 26.05 
 
[Adopted - December 8, 1998] 
[Revision Adopted - May 14, 2018]  
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IJND  COMPUTER AND INTERNET ACCEPTABLE USE POLICY 

 
 
The purpose of this policy is to meet the requirements of state and federal ƭŀǿ όƛΦŜΦΣ /ƘƛƭŘǊŜƴΩǎ 
Internet Protection Act, CIPA) and to provide guidelines for safe, legal, moral, and ethical use of 
District Technology by our students and staff. In order to comply with CIPA, this document will 
ǎŜǊǾŜ ŀǎ ǘƘŜ hȄŦƻǊŘ tǳōƭƛŎ {ŎƘƻƻƭǎΩ Lƴternet Safety Policy. Questions regarding this policy or 
computer use should be directed to the Director of Technology, Principal, Superintendent or 
his/her designee. 
 

A PRIVILEGE NOT A RIGHT 

Use of the District computer network, including hardware, software (both locally installed 
and web-based), Internet access, the District website, and e-mail is a privilege, not a right. 
!ƭƭ ǳǎŜǊǎ Ƴǳǎǘ ŎƻƳǇƭŜǘŜ ŀƴŘ ǊŜǘǳǊƴΣ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ άŀƎǊŜŜƳŜƴǘ ŀŎƪƴƻǿƭŜŘƎŜƳŜƴǘ.έ 
 

USERS WILL: 
ǒ ƻƴƭȅ ŀŎŎŜǎǎ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ŘŜǾƛŎŜǎΣ network, Internet, applications and e-mail with the 

username(s) and password(s) assigned to them. 

ǒ keep private the username and password assigned to them. 

ǒ change their password(s) frequently and when requested. 

 
USERS WILL NOT: 
ǒ ŀŎŎŜǎǎ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ devices, network, Internet, applications, or e-mail with the 

username(s) and password(s) of others. 

ǒ store their assigned username and password in a location where others may easily find it. 

ǒ use password(s) that can be easily guessed such as names and birthdates. 
 
NO EXPECTATION OF PRIVACY 
 
The District reserves the right to monitor all Internet use and reserves the right to access and 
examine all data stored on or accessed from District devices or its network. Users are 
advised that they should have no expectation of privacy. 
 

USERS WILL:  respect the privacy and confidentiality of others. 

USERS WILL NOT: attempt to access or delete the files of others. 
 

LIABILITY AND RESPONSIBILITY 
 

The District will not be liable for the actions of users; each user bears full legal and financial 
liability for their use of District technology. The District takes no responsibility for any 
information or materials that are accessed or transmitted by users via the Internet.  
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USERS WILL: 

ǒ take full moral, legal, and financial responsibility for their actions while using District 
technology. 

ǒ limit their use of District technology to purposes deemed appropriate by the District. 

ǒ demonstrate appropriate etiquette when using District technology. 

ǒ inform a staff member if they receive or intercept a threatening or inappropriate message 
or file. 

 
USERS WILL NOT: 
ǒ ǳǎŜ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ǘŜŎƘƴƻƭƻƎȅ ǘƻ ŜƴƎŀƎŜ ƛƴ ƛƭƭŜƎŀƭ ŀŎǘƛǾƛǘȅΣ ǎǳŎƘ ŀǎ ǘƘŜ ǇǳǊŎƘŀǎŜ ƻǊ ǎŀƭŜ ƻŦ 

drugsΣ ŎǊƛƳƛƴŀƭ ƎŀƴƎ ŀŎǘƛǾƛǘȅ ƻǊ άƘŀŎƪƛƴƎΦέ 

ǒ violate any local, state, or federal statute. 

ǒ create, copy, distribute material that is threatening or obscene. 

ǒ use profane, vulgar, racist, sexist, harassing or other inappropriate language or images. 

ǒ use the system for political lobbying or commercial purposes. 

 
CONTENT FILTERING AND SECURITY 

The District maintains a firewall that filters material deemed obscene or harmful to minors, 
including child pornography. Anti-virus software protects the network and computers. The 
District will monitor the activities of users for compliance with this policy. 

USERS WILL: 
ǒ ƻƴƭȅ ŀŎŎŜǎǎ ǿŜōǎƛǘŜǎ ǘƘŀǘ ŀǊŜ ƴƻǘ ōƭƻŎƪŜŘ ōȅ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ŎƻƴǘŜƴǘ ŦƛƭǘŜǊǎΦ 

ǒ immediately close out of a website if the content displayed is inappropriate. 

ǒ inform a staff member if they become aware of a possible security issue. 

 
USERS WILL NOT: 
ǒ attempt to subvert network security or to impair the functionality of any District 

technology. 
ǒ ŀǘǘŜƳǇǘ ǘƻ ōȅǇŀǎǎ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ŎƻƴǘŜƴǘ ŦƛƭǘŜǊǎ ŀƴŘ ǊŜǎǘǊƛŎǘƛƻƴǎΦ 

ǒ post ŎƘŀƛƴ ƭŜǘǘŜǊǎΣ ŘƛǎǘǊƛōǳǘŜ ǎǇŀƳΣ ŎǊŜŀǘŜ ŀƴŘκƻǊ ƛƴŦŜŎǘ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ƴŜǘǿƻǊƪ ǿƛǘƘ ŀ 
virus. 

 
HARDWARE AND SOFTWARE 
 
The District provides users with hardware and software appropriate for use in an educational 
setting.  Users will respect District owned technology and use personal devices with caution. 
 
USERS WILL: 
ǒ understand that devices, computers and peripherals are the property of the District. 

ǒ be permitted to use personal portable devices in conjunction with district technology as 
long as they are not left in the District overnight. This includes the use of laptops, 
memory sticks, digital cameras, etc. 

ǒ ensure their personal laptops are running an up-to-date anti-virus program. 
ǒ only use software purchased by and licensed to the District on District computers. 
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ǒ promptly disclose to a teacher, administrator or the Technology staff any misuse of or 
damage to equipment 

ǒ abide by the same acceptable use policy for District-owned devices that are used off-site 

 
USERS WILL NOT: 
ǒ take any action that impairs the ƻǇŜǊŀǘƛƻƴ ƻŦ ŀƴȅ ǇƛŜŎŜ ƻŦ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ǘŜŎƘƴƻƭƻƎȅΦ 

ǒ bring large technology devices into the District. This includes desktop computers, 
monitors, printers, scanners, televisions, etc. 

ǒ place food or beverages in close proximity to District technology. 

ǒ attempt to install software on District computers. 

ǒ copy District owned software or use District computers to copy software owned by 
others. 

 
INTERNET ACCESS AND SAFETY 
 
The District provides Internet access to staff and students for the purpose of research, 
dissemination of information, collaboration, and access to curriculum/professional materials. 
 
USERS WILL: 
ǒ participate in Internet safety instruction provided by the District. Instruction will occur 

annually by assembly, guided lessons or distributed materials. 
ǒ only use District computers and Internet for educationally relevant purposes and school 

related business. 

ǒ access only oxps.org e-mail accounts from District computers. Personal accounts, 
including but not limited to AOL, Hotmail, Charter, Yahoo, et al., are not allowed. 

ǒ inform a staff member if they become aware of a safety issue. 

 
USERS WILL NOT: 
ǒ use other Internet services to display information/material to students on school 

property. Internet access through an outside provider is not allowed. 
ǒ post or share personal information about themselves or anyone else on the Internet. 

ǒ access social websites including, but not limited to, Myspace, Twitter and Facebook, as 
well as, chat rooms and instant messaging services unless directly related to the 
educational curriculum and with teacher or administrator permission. 

 
COPYRIGHT AND PLAGIARISM   
 
USERS WILL: 
ǒ agree to use copyrighted material only when permission has been granted. 

ǒ correctly cite all materials referenced in their work. 

 
USERS WILL NOT: 
ǒ take the ideas or writings of others and present them as their own. 

ǒ άŎƻǇȅκŎǳǘ ŀƴŘ ǇŀǎǘŜέ ŦǊƻƳ ǘƘŜ LƴǘŜǊƴŜǘ ƻǊ ƻǘƘŜǊ ŘƛƎƛǘŀƭ ǎƻǳǊŎŜǎ ǘƻ ŀ ŘƻŎǳƳŜƴǘ ǿƘƛŎƘ ǘƘŜȅ 
will submit as their work. 
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CODE OF CONDUCT 
 
USERS WILL:  respect others' right to freedom from bullying, harassment and intimidation. 
 
USERS WILL NOT: 
ǒ engage in cyber bullying  

ǒ use school owned devices or networks to engage in the bullying and harassment of others 

ǒ send any material that is likely to be offensive, objectable or could be deemed as 
harassment or threatening to recipients.  

ǒ create or send abusive, threatening, repetitive, or clearly unwanted messages or use 
inappropriate language.  

ǒ create or copy files containing any profanity, obscenity, or other inappropriate materials.  

ǒ intentionally or otherwise interfere with others' work. 

 
TAKING DEVICES HOME 

District-owned devices that are allowed home are expected to follow the same guidelines of this 
acceptable user agreement for the Oxford Public Schools. 

WEBSITE 
 
The District maintains and posts an up-to-date website for the benefit of faculty, staff, students, 
parents, guardians and the community at large. Users granted permission to post information 
will do so using good judgment. All guidelines listed in this document apply to the use and design 
ƻŦ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ǿŜōǎƛǘŜΦ 
 
USERS WILL: only post information that is educationally relevant and/or related to school business. 

USERS WILL NOT: attempt to disable or impair the functionality of the District website. 
 
EXCEPTIONS 
 
In order to allow individual users and groups to function and operate as necessary, the following 
exceptions are allowed: 

ǒ The NJROTC unit is required, and therefore authorized, to utilize computers to 
purchase supplies required for unit operation. 

ǒ Faculty and staff may access e-mail accounts other than oxps.org using the 
computers designated as teacher workstations, as long as such use does not 
violate other sections of this policy. 

ǒ The Superintendent and/or Director of Technology may approve additional exceptions to 
this policy. 

Requests for exceptions must be submitted and approved in writing. Exceptions will not violate 
local, state or federal statute nor compromise student safety and the security of the network. 
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CONSEQUENCES OF MISUSE 
 
Prohibited conduct may result in loss of computer/network privileges, disciplinary action 
and/or criminal or civil prosecution under State and Federal law. 
 
ǒ For students, violations of any of the above guidelines may result in the loss of access 

and/or additional disciplinary action as deemed appropriate at the building level. 

ǒ For staff, a violation of this policy may result in disciplinary action ranging from a 
verbal warning or suspension of system privileges up to discharge from 
employment. 

ǒ For students and staff, when applicable, the District will advise appropriate law 
ŜƴŦƻǊŎŜƳŜƴǘ ŀƎŜƴŎƛŜǎ ƻŦ ǎǳǎǇŜŎǘŜŘ ƛƭƭŜƎŀƭ ŀŎǘƛǾƛǘƛŜǎ ŎƻƴŘǳŎǘŜŘ ǘƘǊƻǳƎƘ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ 
network. 

Parents who do not want their child to use the Internet at school must notify their principal in 
writing. 
 
The District reserves the right to seek reimbursement and/or indemnification from the user, for 
ŀƴȅ ƭƻǎǎŜǎ ƛƴŎǳǊǊŜŘ ƻǊ ǇŜƴŀƭǘƛŜǎ ǇŀƛŘ ŀǎ ŀ ǊŜǎǳƭǘ ƻŦ ŀ ǳǎŜǊΩǎ ŘƛǎŀƭƭƻǿŜŘ ŀŎǘƛǾƛǘƛŜǎΦ 5ƛǎtrict 
administration will make the final determination as to what constitutes unacceptable use and 
their decision is final. 
 

SOCIAL NETWORKING POLICY OF THE OXFORD PUBLIC SCHOOLS 

 

Internet Acceptance Use Policy Still in Force 
 
This policy is adopted in ŀŘŘƛǘƛƻƴ ǘƻΣ ŀƴŘ ƴƻǘ ŀǎ ŀ ǎǳōǎǘƛǘǳǘŜ ŦƻǊΣ ǘƘŜ {ŎƘƻƻƭ 5ƛǎǘǊƛŎǘΩǎ LƴǘŜǊƴŜǘ 
!ŎŎŜǇǘŀōƭŜ ¦ǎŜ tƻƭƛŎȅΣ ǿƘƛŎƘ ƎƻǾŜǊƴǎ ǳǎŜ ƻŦ ǘƘŜ ǎŎƘƻƻƭ ŘƛǎǘǊƛŎǘΩǎ ǘŜŎƘƴƻƭƻƎƛŎŀƭ ǊŜǎƻǳǊŎŜǎΦ 
 
General Concerns 
 
The Oxford Public Schools recognizes the proliferation and, in some instances, usefulness, of 
online conversation between employees and students and/or their parents or guardians. 
However, due to the nature of social networking sites, there exists a risk, without care and 
ǇƭŀƴƴƛƴƎΣ ǘƘŀǘ ǘƘŜ ƭƛƴŜǎ ōŜǘǿŜŜƴ ƻƴŜΩǎ ǇǊƻŦŜǎǎƛƻƴŀƭ ƭƛŦŜ and personal life will be blurred. Our staff 
should always be mindful of how they present themselves to the world, online and otherwise. 
{ƘƻǳƭŘ ŀƴ ŜƳǇƭƻȅŜŜ άŦǊƛŜƴŘέ ŀ ǎǘǳŘŜƴǘ ƻƴ CŀŎŜōƻƻƪΣ ǎǳōǎŎǊƛōŜ ǘƻ ŀ ǎǘǳŘŜƴǘΩǎ άǘǿƛǘǘŜǊέ ŀŎŎƻǳƴǘΣ 
regularly engage in emaƛƭ άŎƘŀǘέ ǿƛǘƘ ŀ ǎǘǳŘŜƴǘΣ ŜȄŎƘŀƴƎŜ ǘŜȄǘ ƳŜǎǎŀƎŜǎ ǿƛǘƘ ǎǘǳŘŜƴǘǎ ƻǊ ŜƴƎŀƎŜ 
in other electronic communication, the school district is concerned, and the employee should be 
ŎƻƴŎŜǊƴŜŘΣ ǘƘŀǘ ǎǳŎƘ ŀŎǘƛǾƛǘƛŜǎ Ƴŀȅ ǳƴŘŜǊƳƛƴŜ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŀǳǘƘƻǊƛǘȅ ǘƻ Ƴŀƛƴǘŀƛƴ ŘƛǎŎipline, 
ŜƴŎƻǳǊŀƎŜ ƛƴŀǇǇǊƻǇǊƛŀǘŜ ōŜƘŀǾƛƻǊǎ ŀƴŘ ŎƻƳǇǊƻƳƛǎŜ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŀōƛƭƛǘȅ ǘƻ ǊŜƳŀƛƴ ǘǊǳƭȅ 
objective with his or her students. 
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Lƴ ŀŘŘƛǘƛƻƴΣ ŀƴȅ ƻƴƭƛƴŜ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ǳǎƛƴƎ ƻƴŜΩǎ ƻǿƴ ǇŜǊǎƻƴŀƭ ǊŜǎƻǳǊŎŜǎΣ ŀǎ ƻǇǇƻǎŜŘ ǘƻ ǎŎƘƻƻƭ 
district resources, comproƳƛǎŜǎ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎΣ ŀǎ ǿŜƭƭ ŀǎ ǘƘŜ ǎŎƘƻƻƭ ŘƛǎǘǊƛŎǘǎΩΣ ŀōƛƭƛǘȅ ǘƻ ǊŜǘŀƛƴ 
ǇǳōƭƛŎ ǊŜŎƻǊŘǎ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ǊŜǉǳƛǊŜƳŜƴǘǎ ƻŦ ǘƘŜ /ƻƳƳƻƴǿŜŀƭǘƘΩǎ ǇǳōƭƛŎ ǊŜŎƻǊŘǎ ƭŀǿǎΦ 
The law requires public employees who send, receive or maintain records in their capacity as 
public employees, to retain, disclose and dispose of such records in compliance with strict 
provisions of the public records law. This law applies whether or not the record is in the form of a 
paper document or an electronic communication. When staff members communicate through 
school-based resources, such as staff email or school sponsored web pages, such records are 
ǊŜǘŀƛƴŜŘ ŀƴŘ ŀǊŎƘƛǾŜŘ ǘƘǊƻǳƎƘ ǘƘŜ ǎŎƘƻƻƭΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǘŜŎƘƴƻƭƻƎȅ ŘŜǇŀǊǘƳŜƴǘΦ LŦΣ ƘƻǿŜǾŜǊΣ ŀƴ 
employee communicates outside of these resources, such information is not retained. The burden 
falls on the employee to comply with public records laws when using personal email or social 
network accounts to communicate with students and/or parents and guardians. 
 
Expectations of Staff 
 
With these ŎƻƴŎŜǊƴǎ ƛƴ ƳƛƴŘΣ ǘƘŜ hȄŦƻǊŘ tǳōƭƛŎ {ŎƘƻƻƭǎ Ƙŀǎ ƛƴǎǘƛǘǳǘŜŘ ǘƘƛǎ ά{ƻŎƛŀƭ bŜǘǿƻǊƪƛƴƎ 
tƻƭƛŎȅΣέ ŀƴŘ ŀƴƴƻǳƴŎŜǎ ƛǘǎ ŜȄǇŜŎǘŀǘƛƻƴǎ ŦƻǊ ǎǘŀŦŦ ƳŜƳōŜǊǎΩ ǳǎŜ ƻŦ ǎƻŎƛŀƭ ƴŜǘǿƻǊƪǎ ǎǳŎƘ ŀǎ ōǳǘ ƴƻǘ 
limited to Facebook, Linked-In, Twitter, personal email accounts, text message features of cell 
phones, use of blogs, and other electronic or technologically based communication systems. 
 
Before endeavoring to establish any social networking account, employees should familiarize 
themselves with the features of any account they choose to use. For example, Facebook requires 
ŀŎŎƻǳƴǘ ƘƻƭŘŜǊǎ ǘƻ ǘŀƪŜ ǎǇŜŎƛŦƛŎ ǎǘŜǇǎ ǘƻ άǇǊƛǾŀǘƛȊŜέ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǘƘŜȅ ǇƭŀŎŜ ƻƴƭƛƴŜΦ ¸ƻǳ Ƴǳǎǘ 
educate yourself to these features of Facebook or any other social networking site you select. You 
will be responǎƛōƭŜ ǎƘƻǳƭŘ ŀƴȅ ƛƴŦƻǊƳŀǘƛƻƴ ȅƻǳ ƛƴǘŜƴŘŜŘ ǘƻ ōŜ άǇǊƛǾŀǘŜέ ōŜŎƻƳŜǎ άǇǳōƭƛŎέ ŘǳŜ ǘƻ 
your own ignorance of the features of the social network you have decided to use or your failure 
to properly use such features. 
 
You must also know that any information you share privately with a recipient could be re-
distributed by such recipient, without your knowledge or consent. The same principles you apply 
to in-person communication should be applied to online conversation: use discretion, and do not 
place your trust in individuals who have not proven themselves trustworthy. In essence, nothing 
ȅƻǳ Ǉƻǎǘ ƻƴƭƛƴŜ ƛǎ ŜǾŜǊ ǘǊǳƭȅ άǇǊƛǾŀǘŜΦέ 
 
The school district expects you to keep the line between your professional life and your personal 
life clearly drawn at all times. There is no reason why this cannot be done, even in light of the 
proliferation of social networking sites. All that is required is some forethought before using 
social networking for both your professional and personal life, to be sure that these lines never 
become blurred. For example, if the district does not maintain a web portal for staff to 
communicate outside of school hours as necessary with students and families, and an employee 
wishes to establish a Facebook or personal email account through which he or she will 
communicate with students, he or she should establish a Facebook identity and email identity 
ǘƘŀǘ ƛǎ ǎŜǇŀǊŀǘŜ ŦǊƻƳ ƘƛǎκƘŜǊ άǇŜǊǎƻƴŀƭέ CŀŎŜōƻƻƪ ƛŘŜƴǘƛǘȅ ƻǊ ǇŜǊǎƻƴŀƭ ŜƳŀƛƭ ŀŎŎƻǳƴǘΦ IŜκǎƘŜ 
should only use his/her educational Facebook account or educational email account to 
communicate with students and/or parents and guardians on matters directly related to 
ŜŘǳŎŀǘƛƻƴΦ ¢ƘŜ άŦǊƛŜƴŘǎέ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ǎǳŎƘ ŜŘǳŎŀǘƛƻƴŀƭ CŀŎŜōƻƻƪ ŀŎŎƻǳƴǘ ǎƘƻǳƭŘ ƻƴƭȅ ōŜ 
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members of the educational community, such as administrators, employees, students, and 
parents of such students. It is strongly recommended that employees will reject friend requests 
from individuals who do not fit into any of these categories. 
 
At all times, and in the use of any form of communications, staff members will always adhere to 
student privacy rights and the rights of employees to have their personnel and medical 
information kept confidential. Information that is protected by law from disclosure to third 
parties will not be communicated online in a way that unreasonably exposes such information to 
retrieval by those third parties.  For example, through an education Facebook account, an 
ŜƳǇƭƻȅŜŜ Ƴŀȅ ƴƻǘ Ǉƻǎǘ ŎƻƴŦƛŘŜƴǘƛŀƭ ǎǘǳŘŜƴǘ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǘƘŜ άǿŀƭƭέΣ ǘƘŜ άƛƴŦƻǊƳŀǘƛƻƴέ 
section, or through any part of that Facebook account that would be accessible to other of the 
9ƳǇƭƻȅŜŜΩǎ CŀŎŜōƻƻƪ άŦǊƛŜƴŘǎέ  associated with that account.  If an employee wishes to 
communicate privately with a student through the educational Facebook account, such 
communication shall be conveyed only through the private email/message feature of Facebook, 
so that only the student may view the message and respond to it. 
 
Employees are encouraged to communicate with students and parents on educational matters 
only, and only through school-based resources, such as school-provided email or teacher web 
ǇŀƎŜǎΦ ¦ǎŜ ƻŦ ƻƴŜΩǎ ǇŜǊǎƻƴŀƭ ŜƳŀƛƭ ŀŎŎƻǳƴǘ ƻǊ ǎƻŎƛŀƭ ƴŜǘǿƻǊƪƛƴƎ ŀŎŎƻǳƴǘ ǘƻ ŘƛǎŎǳǎǎ ǎŎƘƻƻƭ 
business with students and parents is discouraged. It should be noted that, just because an 
employee uses his/her personal email as opposed to school email account, this does not shield 
such email from the provisions of the public records law or from discovery in litigation. It only 
ǇǊŜǾŜƴǘǎ ǘƘŜ ŀǊŎƘƛǾƛƴƎ ƻŦ ǎǳŎƘ ƳŜǎǎŀƎŜǎ ǘƘǊƻǳƎƘ ǘƘŜ ǎŎƘƻƻƭ ŘƛǎǘǊƛŎǘΩǎ ŀǳǘƻƳatic email archiving 
system. We again remind employees that information sent or received by them, even through 
personal email or social network accounts that are related to their capacity as a school employee, 
are still subject to public records retention, ŜȄŜƳǇǘƛƻƴ ŀƴŘ ŘƛǎŎƭƻǎǳǊŜ ǊŜǉǳƛǊŜƳŜƴǘǎΦέ 
 
If an employee conveys school related messages to students and parents on his/her private 
account, he/she should save such email or any communication conveyed through a social 
networking site, or print and save a paper copy of such email or other online communication, and 
file it, and regard its privacy, as he/she would any other document concerning that student. The 
employee should forward copies of any such emails or online communications to his or her 
school based email account so that it can be properly retained and archived in compliance with 
the requirements of the public records law.  Any document created or received by a public 
employee in his or her capacity as such is subject to retention, and perhaps disclosure under the 
public records law. 
 
No matter what medium of communication an employee selects, he/she should adhere to 
ŀǇǇǊƻǇǊƛŀǘŜ ŜƳǇƭƻȅŜŜκǎǘǳŘŜƴǘ ōƻǳƴŘŀǊƛŜǎΦ ¸ƻǳ ŀǊŜ ŀ ǊƻƭŜ ƳƻŘŜƭΣ ƴƻǘ ŀ ǎǘǳŘŜƴǘΩǎ ŦǊƛŜƴŘΣ ŀƴŘ ȅƻǳ 
should always conduct yourself in accordance with this understanding. 
 
¢Ƙƛǎ ǇƻƭƛŎȅ ƛǎ ƴƻǘ ƛƴǘŜƴŘŜŘ ǘƻ ƛƴŦǊƛƴƎŜ ǳǇƻƴ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ǊƛƎƘǘ ǘƻ ǎǇŜŀƪ ǇǳōƭƛŎƭȅ ƻƴ ƳŀǘǘŜǊǎ ƻŦ 
public concern, or to communicate with fellow members of their union on workplace issues, so 
long as such communication adheres to appropriate time, place and manner restrictions and does 
not interfere with the performance of your job duties. However, when you speak via social 
networking sites or tools on matters concerning your work, you are speaking as an employee and 
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not as a citizen, restrictions may be placed upon your freedom to express yourself. Those 
restrictions are intended to preserve student confidentiality, maintain your status as an employee 
who should command and receive the respect of students, be able to maintain order and 
discipline in your classroom, and remain objective with respect to your students. 
 
Employees are discouraged from using home telephones, personal cell phones, personal email 
accounts and personal Facebook accounts to communicate with students. Your communications 
with students, even if you do not use school resources for such communications, are within the 
jurisdiction of the school district to monitor as they arise out of your position as an employee. 
Any conduct, whether online or not, that reflects poorly upon the school district or consists of 
inappropriate behavior on the part of a staff member, may expose an employee to discipline up 
to and including discharge. Even if you are not using a school telephone, computer, classroom or 
the like to enƎŀƎŜ ƛƴ ŎƻƴǘŀŎǘ ǿƛǘƘ ŀ ǎǘǳŘŜƴǘ ǘƘŀǘ ǎǳŎƘ ŎƻƴǘŀŎǘ ƛǎ ƴƻǘ ƻǳǘǎƛŘŜ ƻŦ ǘƘŜ ǎŎƘƻƻƭ ŘƛǎǘǊƛŎǘΩǎ 
authority to take appropriate disciplinary action. If your behavior is inappropriate, undermines 
your authority to instruct or maintain control and discipline with students, compromises your 
objectivity, or harms students, the school district reserves the right to impose discipline for such 
behavior. An employee may also face individual liability for inappropriate online communications 
with students and/or parents and guardians, as well as exposing the district to vicarious liability in 
certain instances. 
 
At the same time, the district recognizes that, in limited cases, use of cell phone text messages or 
cell phone calls or emails outside of regular school hours may be reasonably necessary. For 
example, in connection with school sponsored events for which employees serve as duly 
appointed advisors, they may need to convey messages in a timely manner to students and may 
not have access to school based email accounts, school provided telephones or school based web 
pages. In such limited circumstances, the district anticipates that employees will make reasonable 
use of their cell phones or smart phones to convey time sensitive information on scheduling 
issues and the like. 
 
Employees may not access their personal email accounts or private Facebook accounts using 
school district computer resources. 
 
If you are communicating as an employee of the district in your online communications, you 
must be aware that readers will assume ȅƻǳ άǎǇŜŀƪ ŦƻǊ ǘƘŜ ǎŎƘƻƻƭ ŘƛǎǘǊƛŎǘΦέ ¢ƘŜǊŜŦƻǊŜΣ ŀƭƭ ƻŦ 
your online communications, when you are actually acting on behalf of the district, or creating 
the appearance that you are doing so, must be professional at all times and reflect positively on 
the school district. 
 
In the use of your Facebook account or other social networking site, you may not, without 
ŜȄǇǊŜǎǎ ǇŜǊƳƛǎǎƛƻƴ ŦǊƻƳ ǘƘŜ {ǳǇŜǊƛƴǘŜƴŘŜƴǘ ƻŦ {ŎƘƻƻƭǎΣ ǳǎŜ ǘƘŜ ǎŎƘƻƻƭΩǎ ƭƻƎƻΣ ƭƛƪŜƴŜǎǎ ƻǊ ŀƴȅ 
school photographs or other property that belongs to the school. 
 
wŜŦŜǊŜƴŎŜǎ ǘƻ άCŀŎŜōƻƻƪέ ŀǊŜ ƴƻǘ ƛƴŎƭǳŘŜŘ ǘƻ ƭƛƳƛǘ ŀǇǇƭƛŎŀǘƛƻƴ ƻŦ ǘƘŜƛǊ ǇƻƭƛŎȅ ǘƻ ǳǎŜ ƻŦ ǘƘŀǘ 
program. All online, electronic or computerized means of communication are subject to this 
policy. 
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Given the rapid pace of technological change it is not possible to identify all proprietary or 
commonly named or identified means of such communications. 

 
[Adopted - March 8, 1999] 
[Revision Adopted - September 5, 2003] 
[Revision Adopted - June 22, 2009] 
[Revision Adopted - September 26, 2016] 
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IJOA  SCHOOL-SPONSORED FIELD TRIPS 

 
The School Committee recognizes that firsthand learning experiences provided by field trips can be 
a most effective and worthwhile means of learning. It is the desire of the Committee to encourage 
certain field trips as part of and directly related to the total school program and curriculum. 
 
All field trips must have approval of the principal and comply with the following requirements: 
 

ǒ Educational Relevance ς All trips shall have an Itinerary and Purpose, which shall 
contribute substantially to the Massachusetts Depart of Education Curriculum Standards 
ŀƴŘ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ŜŘǳŎŀǘƛƻƴŀƭ ǇǊƻƎǊŀƳΦ ¢ǊƛǇǎ ƻŦ ǘƘƛǎ ƴŀǘǳǊŜ ǿƛƭƭ ōŜ ŘŜŜƳŜŘ ŀŎŀŘŜƳƛŎ 
and count toward meeting structured learning time requirements. 

 
ǒ Permission and Acknowledgement of Behavior Standards ς Each student must have an 

appropriate permission form executed and signed by a Parent or Guardian for each trip. 
All school rules as per Student Handbooks shall apply and be in place for each trip 

 
Parents/Guardian shall be informed of all rules and regulations and any consequences of 
related infractions. Signed permission forms shall contain a statement of understanding 
and acceptance of these by the student. Permission forms for overnight trips shall 
include authorization to obtain emergency medical care and any pertinent insurance 
data such as name of carrier, insurance number, preferred provider, etc. 

 
It shall be the responsibility of the Administration to obtain and maintain appropriate 
written permission forms for each trip. 

 
ǒ Appropriate Adult Supervision ς All trips shall be supervised and accompanied by 

school personnel. It shall be the responsibility of the Administration to qualify and orient 
each chaperone. All chaperones shall comply with the duties and responsibilities 
guidelines promulgated by the Administration. 

 
ǒ Private Vehicles ς The use of private vehicles for field trips is discouraged. No student 

vehicles are permitted to be used for field trips. Should other private vehicles be used, 
evidence of valid regisǘǊŀǘƛƻƴΣ ŘǊƛǾŜǊΩǎ ƭƛŎŜƴǎŜΣ ŀƴŘ ƭƛŀōƛƭƛǘȅ ƛƴǎǳǊŀƴŎŜ ŎƻǾŜǊŀƎŜ ƛƴ ǘƘŜ 
minimum amounts of $100,000 - $300,000 must be provided. 

 
ǒ Extended/Overnight Trips ς All extended (overnight) trips and excursions except those 

required for student participation in tournament competitions or contests must have 
advance approval of the School Committee. The School Committee will deem if the trip 
is academic or non-academic in nature at that time. Prior to each trip, chaperones shall 
review (with all students and parents/guardians) all standards of conduct and 
emergency procedures that provide for their safety and circumstances under which 
ǎŜǊƛƻǳǎ ƻŦŦŜƴŘŜǊǎ Ƴŀȅ ōŜ ǎŜƴǘ ƘƻƳŜ ƛƳƳŜŘƛŀǘŜƭȅ ŀǘ ǇŀǊŜƴǘΩǎΩκƎǳŀǊŘƛŀƴǎΩ ŜȄǇŜƴǎŜΦ 

 
Business fundraising for any field trips shall be subject to prior approval by the School Committee. 
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[Adopted - May 22, 2000] 
[Revision Adopted - May 13, 2002] 
[Revision Adopted - January 28, 2008] 
[Revision Adopted - September 26, 2016] 
[Revision Adopted - March 13, 2017] 
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IJOA-E SCHOOL-SPONSORED FIELD TRIPS FORMS 

 

FIELD TRIP REQUEST FORM 

TEACHER OR SCHOOL GROUP: __________________________________________________ 

SCHOOL(S) ATTENDING:  _______________________________________________________ 

FIELD TRIP DESTINATION: ______________________________________________________ 

ADDRESS: ___________________________________________________________________ 

TELEPHONE NUMBER: __________________________ 

PROPOSED DATE(S): __________________________________________________________ 

TIME OF DEPARTURE: ___________________     TIME OF RETURN: __________________ 

GRADE LEVEL(S): ________________________   NUMBER OF STUDENTS: _____________ 

STUDENT COST: __________________________  OTHER COSTS: _____________________ 

NUMBER OF CHAPERONES: _______________ 

List of staff members who will be participating on this field trip: 
____________________________________   ______________________________________ 
____________________________________   ______________________________________ 
____________________________________   ______________________________________ 
 

How will this field trip correlate with the Massachusetts Curriculum Frameworks? 
___________________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
 
 

APPROVED:____   DENIED:____ ______________________________     ____________ 
     PRINCIPAL         DATE   

********************************************** *****************************  

Chw {¦t9wLb¢9b59b¢Ω{ hCCL/9 ¦{9 hb[¸ 

 

APPROVED:____   DENIED:____  ______________________________    ____________ 
     SUPERINTENDENT OF SCHOOLS            DATE 
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FIELD TRIP PERMISSION FORM 

Parents/Guardians:  Please complete the bottom portion of this Permission Form and return the 

entire Form, along with your payment (if applicable), to the School by: ____________________. 
 

SCHOOL/TEACHER: _________________________________________________________ 

DAY AND DATE OF TRIP:  ____________________________________________________ 

DEPARTURE TIME: ____________________          RETURN TIME: ____________________ 

FIELD TRIP DESTINATION: ___________________________________________________ 

ADDRESS: ________________________________________________________________ 

DESCRIPTION OF TRIP: ______________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

STUDENT COST:  $______________________   
 

******************************************************************************  

                                        **TO BE COMPLETED BY PARENT/GUARDIAN**  

I, ____________________________________________, hereby give permission for my student, 
    (Printed Name of Parent/Guardian) 
 

 _____________________________________________, to participate in the above-described field trip.    
     (Printed Name of Student) 
 

I have ƛƴŘƛŎŀǘŜŘ ōŜƭƻǿ Ƴȅ ǎǘǳŘŜƴǘΩǎ ǇƘȅǎƛŎŀƭ ƻǊ ƳŜŘƛŎŀƭ ŎƻƴŘƛǘƛƻƴǎ όŜΦƎΦ ŀƭƭŜǊƎƛŜǎύΥ  
 

_________________________________________________________________________ 
 

I may be reached at the following telephone number:  _____________________________ 
 

In the event that I cannot be reached, please contact the following Emergency Contact:   
 

___________________________________________ _________________________ 
  (Printed Name of Emergency Contact)    (Telephone Number)   
 

{ǘǳŘŜƴǘΩǎ aŜŘƛŎŀƭ LƴǎǳǊŀƴŎŜ bǳƳōŜǊΥ ψψψ_______________________________________ 
 

Type: __________________________    Carrier:__________________________________ 

Primary Care Physician: ____________________________ Telephone: ________________  
 

I understand, and have shared with my student, that all school rules are in place for the duration of 
the field trip.  (Please refer to the School Handbook for the Code of Conduct for students.) 

__________________________________________        __________________________________________ 

(Parent/Guardian Sig nature)               ɉ3ÔÕÄÅÎÔȭÓ 3ÉÇÎÁÔÕÒÅɊ 
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IJOB  COMMUNITY RESOURCE PERSONS/SPEAKERS 

 

Human resources are those individuals or groups who are invited into the schools to present 
information and ideas to supplement the classroom course of study. These experiences afford 
students the opportunity to benefit from community viewpoints. Care should be taken in selecting 
these speakers. They should be individuals who respect diversity in thinking and varying views and 
who are not attempting to inappropriately influence points of view. Individuals wishing to make 
school presentations must receive approval from the principal. 
 
[Adopted - December 8, 1998] 
[Reviewed - September 26, 2016] 
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IJOC  SCHOOL VOLUNTEERS 

 
It is the policy of the School Committee to encourage volunteer efforts in the schools. Parents, 
business representatives, senior citizens, and other community volunteers are recognized as 
important sources of support and expertise to enhance the instructional program and vital 
communication links with the community. The principal will approve all volunteers and volunteer 
programs.  All volunteers must satisfactorily complete a criminal background check (CORI) each 
school year (July 1st ς June 30th). 
 

[Adopted - December 8, 1998] 
[Revision Adopted - March 13, 2017] 
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IJOD  GUIDELINES FOR CHAPERONES 
 

1. Each chaperone must satisfactorily complete a criminal records check (CORI) each school 
year according to CORI Policy for both daytime and overnight events.  Chaperones must also 
complete a national fingerprint background check a minimum of two weeks prior to an 
overnight event. 
  

2. Chaperones should review (with all participants) all standards of conduct and emergency 
procedures that provide for their safety and circumstances under which serious offenders 
Ƴŀȅ ōŜ ǎŜƴǘ ƘƻƳŜ ƛƳƳŜŘƛŀǘŜƭȅ ŀǘ ǇŀǊŜƴǘǎΩκƎǳŀǊŘƛŀƴǎΩ ŜȄǇŜƴǎŜΦ 

 
3. Chaperones should obtain and review trip itinerary and list of participants including 

information relative to emergency references, health peculiarities, if any, and any approved 
special individual activities on the trip. 

 
4. Chaperones should review and become familiar with major school rules including but not 

limited to: 

- Code of Conduct 

- Alcohol, Tobacco, and Other Substance Use Policies 

- Harassment Policies 

5. Chaperones should ensure that students are never permitted to move about or remain 
alone in a location away from the school. 

 
6. Chaperones should be available at all times and respond to all emergencies in a timely 

manner. 
 

7. Chaperones should ensure that students follow established schedules and check-in at 
prescribed times and places.  Missing students should be sought after immediately. 

 
8. All Chaperones will be required to read and provide written acknowledgement to the 

Building Principal of a Chaperone Agreement one week prior to event attendance. 
 
 

 
[Adopted - March 13, 2017] 
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IJOD-E CHAPERONE AGREEMENT 

 
CHAPERONE AGREEMENT 

 
 

Thank you for participating in an Oxford Public Schools (OXPS) field trip.  Because field trips are part 
ƻŦ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ŜŘǳŎŀǘƛƻƴŀƭ program, they are essentially considered an extension of the classroom.  
As such, chaperones attending any field trip shall, at all times, represent the District in an 
appropriate and professional manner without causing situations of embarrassment, safety, or 
endangerment.  All chaperones are expected to be examples of good behavior for our students. 
 

Chaperones must be at least 21 years of age and have a valid CORI background check on file with 
the Central Office, and chaperones attending an overnight field trip must also submit to a national 
fingerprint background check. Chaperones must agree to the below requirements before attending 
a field trip. If you cannot commit to the below guidelines, then you may not attend the trip.  Please 
give careful consideration to the requirements below before signing this Agreement.   

 

1. I will maintain contact with students assigned to me at all times, constantly aware of their 
whereabouts, and will not leave the group I am chaperoning without arranging for another 
OXPS chaperone or staff member to take over my responsibilities. 

 

2. I will be aware of student safety, notifying staff of any unsafe or hazardous conditions. 
 

3. I will not be alone with a student, and will make sure an OXPS staff member is always present. 
 

4. I will comply, during the entire field trip, with any and all instructions directed to me and/or 
the group by OXPS staff, including adherence to established time frames and attending all 
scheduled activities and meals (no deviation from scheduled itinerary). 

 

5. I will maintain acceptable standards of dress and grooming per staff recommendations.  
 

6. I will refrain from the use of inappropriate or foul language and will discuss age-appropriate 
ǘƻǇƛŎǎ ƻƴƭȅ ǿƛǘƘ ǎǘǳŘŜƴǘǎΦ  L ǿƛƭƭ ƴƻǘ ŜȄǇƻǎŜ ǎǘǳŘŜƴǘǎ ǘƻ άŀŘǳƭǘέ ŎƻƴǾŜǊǎations.  

 

7. I will refrain from purchasing any food or other items for students and will not lend money to 
ŀƴȅ ǎǘǳŘŜƴǘǎΣ ǳƴƭŜǎǎ ǇŜǊƳƛǎǎƛƻƴ ƛǎ ǇǊŜǾƛƻǳǎƭȅ ƎǊŀƴǘŜŘ ōȅ ǎǘǳŘŜƴǘΩǎ ǇŀǊŜƴǘǎΦ 

 

8. I will abstain, at all times, from: (a) the consumption of alcoholic beverages; (b) smoking any 
products or materials including, but not limited to, tobacco, electronic devices, vaping, e-
cigarettes, and cannabis; and (c) use of any illegal drugs.   

 

9. I will familiarize myself with all school rules and regulations addressed in the Parent/Student 
Handbook and will follow them for the duration of the field trip. 

 

10. I will not bring friends or other family members on the field trip.  
 

Date of Field Trip: _______________________    Destination: ____________________________ 
 
I have read and understand the above requirements and agree to follow the chaperone guidelines. 
 
________________________________________  ______________________________ 
Parent/Guardian Signature     Date 
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IK  ACADEMIC ACHIEVEMENT 

 

The philosophy of the {ŎƘƻƻƭ /ƻƳƳƛǘǘŜŜ ŎƻƴŎŜǊƴƛƴƎ ŀŎŀŘŜƳƛŎ ŀŎƘƛŜǾŜƳŜƴǘΣ ŀǎ ǿŜƭƭ ŀǎ ŎƘƛƭŘǊŜƴΩǎ 
social growth and development, is based on the premise that children have diverse capabilities and 
individual patterns of growth and learning. 
 
Therefore, the Committee feels it is important that teachers have as much accurate knowledge of 
students as possible in order to assess their needs and growth, in order to make instructional plans 
for each student. A sharing of information among parent, teacher and student is essential. 
 
The Committee supports staff efforts to find better ways to measure and report student progress. 
It will require that: 
 

1. Parents be informed regularly of the progress their children are making in school. 
 

2. Parents be alerted and conferred with as soon as possible wƘŜƴ ŀ ŎƘƛƭŘΩǎ ǇŜǊŦƻǊƳŀƴŎŜ ƻǊ 
attitude becomes unsatisfactory or shows marked or sudden deterioration. 

  
3. LƴǎƻŦŀǊ ŀǎ ǇƻǎǎƛōƭŜΣ ŘƛǎǘƛƴŎǘƛƻƴǎ ǿƛƭƭ ōŜ ƳŀŘŜ ōŜǘǿŜŜƴ ŀ ǎǘǳŘŜƴǘΩǎ ŀǘǘƛǘǳŘŜ ŀƴŘ Ƙƛǎ ŀŎŀŘŜƳƛŎ 

performance. 
 

4. At comparable levels, the school system will strive for consistency in grading and reporting 
except, if this is inappropriate for certain classes or certain students. 

 
5. When no grades are given but students are evaluated informally in terms of their own 

progress, the school staff will also provide a rŜŀƭƛǎǘƛŎ ŀǇǇǊŀƛǎŀƭ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǎǘŀƴŘƛƴƎ ƛƴ 
relation to his/her peers. 

 
6. When grades are given, the school staff will take particular care to explain the meaning of 

marks and symbols to parents. 
 
[Adopted - March 22, 1999] 
[Reviewed - September 26, 2016] 



O x f o r d  S c h o o l  C o m m i t t e e  P o l i c y  M a n u a l| 165 

 

 

IKAB  STUDENT PROGRESS REPORTS TO PARENTS/GUARDIANS 

 
 
¢ƘŜ {ŎƘƻƻƭ /ƻƳƳƛǘǘŜŜ ǊŜŎƻƎƴƛȊŜǎ ǘƘŜ ǎŎƘƻƻƭΩǎ ƻōƭƛƎŀǘƛƻƴ ǘƻ ƎƛǾŜ ǇŜǊƛƻŘƛŎ ǊŜǇƻǊǘǎ ƻŦ ŀ ǎǘǳŘŜƴǘΩǎ 
progress and grades. The School Committee further recognizes that these reports are a vital form 
of communication between the school and parents/guardians and that all progress reports shall be 
reported with the proper maintenance of confidentiality. 
 
The appropriate teacher(s) or other professional personnel will issue a report documenting the 
ǎǘǳŘŜƴǘΩǎ ǇǊƻƎǊŜǎǎ ǇŜǊƛƻŘƛŎŀƭƭȅ during each school year.  Reports shall be issued in accordance with 
ǘƘŜ ǎŎƘŜŘǳƭŜ ƻǳǘƭƛƴŜŘ ƛƴ ŜŀŎƘ ƛƴŘƛǾƛŘǳŀƭ ǎŎƘƻƻƭΩǎ {ǘǳŘŜƴǘ IŀƴŘōƻƻƪΦ 
 
[Adopted - March 22, 1999] 
[Revision Adopted - May 14, 2018]   
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IKE  PROMOTION AND RETENTION OF STUDENTS 

 
The School Committee is dedicated to the best total and continuous development of each student 
enrolled.  The professional staff is expected to place students at the grade level best suited to them 
academically, socially, and emotionally. 

In evaluating student achievement, each teacher will make use of all available information, 
including results of teacher-made tests and other measures of skill and content mastery, 
standardized test results, and teacher observation of student performance.  The Principal will direct 
and aid teachers in their evaluations and review grade assignments in order to ensure uniformity of 
evaluation standards. 

Students will normally progress annually from grade to grade.  Exceptions may be made when, in 
the judgment of the professional staff, such exceptions are in the best educational interest of the 
students involved.  Exceptions will only be made after prior notification and explanation to each 
student's parents/guardians, but the final decision will rest with the building Principal. 

SOURCE:  MASC 
 
[Adopted - May 14, 2018] 
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IL  EVALUATION OF INSTRUCTIONAL PROGRAMS 

 

The School Committee considers comprehensive and objective evaluation of the effectiveness of 

the curriculum to be of primary importance.  The Superintendent will provide for the translation of 

the stated instructional goals into objectives and for the appraisal of their implementation in order 

to achieve the following: 

1. Determine the educational needs and provide information for planning. 

2. Indicate instructional strategies and weaknesses. 

3. Check on the suitability of programs in terms of community requirements. 

4. {Ƙƻǿ ǘƘŜ ǊŜƭŀǘƛƻƴǎƘƛǇ ōŜǘǿŜŜƴ ŀŎƘƛŜǾŜƳŜƴǘ ŀƴŘ ǘƘŜ ǎŎƘƻƻƭ ŘƛǎǘǊƛŎǘΩǎ ǎǘŀǘŜŘ goals. 

5. Provide data for public information. 

 

Elements of this evaluation process may include the following: 

 

1. Testing programs such as nationally standardized general achievement tests, nationally 

standardized tests in specific subject areas, or tests administered by other agencies. 

2. Study of school achievement records. 

3. {ǘǳŘȅ ƻŦ ǎǘǳŘŜƴǘǎΩ ƘƛƎƘ ǎŎƘƻƻƭ ǊŜŎƻǊŘǎ ŀƴŘ ŘǊƻǇ-out records. 

4. Use of outside agencies, participation in regional research studies, and contracted 

evaluation services. Services at a cost to the school district must be approved in advance by the 

School Committee. 

5. Teacher and parent evaluation of student behavior. 

6. Massachusetts Department of Elementary and Secondary Education specialists and services. 

7. Evaluation by the regional accrediting association. 

8. Evaluation by other agencies. 

An evaluation of the curriculum and its effectiveness will be periodically reported to the School 

Committee by the Superintendent or his/her designee. 

[Adopted - May 14, 2018]   
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IMD  SCHOOL CEREMONIES AND OBSERVANCES 

 

The United States Constitution and Constitution of the Commonwealth of Massachusetts and 
ǊŜƭŀǘŜŘ ŎƻǳǊǘ ǊǳƭƛƴƎ ŎƭŜŀǊƭȅ ŜǎǘŀōƭƛǎƘ ǘƘŜ ŎƻƴŎŜǇǘ ƻŦ άŎƘǳǊŎƘ ŀƴŘ ǎǘŀǘŜ ǎŜǇŀǊŀǘƛƻƴέ ŀƴŘ ǘƘŜ 
άǇǊŜŎƭǳǎƛƻƴ ƻŦ ǎŜŎǘŀǊƛŀƴ ƛƴǎǘǊǳŎǘƛƻƴ ƛƴ ǇǳōƭƛŎ ǎŎƘƻƻƭǎΦέ 
 
In order to help staff members abide by the spirit and letter of the law, and to avoid compromising 
ŀƴȅ ǎǘǳŘŜƴǘΩǎ ǊŜƭƛƎƛƻǳǎ ōŜƭƛŜŦǎ ƻǊ ŦǊŜŜŘƻƳǎΣ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ƎǳƛŘŜƭƛƴŜǎ ƘŀǾŜ ōŜŜƴ ŜǎǘŀōƭƛǎƘŜŘΥ 
 

¶ The observance of religious holidays is not the responsibility of the public schools. 
 

¶ While it is recognized that many activities are initiated with the approach of major 
holidays in order to capitalize on the readiness and interest that is generated at 
these times, it should be understood that such occasions frequently have religious 
underpinnings. Care should be taken to relate only to secular aspects of these 
holidays. 

 

¶ Music programs given at times close to religious holidays should not use religious 
aspects of these holidays as the underlying motive or theme. Although religious 
music is appropriate in the schools to the extent that it is sung or presented for 
musical rather than religious content, its use should not violate the secular nature of 
the school. Pageants, plays, recitals, and other literary or dramatic activities should 
not be used to convey religious messages. While the holidays represent a valid 
source of ideas of meaningful school art experiences, teachers should avoid 
assigning or encouraging artwork that promotes religious aspects of such holidays. 
If, however, individual students choose to use a religious personage, event, or 
symbol as the vehicle for an artistic expression, they should be allowed to take this 
action. 

 
The above statements should not be interpreted to preclude the factual and objective teaching 
about religion, religious holidays, and religious differences. Such instruction will be permitted in the 
schools since insights in this area can enhance the mutual understanding needed by all the people 
in a pluralistic society. 
 
[Adopted - March 22, 1999] 
[Reviewed - April 12, 2018]
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IMG  ANIMALS IN SCHOOL 

 
No animal shall be brought to school without prior permission of the Building Principal. 
 
The Oxford Public Schools are committed to providing high quality educational programs to all 
students in a safe and healthy environment. 
 
School Principals, in consultation with the school nurses in each building, shall utilize the 
5ŜǇŀǊǘƳŜƴǘ ƻŦ tǳōƭƛŎ IŜŀƭǘƘ ǇǳōƭƛŎŀǘƛƻƴ άAnimals in the Classroom: Recommendations for 
Schools,έ the Centers ŦƻǊ 5ƛǎŜŀǎŜ /ƻƴǘǊƻƭ ŀƴŘ tǊŜǾŜƴǘƛƻƴ ǇǳōƭƛŎŀǘƛƻƴ άDǳƛŘŜƭƛƴŜǎ ŦƻǊ !ƴƛƳŀƭǎ ƛƴ 
{ŎƘƻƻƭ {ŜǘǘƛƴƎǎΣέ ŀƴŘ ǘƘŜ 5ŜǇŀǊǘƳŜƴǘ ƻŦ 9ƭŜƳŜƴǘŀǊȅ ŀƴŘ {ŜŎƻƴŘŀǊȅ 9ŘǳŎŀǘƛƻƴ ǇǳōƭƛŎŀǘƛƻƴ 
ά5ƛǎǎŜŎǘƛƻƴ ŀƴŘ 5ƛǎǎŜŎǘƛƻƴ !ƭǘŜǊƴŀǘƛǾŜǎ ƛƴ {ŎƛŜƴŎŜ /ƻǳǊǎŜǎΣέ as well as review student health 
records to determine which animals may be allowed in the school building.  The decision of the 
Principal shall be final. 
 
Educational Program 
 
Use of animals to achieve specific curriculum objectives may be allowed by the Building Principal 
provided student health and safety is not jeopardized and the individual requesting that the animal 
be brought to school is responsible for adhering to publications referenced above and any other 
conditions established by the Principal to protect the health and well-being of students. 
 
Student Health 
 
The health and well-ōŜƛƴƎ ƻŦ ǎǘǳŘŜƴǘǎ ƛǎ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ƘƛƎƘŜǎǘ ǇǊƛƻǊƛǘȅΦ  Animals may cause an 
allergic reaction or otherwise impair the health of students.  No animals may be brought to school 
or kept in the school, classroom, office, or common area that may negatively impact the health of 
students who must utilize that area.  Animals that cause an allergic reaction or impair the health of 
students shall be removed from the school immediately so that no student shall have his/her 
health impaired and each student shall have full access to available educational opportunities. 
   
Animals Prohibited from School 
 
Rabies is a growing problem and any fur-bearing animal is susceptible to this very serious fatal 
disease.  Infected animals can transmit this disease to students and staff.  Based on the 
Massachusetts Departments of Health and Education recommendations the following animals are 
prohibited from schools within the Oxford Public Schools.   
 
Wild Animals and Domestic Stray Animals ς Because of the high incidence of rabies in bats, 
raccoons, skunks, foxes and other wild carnivores, these animals should not be permitted in school 
buildings under any circumstances (including dead animals). 
Fur-Bearing Animals (pet dogs,*cats, wolf-hybrids, ferrets, etc.) ς These animals may pose a risk for 
transmitting rabies, as well as parasites, fleas, other diseases and injuries. 
Bats ς Bats pose a high risk for transmitting rabies.  Bat houses should not be installed on school 
grounds and bats should not be brought into the school building. 
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Poisonous Animals ς Spiders, venomous insects and poisonous snakes, reptiles and lizards are 
prohibited for safety reasons.   
 
*Exception:  Guide, Hearing, and Other Service Dogs or Law Enforcement Dogs ς These animals 
may be allowed in school or on school grounds with proof of current rabies vaccination. 
 
Exceptions may be made with the prior approval of the Superintendent of Schools. 
 
Service Animals 
 
The Oxford Public School Committee does not permit discrimination against individuals with 
disabilities, including those who require the assistance of a service animal.  The District will comply 
with Massachusetts law concerning the rights of persons with guide or assistance animals and with 
federal law and will permit such animals on school premises and on school transportation. 
 
CƻǊ ǇǳǊǇƻǎŜǎ ƻŦ ǘƘƛǎ ǇƻƭƛŎȅΣ ŀ άǎŜǊǾƛŎŜ ŀƴƛƳŀƭ ƛƴŎƭǳŘƛƴƎ ŀƴȅ ŘƻƎ ǘƘŀǘ Ƙŀǎ ōŜŜƴ ƛƴŘƛǾƛŘǳŀƭƭȅ ǘǊŀƛƴŜŘ ǘƻ 
do the work or perform tasks for the benefit of ŀƴ ƛƴŘƛǾƛŘǳŀƭ ǿƛǘƘ ŀ ŘƛǎŀōƛƭƛǘȅΦέ  The regulations 
ŦǳǊǘƘŜǊ ǎǘŀǘŜ ǘƘŀǘ άŀ ǇǳōƭƛŎ Ŝƴǘƛǘȅ ǎƘŀƭƭ ƳŀƪŜ ǊŜŀǎƻƴŀōƭŜ ƳƻŘƛŦƛŎŀǘƛƻƴǎ ƛƴ ǇƻƭƛŎƛŜǎΣ ǇǊŀŎǘƛŎŜǎΣ ƻǊ 
procedures to permit the use of a miniature horse by an individual with a disability if the horse has 
been individually trained to do work or perform tasks for the benefit of the individual with the 
ŘƛǎŀōƛƭƛǘȅΦέ   
 
Service animals perform some of the functions and tasks that individuals with disabilities cannot 
perform themselves.  Services animals are not pets.  There are several kinds of service animals that 
assist individuals with disabilities.  Examples include, but are not limited to, animals that: 
 
ǒ !ǎǎƛǎǘ ƛƴŘƛǾƛŘǳŀƭǎ ǿƘƻ ŀǊŜ ōƭƛƴŘ ƻǊ ƘŀǾŜ ǎŜǾŜǊŜ ǎƛƎƘǘ ƛƳǇŀƛǊƳŜƴǘǎ ŀǎ άǎŜŜƛƴƎ ŜȅŜ ŘƻƎǎέ ƻǊ 
άƎǳƛŘŜ ŘƻƎǎΤέ 

ǒ Alert individuals with hearing impairments to sounds; 

ǒ Pull wheelchairs or carry and pick-up items for individuals with mobility impairments; and 

ǒ Assist mobility-impaired individuals with balance. 

 
The District shall not assume or take custody or control of, or responsibility for, any service animal 
or the care or feeding thereof.  The owner or person having custody and control of the animal shall 
be liable for any damage to persons, premises, property, or facilities caused by the service animal, 
including, but not limited to, clean up, stain removal, etc. 
 
If, in the opinion of the School Principal or authorized designee, any service animal is not in the 
control of its handler, or if it is not housebroken, the service animal may be excluded from the 
school or program.  The service animal can also be excluded if it presents a direct and immediate 
threat to others in the school.  The parent or guardian of the student having custody and control of 
the animal will be required to remove the service animal from District premises immediately. 

 
If any student or staff member assigned to the classroom in which a service animal is permitted 
suffers an allergic reaction to the animal, the person having custody and control of the animal will 
be required to remove the animal to a different location designated by the Building Principal or 
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designee and an alternative plan will be developed with appropriate District staff.  Such plan could 
include the reassignment of the person having custody and control of the animal to a different 
classroom.  This will also apply if an individual on school transportation suffers an allergic 
reaction.  In this case, an alternate plan will be developed in coordination with appropriate school, 
District, and transportation staff including the involvement of the parents/guardian of the student. 

 
When a student will be accompanied by a service animal at school or in other District facilities on a 
ǊŜƎǳƭŀǊ ōŀǎƛǎΣ ǎǳŎƘ ǎǘŀŦŦ ƳŜƳōŜǊ ƻǊ ǎǳŎƘ ǎǘǳŘŜƴǘΩǎ ǇŀǊŜƴǘ ƻǊ ƎǳŀǊŘƛŀƴΣ ŀǎ ǿŜƭƭ ŀǎ ǘƘŜ ŀƴƛƳŀƭΩǎ 
owner and any other person who will have custody and control of the animal will be required to 
sign a document stating that they have read and understood the foregoing. 
 
The Superintendent of Schools or his/her designee shall be responsible for developing procedures 
ǘƻ ŀŎŎƻƳƳƻŘŀǘŜ ŀ ǎǘǳŘŜƴǘΩǎ ǳǎŜ ƻŦ ŀƴ ŀǎǎƛǎǘŀƴŎŜ ŀƴƛƳŀƭ ƛƴ 5ƛǎǘǊƛŎǘ ŦŀŎƛƭƛǘƛŜǎ ŀƴŘ ƻƴ ǎŎƘƻƻƭ 
transportation vehicles. 
 
[Adopted - March 14, 2011] 
[Revision Adopted ς April 23, 2018] 
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SECTION J.  STUDENTS 
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JEB  KINDERGARTEN ENTRANCE POLICY 

 
Children who will be 5 years of age on or before August 31st of the school year in which they wish 
to enroll will be eligible to enter kindergarten.  The Oxford Public Schools recognizes that some 
children who turn 5 years old shortly after the cutoff date of August 31st may exhibit the cognitive, 
emotional, and social maturity to begin kindergarten.  !ǎ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ Ƴƛǎǎƛƻƴ ƛǎ ǘƻ ǇǊƻǾƛŘŜ ǘƘŜ 
best education for all students, children seeking early admittance who turn 5 years old between 
September 1st and October 31st must meet the following criteria to be considered for entrance: 
 

1. ²ǊƛǘǘŜƴ ƴƻǘƛŎŜ ƻŦ ǘƘŜ ǇŀǊŜƴǘΩǎ ƛƴǘŜƴǘ ǘƻ ŀǇǇƭȅ ŦƻǊ ǘƘŜƛǊ ŎƘƛƭŘΩǎ ŜŀǊƭȅ ŀŘƳƛǘǘŀƴŎŜ Ƴǳǎǘ 
be received by the Building Principal no later than April 1st of the prior school year.  
Supporting documentation in items #2 and #3 below must be completed and 
submitted by May 15th. 

 
2. Written letters from daycare or preschool providers and/or teachers with direct 

ƪƴƻǿƭŜŘƎŜ ƻŦ ǘƘŜ ŎƘƛƭŘΩǎ ǊŜŀŘƛƴŜǎǎ ŦƻǊ ŜƴǘǊŀƴŎŜ ƛƴǘƻ ŀ Ŧǳƭƭ-day kindergarten program 
must be received by May 15th of the prior school year. 

 
3. Kindergarten questionnaire completed by parent, pediatrician, and current daycare 

or preschool provider must be received by May 15th of the prior school year.  In the 
case of a child who has not attended daycare or preschool, a comprehensive 
questionnaire will be completed by the full-time guardian. 

 
4. Formal assessment will be conducted by district personnel to determine cognitive, 

emotional, and social development.  This assessment may include an observation of 
the child in his/her daycare or preschool setting, ƻǊ ǿƛǘƘƛƴ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ǇǊŜǎŎƘƻƻƭ 
program. 

 
5. After all criteria have been met and completed, the admission team, comprised of 

members appointed by the Superintendent or Principal, will submit its written 
recommendation to the Principal. 

 
6. The decision of the Principal is final, based upon the recommendation of the 

admission team and with class size not to exceed the Class Size Policy limits at the 
beginning of the school year. 

 
7. Written notification will be made to the family by the last day of school. 

 
 
[Adopted - June 24, 2013] 
[Revision Adopted - March 28, 2017] 
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JEC  SCHOOL ENTRANCE AGE 

 

Each child must attend school beginning in September of the calendar year in which he or she 
attains the age of six. 
 

LEGAL REF:  M.G.L. 15:1G 
  Board of Education Regulations for Entrance to First Grade and Kindergarten 
   
[Adopted - May 22, 2000] 
[Revision Adopted - November 14, 2016] 
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JFABD HOMELESS STUDENTS: ENROLLMENT RIGHTS AND SERVICES 

 
 
To the extent practical and as required by law, the district will work with homeless students and 
their families to provide stability in school attendance and other services. Special attention will be 
given to ensuring the enrollment and attendance of homeless students not currently attending 
school. Homeless students will be provided district services for which they are eligible, including 
Head Starts and comparable pre-school programs, Title I, similar state programs, special education, 
bilingual education, vocational and technical education programs, gifted and talented programs 
and school nutrition programs. 

Homeless students are defined as lacking a fixed, regular and adequate nighttime residence, 
including: 
1. Sharing the housing of other persons due to loss of housing or economic hardship; 
2. Living in motels, hotels, trailer parks or camping grounds due to the lack of alternative 

adequate accommodations; 
3. Living in emergency or transitional shelters; 
4. Being abandoned in hospitals; 
5. Awaiting foster care placement; 
6. Living in public or private places not designed for or ordinarily used as regular sleeping 

accommodations for human beings; 
7. Living in cars, parks, public spaces, abandoned buildings, substandard housing, transportation 

stations or similar settings; 
8. Migratory children living in conditions described in the previous examples. 
 
¢ƘŜ ǎǳǇŜǊƛƴǘŜƴŘŜƴǘ ǎƘŀƭƭ ŘŜǎƛƎƴŀǘŜ ŀƴ ŀǇǇǊƻǇǊƛŀǘŜ ǎǘŀŦŦ ǇŜǊǎƻƴ ǘƻ ōŜ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ƭƛŀƛǎƻƴ ŦƻǊ 
homeless students and their families. 
 
To the extent feasible, homeless students will continue to be enrolled in their school of origin while 
they remain homeless or until the end of the academic year in which they obtain permanent 
housing. Instead of remaining in the school of origin, parents or guardians of homeless students 
may request enrollment in the school in the attendance area in which the student is actually living, 
or other schools. Attendance rights by living in attendance areas, other student assignment 
policies, or intro and inter-district choice options are available to homeless families on the same 
terms as families resident in the district. 
 
If there is an enrollment dispute, the student shall be immediately enrolled in the school in which 
enrollment is sought, pending resolution of the dispute. The parent or guardian shall be informed 
ƻŦ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ŘŜŎƛǎƛƻƴ ŀƴŘ ǘƘŜƛǊ ŀǇǇŜŀƭ ǊƛƎƘǘǎ ƛƴ ǿǊƛǘƛƴƎΦ ¢ƘŜ ŘƛǎǘǊƛŎǘΩǎ ƭƛŀƛǎƻƴ ǿƛƭƭ ŎŀǊǊȅ ƻǳǘ ŘƛǎǇǳǘŜ 
resolution as provided by state rule. Unaccompanied youth will also be enrolled pending resolution 
of the dispute. 
 
Once the enrollment decision is made, the school shall immediately enroll the student, pursuant to 
district policies. If the student does not have immediate access to immunization records, the 
student shall be admitted under a personal exemption. Students and families should be 
encouraged to obtain current immunization records or immunizations as soon as possible, and the 
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ŘƛǎǘǊƛŎǘ ƭƛŀƛǎƻƴ ƛǎ ŘƛǊŜŎǘŜŘ ǘƻ ŀǎǎƛǎǘΦ wŜŎƻǊŘǎ ŦǊƻƳ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǇǊŜǾƛƻǳǎ ǎŎƘƻƻƭ ǎƘŀƭƭ ōŜ ǊŜǉǳŜǎǘŜŘ 
from the previous school pursuant to district policies. Emergency contact information is required at 
ǘƘŜ ǘƛƳŜ ƻŦ ŜƴǊƻƭƭƳŜƴǘ ŎƻƴǎƛǎǘŜƴǘ ǿƛǘƘ ŘƛǎǘǊƛŎǘ ǇƻƭƛŎƛŜǎΣ ƛƴŎƭǳŘƛƴƎ ŎƻƳǇƭƛŀƴŎŜ ǿƛǘƘ ǘƘŜ ǎǘŀǘŜΩǎ 
address confidentiality program when necessary. 
 
Homeless students are entitled to transportation to their school of origin or the school where they 
are to be enrolled. If the school of origin is in a different district, or a homeless student is living in 
another district but will attend his or her school of origin in this district, the districts will coordinate 
the transportation services necessary for the student, or will divide the costs equally.  All homeless 
students will be entitled to participate in any and all extracurricular activities. 
 
¢ƘŜ ŘƛǎǘǊƛŎǘΩǎ ƭƛŀƛǎƻƴ ŦƻǊ ƘƻƳŜƭŜǎǎ ǎǘǳŘŜƴǘǎ ŀƴŘ ǘƘŜƛǊ ŦŀƳƛƭƛŜǎ ǎƘŀƭƭ Ŏƻƻrdinate with local social 
service agencies that provide services to homeless children and youths and their families; other 
ǎŎƘƻƻƭ ŘƛǎǘǊƛŎǘǎ ƻƴ ƛǎǎǳŜǎ ƻŦ ǘǊŀƴǎǇƻǊǘŀǘƛƻƴ ŀƴŘ ǊŜŎƻǊŘǎ ǘǊŀƴǎŦŜǊǎΩ ŀƴŘ ǎǘŀǘŜ ŀƴŘ ƭƻŎŀƭ ƘƻǳǎƛƴƎ 
agencies responsible for comprehensive housing affordability strategies. This coordination includes 
providing public notice of the educational rights of homeless students in schools, family shelters 
ŀƴŘ ǎƻǳǇ ƪƛǘŎƘŜƴǎΦ ¢ƘŜ ŘƛǎǘǊƛŎǘΩǎ ƭƛŀƛǎƻƴ ǿƛƭƭ ŀƭǎƻ ǊŜǾƛŜǿ ŀƴŘ ǊŜŎƻƳƳŜƴŘ ŀƳŜƴŘƳŜƴǘǎ ǘƻ ŘƛǎǘǊƛŎt 
policies that may act as barriers to the enrollment of homeless students. 
 
LEGAL REF:  Title I, Part C 
  No Child Left Behind Act, 2002  
 
[Adopted - February 25, 2004] 
[Revision Adopted - April 9, 2012] 
[Revision Adopted - March 13, 2017] 
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JFB  SCHOOL CHOICE POLICY 

 
 
It is the policy of this school district to not admit non-resident students except under the terms and 
conditions of the Inter-district School Choice Law (M.G.L. 76:12).  Each school year prior to June 1st, 
the School Committee will decide whether or not the district will participate in the Inter-district 
School Choice Program. This decision will be reaffirmed each school year before June 1st. If the 
district were to participate in the Inter-district School Choice Program, it would do so under the 
following local conditions:  

1.  Class size must remain at or under Class Size Policy limits before considering school choice 
applicants. 

2. By May 1st of each school year, the administration will determine the number of spaces, if 
any, in each school available to choice students.  

3. The selection of non-resident students for admission when the number of requests exceeds 
the number of available spaces will be in the form of a random drawing.  The drawing will take 
place no later than June 1st of each year. Any sibling of a student currently enrolled as a school 
choice student shall, upon application, receive priority for admission to the program. 

4.  Any student who is accepted for admission under the provisions of this policy is entitled to 
remain in the district until graduation from high school except if there is a lack of state funding of 
the school choice program.  

5.  The School Committee affirms its position that it shall not discriminate in the admission of 
any child on the basis of race, color, sex, religion, national origin, sexual orientation, gender 
identity, disability, pregnancy, pregnancy related conditions, or homelessness as well as economic 
status, ancestry, athletic performance, physical disability, special needs, academic performance, or 
proficiency in the English language. 

6. Transportation for school choice students shall be the sole responsibility of the 
parent/guardian. 

7.   With respect to students requiring special needs, in accordance with current law, the 
district will charge the sending district of the non-resident student the actual cost of educating any 
special needs student accepted as part of the choice program, including the cost of a substantially 
separate program or private Chapter 766 day or residential school placement, if applicable. 
 

LEGAL REF:  M.G.L. 71:6; 71:6A; 76:6; 76:12; 76:12B  

CROSS REF: IIB, Class Size Policy 
 
[Adopted - April 27, 2015] 
[Revision Adopted - March 13, 2017] 
[Revision Adopted - May 14, 2018]    
[Revision Adopted - __________________]   
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JFBA  TUITION FREE ENROLLMENT 

 
Commencing September 1994, the School Committee agrees to provide tuition free enrollment in 
the Oxford Public Schools for the children of principals, subject to the following conditions: 
 
1. Notification of enrollment must be given on or before August 1 immediately preceding the 
 school year. 
 
2. Enrollment will be determined by available space. 
 
1. Travel shaƭƭ ōŜ ŀǘ ǘƘŜ ǇǊƛƴŎƛǇŀƭΩǎ ŜȄǇŜƴǎŜΦ 
 
2. School Choice Legislation, if applicable, may reimburse the system for such an enrollment. 
 
 
[Adopted - February 1, 2017] 
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JG  ASSIGNMENT OF STUDENTS TO SCHOOLS 

 

Generally, students will be required to attend school in the attendance area in which they reside, 
unless special permission has been granted by the Superintendent. 
 
Special permission may be granted for the following reasons: 
 
1. If the change appears to be in the interests of the child and of the schools, and for disciplinary 

and administrative reasons. 
 
2. If the legal residence of the child changes from one attendance area to another during the 

school year and the parents wish the child to remain in his former school. 
 

3. To permit secondary school students to take courses not offered in their school. 
 
School bus transportation will not be provided for students attending schools outside their 
attendance area unless they can be accommodated on existing bus routes and schedules; or a 
special needs child is involved. 
 
LEGAL REF: M.G.L. 71:37C; 71:37D; 71:37I; 71:37J 
  Board of Education Regulations Pertaining to Section 8 of Chapter 636 Acts of 1974, 
  Regarding Magnet School Facilities and Magnet Educational Programs 
  Board of Education Regulations Pursuant to Chapter 636 of the Acts of 1974 
  Board of Education Regulations pertaining to the Preparation of Racial Balance  
  Plans Which Involve Redistricting. 
 
[Adopted - December 13, 1999] 
[Revision Adopted - November 14, 2016] 
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JIB  STUDENT INVOLVEMENT IN DECISION-MAKING 

As appropriate to the age of students, class or school organizations and school government 
organizations, such as student councils, may be formed to offer practice in self-government and to 
serve as channels for the expressioƴ ƻŦ ǎǘǳŘŜƴǘǎΩ ƛŘŜŀǎ ŀƴŘ ƻǇƛƴƛƻƴǎΦ 

The Committee will take into consideration student opinions in establishing policies that directly 
affect student programs, activities, privileges and other areas of student sensitivity. 

Students will be welcomed at Committee meetings and granted privileges of speaking in line with 
the privileges extended to the general public. 

Student Advisory Committee 

As required by state law, the Committee will meet at least once every other month while school is 
in session with its student advisory committee, which is composed of five students elected by the 
high school student body.  The chair of the student advisory committee shall be an ex-officio 
nonvoting member of the School Committee without the right to attend executive sessions unless 
such right is expressly granted by the School Committee. 

SOURCE:  MASC 

LEGAL REF.:  M.G.L. 71:38M 

CROSS REF.: BDF, Advisory Committees to the School Committee 

[Adopted - May 14, 2018]   

  

http://www.malegislature.gov/Laws/GeneralLaws/PartI/TitleXII/Chapter71/Section38M
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JICFB  BULLYING 

 
I. Policy 
 
A. It is the policy of the Oxford Public Schools to take pro-active, reasonable measures 

designed to provide a learning and working atmosphere for students, employees and other 
members of the school community free from sexual harassment, bullying, hazing and 
ƛƴǘƛƳƛŘŀǘƛƻƴΦ ¢ƘŜǎŜ ǘŜǊƳǎ ŀǊŜ ǊŜŦŜǊŜƴŎŜŘ ƘŜǊŜƛƴ ŀǎ άƘŀǊŀǎǎƳŜƴǘέΣ ǿƘƛŎƘ ƛǎ ƳƻǊŜ ǇŀǊǘƛŎǳƭŀǊƭȅ 
defined below. The District in the strongest possible terms condemns harassment, whether 
based on race, color, religion, national origin, age, gender, sexual orientation, disability, or 
any other reason.  

 
B. It is a violation of policy for any administrator, teacher or other employee, or any student or 

other member of the school community, to engage in or condone harassment in school, on 
school grounds or at or in a school-related function, activity, communication or contact, or 
to fail to report or otherwise take reasonable corrective measures when they become 
aware of an incident of harassment.  

 
C. This policy is not designed or intended to, nor shall it, limit thŜ ǎŎƘƻƻƭΩǎ ŀǳǘƘƻǊƛǘȅ ǘƻ ǘŀƪŜ 

disciplinary action to take remedial action when such harassment occurs out of school, but 
Ƙŀǎ ŀ ǎǳŦŦƛŎƛŜƴǘ ƴŜȄǳǎ ǘƻ ǎŎƘƻƻƭ ǳƴŘŜǊ ŀǇǇƭƛŎŀōƭŜ ƭŀǿΣ ƻǊ ƛǎ ŘƛǎǊǳǇǘƛǾŜ ǘƻ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ƻǊ 
ǎǘǳŘŜƴǘΩǎ ǿƻǊƪ ƻǊ ǇŀǊǘƛŎƛǇŀǘƛƻƴ ƛƴ ǎŎƘƻƻƭ-related activities.  

  
Reports of harassment, including but not limited to cyber-bullying by electronic or other 
means, occurring in or out of school will be reviewed, and, when a sufficient nexus to school 
or school-related work exists, will result in discipline. 

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

harassment and take reasonable action to see that the applicable policies and procedures of 
this school district are implemented.  All members of the school community are and must 
act as partners in such efforts if we are to have any reasonable chance of success in 
preventing or minimizing activity of this type, which is harmful to both the victim and the 
perpetrator.  The children attending our schools are in critical, formative stages of their 
lives.  To the extent that we, working together, are able to show them a better way, they 
will reap immeasurable, lifelong benefits.   

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

the right to file a complaint and to receive reasonably prompt and appropriate handling of 
the complaint. While proper enforcement of this policy foreseeably may require disclosure 
of any or all information received, all reasonable efforts will be made to maintain 
confidentiality to the extent consistent with such enforcement.  

 
F. The Building Principal/Designee shall be responsible for assisting employees and students 

seeking guidance or support in addressing matters relating to any form of harassment.  
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II. Prohibition and Definitions  
 
Harassment, including bullying, may take a variety of forms. It is utterly unacceptable in a school or 
work environment. As a result, neither any student, nor employee nor other member of the school 
community shall be subjected to harassment, intimidation, bullying, or cyber-bullying in any public 
educational institute. 
 
A. άIŀǊŀǎǎƳŜƴǘέΣ ƛƴŎƭǳŘƛƴƎ ά.ǳƭƭȅƛƴƎέΣ ǘƘŜ ƭŀǘǘŜǊ ƛƴŎƭǳŘƛƴƎ ōǳǘ ƴƻǘ ƭƛƳƛǘŜŘ ǘƻ άŎȅōŜǊ-ōǳƭƭȅƛƴƎέΣ 

as used in this policy means an unwelcome written, electronic, verbal or physical 
communication, act or gesture which: (1) reasonably causes a student or employee to feel 
coerced, intimidated, harassed or threatened and (2) under the circumstances foreseeably 
may cause: (a) a reasonable person to suffer physical or emotional harm, or (b) damage to a 
ǎǘǳŘŜƴǘΩǎ ƻǊ ŜƳǇƭƻȅŜŜΩǎ ǇǊƻǇŜǊǘȅΣ ƻǊ όŎύ ŀ ŘƛǎǊǳǇǘƛǾŜ ƻǊ ƘƻǎǘƛƭŜ ǎŎƘƻƻƭ ŜƴǾƛǊƻƴƳŜƴǘΦ  The 
ōŜƘŀǾƛƻǊ Ƴǳǎǘ ƛƴǘŜǊŦŜǊŜ ǿƛǘƘ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ŀōƛƭƛǘȅ ǘƻ ǇŜǊŦƻǊƳ Ƙƛǎ ƻǊ ƘŜǊ ŘǳǘƛŜǎ ƻǊ ǿƛǘƘ ŀ 
ǎǘǳŘŜƴǘΩǎ ŀŎŀŘŜƳƛŎ ǇŜǊŦƻǊƳŀƴŎŜ ƻǊ ŀōƛƭƛǘȅ ǘƻ ƭŜŀǊƴΣ ƻǊ ƛƴǘŜǊŦŜǊŜ ǿƛǘƘ ŀ ǎǘǳŘŜƴǘΩǎ ŀōƛƭƛǘȅ ǘƻ 
participate in or benefit from services, activities, or privileges: 

 
 1. that are being offered by or through the school district; or 
 2. during any district-related educational program or activity; or 

3. while in school, on or using school district property or equipment, in a school 
vehicle, on a school bus, at school-designated bus stops, at school-sponsored 
activities, at school-sanctioned events; or 

4. through the use of data, telephone or computer software that is accessed through a 
computer, computer system, or computer network or any public education institute 
related to or provided or facilitated by the district; or 

5. in circumstances otherwise having a sufficient nexus with the school district. 
 
B. ά9ƭŜŎǘǊƻƴƛŎ ŎƻƳƳǳƴƛŎŀǘƛƻƴέ ŀǎ ǳǎŜŘ ƛƴ ǘƘƛǎ ǇƻƭƛŎȅ ƳŜŀƴǎ ŀƴȅ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ǘƘǊƻǳƎƘ ŀƴ 

electronic device, including but not limited to a telephone, cellular phone, computer or 
pager.  
 

III. Guidelines and Procedures for Investigating and Processing Harassment Claims 
 
Harassment may take many forms. In a school district, such could involve an instance of staff 
member to staff member, staff member to student, student to staff member, or student to 
student. It conceivably could also include parent ǘƻ ŀ ǎǘǳŘŜƴǘ ƻǘƘŜǊ ǘƘŀƴ ǘƘŜ ǇŀǊŜƴǘΩǎ ŎƘƛƭŘΣ ǎǘŀŦŦ 
member to parent, or parent to staff member.  This listing is illustrative and the procedures set 
ŦƻǊǘƘ ƘŜǊŜƛƴ ŀǊŜ ƴƻǘ ƛƴǘŜƴŘŜŘ ǘƻ ƭƛƳƛǘ ǘƘŜ ŘŜŦƛƴƛǘƛƻƴ ƻŦ ƘŀǊŀǎǎƳŜƴǘΣ ƴƻǊ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ŀǳǘƘƻǊƛǘȅ ǘƻ 
take appropriate action as to same except to the extent that specific subject matter is expressly 
addressed herein.   
 
Guidelines and procedures for dealing with any charge of harassment are as follows: 
 
A. .ȅ ƭŀǿΣ ƘŀǊŀǎǎƳŜƴǘ ƛǎ ŘŜŦƛƴŜŘ ōȅ ǘƘŜ ǾƛŎǘƛƳΩǎ ǇŜǊŎŜǇǘƛƻn in combination with objective 

standards or expectations. What one person may consider acceptable behavior may be 
viewed as harassment by another person. Therefore, in order to protect the rights of both 
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parties, it is important that the victim make it clear to the harasser that the behavior is 
objectionable.  

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

complaint to ensure that the subsequent investigation is focused on the relevant facts. If 
possible victim should sign the complaint.  Oral and anonymous complaints will be reviewed 
but are inherently difficult to investigate and may not be procedurally fair; as a result, no 
disciplinary action shall be taken on anonymous complaints unless verified by what the 
administration in the good faith exercise of its reasonable discretion deems to be clear and 
convincing evidence. All other complaints will be reviewed based on a preponderance of 
evidence standard, namely whether the administration in the exercise of its 
aforementioned discretion, taking into account all material information and circumstances, 
concludes that a violation of this policy more likely than not has occurred.  

 
C. Any school employee who has reasonably reliable information that would lead a reasonable 

person to suspect that a person may be a target of harassment, bullying or intimidation 
shall immediately, as a condition of employment report it to the administration.  Each 
school shall document each prohibited incident that is reported and confirmed, and report 
each such incident and the resulting consequences, including discipline and referrals if any, 
ǘƻ ǘƘŜ {ǳǇŜǊƛƴǘŜƴŘŜƴǘΩǎ ƻŦŦƛŎŜ ƛƴ ǘƛƳŜƭȅ ŦŀǎƘƛƻƴ ŀƴŘ ǿƛǘƘƻǳǘ ŀƴȅ ŀǾƻƛŘŀōƭŜ ŘŜƭŀȅΦ    

 
D. A good faith report from a staff member is not grounds for any legal liability and, since such 

ǊŜǇƻǊǘǎ ŀǊŜ ŀ ŎƻƴŘƛǘƛƻƴ ƻŦ ǘƘŜ ǎǘŀŦŦ ƳŜƳōŜǊΩǎ ŜƳǇƭƻȅƳŜƴǘ ƛǎ ŎƻƴǎƛŘŜǊŜŘ ǘƻ ƘŀǾŜ ōŜŜƴ ƳŀŘŜ 
in the course of employment for purposes of employment the Municipal Tort Claims Act, 
M.G.L. c. 258. As a result, the employee would not be subject to damages simply by reason 
of making such a report, and in the event of a suit based solely thereon would be covered 
ōȅ ǘƘŜ ǎŎƘƻƻƭ ŘƛǎǘǊƛŎǘΩǎ ƛƴǎǳǊŀƴŎŜ ǇƻƭƛŎȅ ǿƘƛŎƘ ǇǊƻǾƛŘŜǎ ŘŜŦŜƴǎŜ ƻŦ ǎǳŎƘ ǎǳƛǘǎΦ 

 
E. If an instance of student to student harassment, as defined in Sec. II above, is reported to a 

staff member other than an administrator, the staff member must inform the Building 
Principal/Designee in timely fashion. If the alleged harasser would otherwise be responsible 
for conducting an investigation, the Alternate Harassment Coordinator designated by the 
Superintendent or District School Committee, who is presently the Curriculum Coordinator, 
ǎƘŀƭƭ ŎƻƴŘǳŎǘ ǘƘŜ ƛƴǾŜǎǘƛƎŀǘƛƻƴ ŀƴŘ ǊŜǇƻǊǘ ǘƻ ǘƘŜ ŀƭƭŜƎŜŘ ƘŀǊŀǎǎŜǊΩǎ ƛƳƳŜŘƛŀǘŜ ǎǳǇŜǊǾƛǎƻǊΦ 

 
F. If a situation involving a charge of staff member to student harassment, as defined in Sec. II. 

above, is brought to the attention of any staff member, the staff member should notify the 
Building Principal immediately. 

 
G. Once a charge of harassment has been made, the following course of action should be 

taken. 
мΦ ¢ƘŜ .ǳƛƭŘƛƴƎ tǊƛƴŎƛǇŀƭ ƻǊ ǎǳŎƘ tǊƛƴŎƛǇŀƭΩǎ ŘŜǎƛƎƴŜŜ ǎƘƻǳƭŘ ŎƻƴŘǳŎǘ ŀ ǊŜŀǎƻƴŀōƭŜΣ ŦŀŎǘǳŀƭ 
investigation by means of discussions with the individuals involved, any other witnesses if 
any, review of any documents and other, written or electronic materials, etc.  
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If the Principal himself or herself does not conduct the investigation, he or she should 
ǊŜǾƛŜǿ ǘƘŜ ŘŜǎƛƎƴŜŜΩǎ ǊŜǇƻǊǘ ŀƴŘ ǎǳǇǇƻǊǘƛƴƎ ŘƻŎǳƳŜƴǘŀǘƛƻƴ όōȅ ǿŀȅ ƻŦ ŜȄŀƳǇƭŜ ƻƴƭȅΣ ŀƴȅ 
written, signed statements by the complainant setting forth the allegations, any such 
statement by the accused and witnesses, and any other materials such as those mentioned 
above), as appropriate to the then current stage of the investigation and before making any 
determination as to whether a violation more likely than not has occurred, and if the 
Principal deems such necessary or advisable should conduct direct interviews himself or 
herself during or following such review and before making a determination.   

 
In situations involving allegations against an employee, the employee should be accorded 
all rights provided by any applicable statute and/or collective bargaining agreement, 
including but not limited to being informed of his/her right to have a third party present at 
the time of the discussion if apt, and in the case of a teacher of the right to counsel if the 
any discussion could conceivably lead to a suspension (see, M.G.L. c. 71, sec. 42D).  

 
In situations involving harassment of students, the Principal should conduct an investigation 
with the appropriate classroom or special subject area teacher. Parents will be informed of 
the situation and invited to participate in resolution discussions if warranted.  

 
Parents of students alleged to have engaged in harassment as to whom suspension is 
imposed shall be notified that they, or one of them must attend a meeting at which the 
behavior, words or images giving rise to the complaint may be reviewed. Before any final 
decision is made as to whether to impose discipline exceeding ten (10) school days, and the 
nature of such discipline, the student and her or his parent(s) will be informed in reasonable 
detail of the factual allegations underlying the complaint and given an opportunity to 
respond to and provide any information material to same.   

 
Lƴ ǘƘŜ ǎŎƘƻƻƭ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴΩǎ ŘƛǎŎǊŜǘƛƻƴΣ ŘŜǇŜƴŘƛƴƎ ƻƴ ƛǘǎ ǇǊŜƭƛƳƛƴŀǊȅ ŀǎǎŜǎǎƳŜƴǘ ƻŦ ǘƘŜ 
seriousness of a reported incident of alleged harassment, a student accused of harassment 
may be suspended from school under the procedures for suspension set forth in the 
student-parent handbook and not readmitted to the regular school program until the 
student and his or her parent(s) attend such meeting.  A ten (10) school day suspension if 
deemed reasonably necessary by the administration may be imposed prior to such a 
meeting, but before any such were imposed the student shall be informed of the ground(s) 
for such possible suspension in sufficient detail to allow the student to respond to the 
charge(s).  A satisfactory conference with the student and his or her parent(s) or legal 
ƎǳŀǊŘƛŀƴόǎύ Ƴǳǎǘ ƻŎŎǳǊ ǇǊƛƻǊ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜŀŘƳƛǎǎƛƻƴΦ   

 
It is important that each situation be resolved as confidentially and as quickly as 
circumstances reasonably permit.   

 
2. At any stage of the proceedings the alleged harasser and the victim may discuss the 
matter at a resolution meeting in the presence of the Principal/Designee and/or parent 
when appropriate. 
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During this discussion, the offending behavior should be described by the victim and the 
administration.  If warranted a request for a change in behavior should be made, and a 
promise should be made that the described behavior will stop and not recur.   If 
circumstances do not permit a face to face meeting the administration will present the 
vƛŎǘƛƳΩǎ ǇƻǎƛǘƛƻƴΦ  Follow-up verification procedures will be explained.  Failure to comply 
after a resolution, if any, is voluntarily reached at such a meeting will result in appropriate 
discipline.  The Principal or his or her designee at the close of the meeting shall prepare a 
written summary of the discussion held at the meeting and of any resolution, if any, agreed 
to at same, and shall ask the parties attending the meeting to review, date and sign the 
agreement.  The administrator shall sign the summary, and if any party to the meeting 
refuses to sign shall note that fact thereon.  No such memorandum must be included in a 
ǎǘǳŘŜƴǘΩǎ ǎŎƘƻƻƭ ǊŜŎƻǊŘ ƻǊ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ǇŜǊǎƻƴƴŜƭ ŦƛƭŜ ǳƴƭŜǎǎ ƻǘƘŜǊǿƛǎŜ ǊŜǉǳƛǊŜŘ ōȅ ƭŀǿΣ 
but the Principal shall keep a copy of same in her or his records.     

 
H. If after a resolution meeting with the involved parties, the Building Principal determines 

that further disciplinary action must be taken, the following may occur: 
 

1. In instances involving student to student or student to staff member harassment, 
subject to applicable law and the disciplinary procedures set forth in the student-parent 
handbook, the student may be subject to discipline, including but not limited to counseling, 
suspension or expulsion.   

 
2. In instances involving staff member to student and staff member to staff member 
harassment, findings will be reported to the Superintendent of Schools for further 
action.  Personnel action, up to and including discharge from employment, may also be 
initiated at this point, consistent with applicable law and collective bargaining agreement.   

 
1. In all cases where in the good faith judgment of the Principal or Superintendent the 
circumstances so warrant, a referral to law enforcement will be made.  School officials will 
coordinate with the Police Department to identify a police liaison for harassment cases.   

 
III. Retaliation 
 
 In the event of retaliation in any form against any person who has made or filed, or 
provided any information as to, a complaint relating to harassment, any employee or student 
found to have engaged in same shall be subject to discipline in accordance with applicable law.  In 
the case of an employee, up to and including dismissal from employment, and in the case of a 
student up to and including expulsion.  If warranted a referral to law enforcement shall also be 
made. 

 
 IV. Confidentiality 
 
Reports of harassment should be kept completely confidential to the extent consistent with 
necessary investigation procedures, with the goal of protecting the victim and stopping the 
behavior. 
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LEGAL REF: Title VII of the 1964 Civil Rights Act, Section 703 
  Title IX of the 1972 U.S. Civil Rights Act 
  Chapter 151C, Massachusetts General Laws 
  M.G.L. 76:5; 269:17; 269:18; 269:19; 71:82; 71:84 

  
[Adopted - May 10, 2010] 
[Revision Adopted - March 13, 2017] 
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JICH  DRUGS AND WEAPONS POLICY 

 

A student shall not possess, use, or attempt to use any weapons, drugs, counterfeit drugs, or drug 

paraphernalia within school buildings or school facilities, on schools grounds, in school buses, or at 

any school-sanctioned event. 

In order to protect the students of Oxford Public Schools, by law, the Oxford School District will 

adhere to Massachusetts General Laws Chapter 71, Section 37H. 

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

the following provisions: 

Any student who is found on school premises or at school-sponsored or school-sanctioned events, 

including athletic games, in possession of a dangerous weapon, including, but not limited to, a gun 

or a knife; or a controlled or counterfeit substance or paraphernalia as defined in Chapter 94C, 

including, but not limited to marijuana, cocaine, and heroin, may be subject to expulsion from the 

school or school district by the principal. 

!ƴȅ ǎǘǳŘŜƴǘ ǿƘƻ ŀǎǎŀǳƭǘǎ ŀ ǇǊƛƴŎƛǇŀƭΣ ŀǎǎƛǎǘŀƴǘ ǇǊƛƴŎƛǇŀƭΣ ǘŜŀŎƘŜǊΣ ǘŜŀŎƘŜǊΩǎ ŀƛŘŜ ƻǊ ƻǘƘŜǊ 

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. 

Any student who is charged with a violation of either paragraph (a) or (b) shall be notified in 

writing, an opportunity for a hearing will be provided and, that student may have representation, 

along with the opportunity to present evidence and witnesses at said hearing before the principal. 

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 (10) days from the 

date of 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. 

When a student is expelled under the provisions of this section, no school or school district within 

the Commonwealth shall be required to admit such student or to provide educational services to 

said student. If said student does apply for admission to another school or school district, the 

superintendent of the school district to which the application is made may request and shall 

receive from the superintendent of the school expelling the said student a written statement of the 

reasons for said expulsion. 

CƻǊ ǇǳǊǇƻǎŜǎ ƻŦ ǘƘƛǎ ǇƻƭƛŎȅΣ ŀ άǿŜŀǇƻƴέ ƛƴŎƭǳŘŜǎΣ ōǳǘ ƛǎ ƴƻǘ ƭƛƳƛǘŜŘ ǘƻΣ ŀ ƎǳƴΣ ƪƴƛŦŜΣ ǎƭƛƴƎǎƘƻǘΣ 

blowgun, blackjack, metallic knuckles, including a ring intended to be worn on more than one 

ŦƛƴƎŜǊ όάŦǳǎŜŘ ǊƛƴƎǎέύ ƻǊ ƪƴǳŎƪƭŜǎ ƻŦ ŀƴȅ ǎǳōǎǘŀƴŎŜ ǘƘŀǘ ŎƻǳƭŘ ōŜ Ǉǳǘ ǘƻ ǘƘŜ ǎŀƳŜ ǳǎŜ ǿƛǘƘ ǘƘŜ ǎŀƳŜ 

or similar effect as metallic knuckles, nunchaku, zoo bow, also known as clackers or kung Fu sticks, 

or any similar weapon consisting of two pieces of wood, plastic or metal connected at one end by a 
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length of rope, chain, wire or leather, a shuriken or any similar pointed starlike object intended to 

injure a person when thrown, or any armband, made with leather which has metallic spikes, points 

or studs or any similar device made from any other substance of a cestus of similar material 

weighted with metal or other substance and worn on the hand, or manriki gusari chain or similar 

length of chain having weighted ends, any other device or object used or attempted to be used to 

inflict bodily harm on a person may be considered a weapon. 

LEGAL REF: M.G.L. 71:37H 
 
[Adopted - May 12, 2004] 

[Revision Adopted - June 25, 2018]   
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JICI  ALCOHOL, TOBACCO, AND DRUG USE BY STUDENTS PROHIBITED 

 

A student shall not, regardless of the quantity, use or consume, possess, buy or sell, or give away 
any beverage containing alcohol; any tobacco product, including vapor/E-cigarettes; marijuana; 
steroids; or any controlled substance. The School Committee prohibits the use or consumption by 
students of alcohol, tobacco products, or drugs on school property or at any school function. 
 
Additionally, any student who is under the influence of drugs or alcoholic beverages prior to, or 
during, attendance at or participation in a school-sponsored activity, will be barred from that 
activity and may be subject to disciplinary action. 
 
¢Ƙƛǎ ǇƻƭƛŎȅ ǎƘŀƭƭ ōŜ ǇƻǎǘŜŘ ƻƴ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ǿŜōǎƛǘŜ ŀƴŘ ƴƻǘƛŎŜ ǎƘŀƭƭ ōŜ ǇǊƻǾƛŘŜŘ ǘƻ ŀƭƭ ǎǘǳŘŜƴǘǎ ŀƴŘ 
parents of this policy in accordance with state law. Additionally, the district shall file a copy of this 
policy with DESE in accordance with law in a manner requested by DESE. 
 

SOURCE:   MASC March 2016 
 
LEGAL REF: M.G.L.71:2A; 71:96; 272:40A 
 
CROSS REF: IHAMB, Teaching About Alcohol, Tobacco and Drugs 
  GBEC, Drug Free Workplace Policy 
 
[Adopted - October 5, 2016] 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.malegislature.gov/Laws/GeneralLaws/PartI/TitleXII/Chapter272/Section40a
http://z2policy.ctspublish.com/masc/DocViewer.jsp?docid=126&z2collection=master#JD_GBEC
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JICJ  SUBSTANCE USE AND PREVENTION POLICY 

 

Like many states across the country, Massachusetts is facing a growing epidemic of opioid 
addiction, and the Commonwealth is taking action to address it. Schools play an important role in 
preventing substance use among students and educating students about the dangers of substance 
abuse. Therefore, pursuant to M.G.L. Chapter 71, Section 96 (as amended by Chapter 52 of the Acts 
of 2016), the Oxford Public Schools has developed this policy on Substance Use Prevention and 
Substance Abuse Education. 
 
The Oxford Public Schools is committed to promoting an atmosphere of safety, respect, and caring 
for all students, staff members, and visitors to the school that is conducive to teaching and 
learning. Each school principal or person who holds a comparable position shall be responsible for 
the implementation and oversight of this Substance Use and Prevention Policy at his or her school.  
 
This policy is organized according to the six elements of a Safe and Supportive Schools Framework: 
Leadership; Professional Development; Access to Resources and Services; Academic and Non-
Academic Strategies; Policies, Procedures, and Protocols; and Collaboration with Families. 
 
POLICY GOALS 
 
The Oxford Public Schools recognizes its responsibility in establishing and implementing goals 
regarding use and prevention of substance abuse. The goals are in observance of the six elements 
of a Safe and Supportive Schools Framework as follows: 
 
1.  Leadership 
 
District leadership is essential in developing and implementing effective substance use prevention 
and abuse education policies in order to maintain a safe and supportive learning environment. In 
adopting or updating policies, the school committee will work in conjunction with district and 
school leaders in developing clearly defined goals to prevent and address substance use and abuse 
among youth. This leadership will result in strong links between identified local needs and 
prevention program/system designs.  
 
2.  Professional Development 
 
Comprehensive substance use prevention programs involve the use of multiple strategies that 
include education and training; social competence skill development; social norms with 
expectations for behavior; policies, procedures and protocols; and problem identification and 
referral services. Through the scope of work of the district and school administrators play a key role 
in setting protocols for implementing referral services. 
 
Oxford will provide training, so that all school staff know district policies, procedures, and protocols 
for prevention, intervention, and follow-up in preventing and responding to substance use and 
abuse. All faculty and staff will be provided training on the early warning signs and behaviors that 
indicate a student may be experiencing substance use problems, and will be aware of building-
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based referral systems and other protocols to follow. Staff who are responsible for implementing 
substance use prevention curricula have been provided with specific training and professional 
development on implementing evidence-based programs and effective strategies for preventing 
substance use. 
 
3.  Access to Resources and Services 
 
Faculty and staff see students on a daily basis and often recognize changes in student performance, 
demeanor, and appearance that indicate a student may be at risk. School staff can play a key role in 
identifying and referring students with substance use related problems and working with their 
families. Educators and school counseling personnel will work in collaboration with substance use 
counseling professionals and mental health specialists to meet the needs of those students most at 
risk. 
 
School counseling personnel have access to information and strategies necessary to facilitate 
referrals to community services for the wide variety of mental health problems that students 
experience, including substance use. The Oxford Public Schools will establish a resource list for the 
network of services available through the agencies in our area. 
 
Collaboration between schools and community behavioral health providers will address student-
specific issues, including interventions such as small group, individual supports, and school re-entry 
plans. These efforts can support school staff including consultation on general as well as student-
specific challenges and plans for school and community provider responses when necessary. 
 
4.  Academic and Non-academic Strategies 
 
Integrating substance use prevention and education into schools is one of the easiest ways to reach 
youth and young adults. Oxford Public Schools has implemented evidence-based substance abuse 
prevention curriculum for grades 5 to 12. These programs will be developmentally appropriate.   
 
School-based mental health professionals will work directly with young people who are identified 
as being at risk. At least one adult in the school will be designated as the point of contact and 
support for students who are considered to be at risk. 
 
5.  Policies and Protocols 
 
The Oxford Public Schools has a substance abuse policy that prohibits the use of alcohol, drugs and 
substance abuse on school grounds and at school sponsored events, whether on or off school 
grounds. This policy includes discipline and enforcement provisions, intervention provisions, and 
treatment opportunities for students and staff. Students are informed of the consequences for 
violating the policies. School staff discuss the policies annually with students. 
 
Policies related to the use of verbal screening tools to screen pupils for substance use disorders will 
be well defined and publicized, including any opt-out provisions. (See below for more information 
on Verbal Screening Tools.) 
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The Oxford Public Schools will establish guidelines for working with at-risk students, 
communication with students, staff, parents/guardians, and confidentiality. Schools will include 
procedures for re-integrating students who have been absent and/or in recovery.  
 
It is important to provide and maintain a safe and caring learning environment that is free of 
ŀƭŎƻƘƻƭ ŀƴŘ ŘǊǳƎǎ ŦƻǊ ǎǘǳŘŜƴǘǎΦ ¢ƘŜ ǎŎƘƻƻƭ ŘƛǎǘǊƛŎǘΩǎ ŀǇǇǊƻŀŎƘ ǘƻ ŎŀǎŜǎ ƻŦ ǎǘǳŘŜƴǘǎ ǿƘƻ ŀǊŜ ƻǊ Ƴŀȅ 
be using or abusing alcohol or controlled substances is one of compassion and judicious handling in 
order to facilitate the swift rehabilitation of the student.  
 
If a teacher suspects that a student is under the influence of alcohol or drugs in school, the teacher 
ǎƘƻǳƭŘ ǊŜǇƻǊǘ ǘƘŜ ƳŀǘǘŜǊ ƛƳƳŜŘƛŀǘŜƭȅ ǘƻ ǘƘŜ tǊƛƴŎƛǇŀƭΩǎ ƻŦŦƛŎŜΦ LŦ ǘƘŜ tǊƛƴŎipal suspects a student of 
using or abusing alcohol or drugs, the following procedures apply: 
 
 ¢ƘŜ ǎǘǳŘŜƴǘ ǿƛƭƭ ōŜ ǊŜŦŜǊǊŜŘ ǘƻ ǘƘŜ ǎŎƘƻƻƭ ƴǳǊǎŜΦ !ŦǘŜǊ ǎǇŜŀƪƛƴƎ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΣ ƛŦ ǘƘŜ ƴǳǊǎŜ 

determines that physical symptoms may be present, the nurse will Ŏƻƴǎǳƭǘ ǿƛǘƘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ 
guidance counselor concerning the case. If the school nurse and the guidance counselor agree that 
ƛǘ ƛǎ ƛƴ ǘƘŜ ōŜǎǘ ƛƴǘŜǊŜǎǘ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΣ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǇŀǊŜƴǘǎ ǿƛƭƭ ōŜ ƴƻǘƛŦƛŜŘ ǎƻ ǘƘŀǘ ŀǇǇǊƻǇǊƛŀǘŜ 
action may be taken. (Testing is suggested within twenty-four (24) hours.) 
 
 LŦ ƛǘ ƛǎ ōŜƭƛŜǾŜŘ ǘƘŀǘ ǘƘŜ ǎǘǳŘŜƴǘ ƛǎ ƴƻǘ ƛƴ ǇƻǎǎŜǎǎƛƻƴ ƻŦ ŀƭŎƻƘƻƭ ƻǊ ŘǊǳƎǎ ƛƴ ǎŎƘƻƻƭΣ ōǳǘ ŀǇǇŜŀǊǎ ǘƻ 

be using or abusing alcohol or drugs outside of school, school personnel will discuss the matter 
with the ǎǘǳŘŜƴǘΩǎ ǇŀǊŜƴǘǎ ŀƴŘ ŜȄǇƭƻǊŜ ǘƘŜ Ǉƻǎǎƛōƛƭƛǘȅ ƻŦ ŘƛǊŜŎǘƛƴƎ ǘƘŜƳ ǘƻ ŀ ŎƻǳƴǎŜƭƛƴƎ ƻǊ ǊŜŦŜǊǊŀƭ 
agency that can assist the student with his or her needs. (If the student is found to be in possession 
of alcohol or a controlled substance in school, on school grounds, or at a school-related or school-
sponsored activity, he or she will be subject to disciplinary action and possible referral to law 
enforcement officials.) 
 
When a Student Returns to School: 
 
A student who has entered a treatment program will be readmitted to school when he or she 
submits a statement from a physician, certifying the student is free from alcohol and/or controlled 
substances and is physically fit to return to school, or when the administration of the Oxford Public 
Schools makes a determination that the student may return. 
 
It is strongly advised that, when a student returns to school, he or she become involved in a series 
of conferences with his or her guidance counselor on a weekly basis. 
 
Pending the development or availability of a substance abuse program and upon readmission to 
the school, the student may be assigned to an in-house drug awareness program for a number of 
hours as determined by the Principal or Assistant Principal. 
 
6.  Collaboration with Families 
 
Since 2014, Mass. Gen. Laws c. 71, s. 96 has required each public school to have policies regarding 
substance use prevention and the education of its students about the dangers of substance abuse, 
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to notify students' parents or guardians about the policies, and to post the policies on the school's 
website. 
 
The Oxford Public Schools adheres to the philosophy that families are essential partners in schools' 
efforts to prevent substance use. Parental input, particularly from parents of students with 
substance related-problems, helps identify and prioritize the needs of the school community. 
 
Oxford Public Schools emphasizes the importance of school-community-home collaborations in 
weaving together the resources for comprehensive, multifaceted approaches to preventing 
substance use and abuse. Providing parents/guardians with information regarding the district's and 
school's substance use prevention and abuse education policies is critical, as they play a key role in 
their success. Oxford Public Schools will inform parents/guardians about the district's substance 
use prevention and abuse education policies on an annual basis. 
 
The policy will be posted on the district website. The Student handbooks will also contain 
information on district policies, procedures, and protocols. This information will also be made 
available to the Parent Teacher Associations/Organizations, School Councils and other related 
programming.  Materials will be easily understandable and culturally appropriate. 
 
Evidence-based prevention curricula containing an education component specifically designed for 
parents/guardians and other actively involved family members will be developed through the 
Health Department. This outreach can help parents/guardians and family members to keep 
students safe from substance use, by modeling skills and attitudes at home, thereby supporting the 
prevention component of the school initiative.  
 
Effective programing will involve parents/guardians through regular activities and by using more 
than one approach. 
 
VERBAL SCREENING TOOLS 
 
State law provides that by the 2017-2018 school year, and subject to appropriation, public schools 
shall utilize a verbal screening tool to screen students annually, at two different grade levels, for 
substance use disorders. The relevant sections of the statute read as follows: 
 
Mass. General Laws chapter 71, section 97 (as amended by St. 2016, c. 52, s. 15):  
 
Section 97.  
 
(a) Subject to appropriation, each city, town, regional school district, charter school or vocational 
school district shall utilize a verbal screening tool to screen pupils for substance use disorders. 
Screenings shall occur on an annual basis and occur at 2 different grade levels as recommended by 
the department of elementary and secondary education, in consultation with the department of 
public health. Parents or guardians of a pupil to be screened pursuant to this section shall be 
notified prior to the start of the school year. Verbal screening tools shall be approved by the 
department of elementary and secondary education, in conjunction with the department of public 
health. De-identified screening results shall be reported to the department of public health, in a 
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manner to be determined by the department of public health, not later than 90 days after 
completion of the screening. 
 
όōύ ! ǇǳǇƛƭ ƻǊ ǘƘŜ ǇǳǇƛƭΩǎ ǇŀǊŜƴǘ ƻǊ ƎǳŀǊŘƛŀƴ Ƴŀȅ ƻǇǘ ƻǳǘ ƻŦ ǘƘŜ ǎŎǊŜŜƴƛƴƎ ōȅ ǿǊƛǘǘŜƴ ƴƻǘƛŦƛŎŀǘƛƻƴ ŀǘ 
any time prior to or during the screening. A city, town, regional school district, charter school or 
vocational school district utilizing a verbal screening tool shall comply with the department of 
ŜƭŜƳŜƴǘŀǊȅ ŀƴŘ ǎŜŎƻƴŘŀǊȅ ŜŘǳŎŀǘƛƻƴΩǎ ǊŜƎǳƭŀǘƛƻƴǎ ǊŜƭŀǘƛǾŜ ǘƻ ŎƻƴǎŜƴǘΦ 
 
(c) Any statement, response or disclosure made by a pupil during a verbal substance use disorder 
screening shall be considered confidential information and shall not be disclosed by a person 
receiving the statement, response or disclosure to any other person without the prior written 
consent of the pupil, parent or guardian, except in cases of immediate medical emergency or a 
disclosure is otherwise required by state law. Such consent shall be documented on a form 
approved by the department of public health and shall not be subject to discovery or subpoena in 
any civil, criminal, legislative or administrative proceeding. No record of any statement, response or 
disclosure shall be made in any form, written, electronic or otherwise, that includes information 
identifying the pupil. 
 
(d) The department of elementary and secondary education shall notify each school district in 
writing of the requirement to screen students for substance use disorders pursuant to this section. 
School districts with alternative substance use screening policies may, on a form provided by the 
department, opt out of the required verbal screening tool. The form shall be signed by the school 
superintendent and provide a detailed description of the alternative substance use program the 
district has implemented and the reasons why the required verbal screening tool is not appropriate 
for the district. 
 
(e) No person shall have a cause of action for loss or damage caused by an act or omission resulting 
from the implementation of this section. Section 63 of St. 2016, c. 52, reads as follows: 
 
Each city, town, regional school district, charter school or vocational school district shall implement 
the verbal substance use disorder screenings required by section 97 of chapter 71 of the General 
Laws by the 2017-2018 school year. 
 
Further, Mass. Gen. Laws c. 71, s. 97, is subject to appropriation, which means schools and districts 
may voluntarily implement the actions described, but they are not required to do so unless and 
until funding is appropriated. 
 

LEGAL REF: M.G.L. 71:96 71:97 

[Adopted - June 25, 2018]  
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JJE  STUDENT FUNDRAISING ACTIVITIES 

                                                                                                                         
While the School Committee recognizes that fundraising activities have become a part of the school 
environment at all levels, the Committee wishes to ensure that students are not exploited by the 
process. 

The Committee supports student involvement in the sale of tickets to scheduled athletic events, 
school dramatic and musical performances, and other school events where sales are required. Also, 
student publications which require the sale of advertising to sustain themselves and serve the 
student body and/or the community may involve students in such sales. 

Charitable fundraising activities, especially those that are part of a community service event or 
program are encouraged provided such proposals are submitted to and approved by both the 
building Principal and the Superintendent or his/her designee. 

Other fundraising activities that wish to involve students in the fundraising process shall be 
submitted to the SuperintendentΩǎ hŦŦƛŎŜ for approval by the Superintendent or his/her designee. 

For safety reasons and because the School Committee recognizes that community members 
receive requests for support from many worthy causes, activities such as canning and door-to-door 
sales are strongly discouraged. 

No money collections of any kind may be held in the schools without the specific consent of the 
Superintendent or his/her designee. 

SOURCE: MASC October 2016 
 
LEGAL REF: M.G.L. 71:47 

[Adopted - May 14, 2018]   
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JJF  STUDENT ACTIVITY ACCOUNTS 

 

Student funds may be raised to finance the activities of authorized student organizations. Student 
activity funds are considered a part of the total fiscal operation of the District and are subject to 
policies established by the School Committee and the Office of the Superintendent. The funds shall 
be only for the benefit of students and managed in accordance with sound business practices, 
which include accepted budgetary, accounting, and internal control practices. The Superintendent 
shall ensure that, annually, all Principals and student organizations receive a copy of this policy as 
well as a copy of established procedures for control of receipts and expenditures that meet or 
exceed DESE guidelines. 
 
In compliance with Massachusetts General Law Chapter 71, Section 47, the School Committee: 
 
1. Authorizes the Principals to accept money for recognized student activity organizations, 

which currently exist, or as from time to time may be revised. All funds received for student 
activities must be deposited into the Student Activity Agency Account and no funds shall be 
directly deposited to a Student Activity Checking Account except from the Student Activity 
Agency Account. 

 
2. Authorizes the Town or District Treasurer to establish and maintain a Student Activity 

!ƎŜƴŎȅ !ŎŎƻǳƴǘόǎύ ǿƘƛŎƘ ƛǎ ǘƻ ōŜ ŀǳŘƛǘŜŘ ŀǎ ǇŀǊǘ ƻŦ ǘƘŜ ¢ƻǿƴΩǎ ŀƴƴǳŀƭ ŀǳŘƛǘΦ ¢ƘŜ ƛƴǘŜǊŜǎǘ 
that is earned on such accounts shall be maintained in the Agency Account and distributed 
annually among the Student Activity Checking Accounts as directed by the procedures 
established by the Superintendent.  

 
3. Authorizes Student Activity Checking Accounts for use by the Principals with specific 

maximum balances established annually for each school by vote of the School Committee. 
Payments for expenditures shall be made, whenever possible, by check, debit, or EFT 
directly from the Student Activity Checking Account.  Reimbursements to personal credit 
card holders shall require the prior authorization of the Superintendent. Signatory 
authorization for Student Activity Checking Accounts shall be restricted to the Principal and 
(Superintendent or Treasurer).  Student Activity Checking Accounts shall be audited 
annually in accordance with DESE guidelines.   

4. Directs Principals to provide the Treasurer with a bond in an amount agreeable to the 
Treasurer. 

 
5. Shall annually, prior to the start of each school year, vote to establish or change the 

maximum balance that may be on deposit in each Student Activity Checking Account. 
 
For accounts with maximum balance limits that exceed $25,000.00, the School Committee shall 
consider, in accordance with DESE guidelines, that an audit be conducted by an outside audit firm 
every three years. 
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Graduating Class Funds 
 
Funds held on behalf of graduating classes are to be held within the Student Activity Checking 
Account for the High School.  Such funds shall be designated by the class' Year of Graduation, such 
as Class of 1998, etc. 
 
Once a class has graduated from High School, their funds should be removed from the High School 
Student Activity Checking Account no later than two years from the date of graduation.  It is the 
responsibility of the class officers to arrange for these funds to be removed from the High School 
Activity Checking Account.  When requested, and once all outstanding financial obligations of the 
graduating class have been met, the remaining balance should be removed from the fund by check 
transfer payable to the Class of XXXX.  Checks payable to individual members of the graduating 
class are not permitted. 
 
Should the class officers not request to have their funds removed from the Student Activity 
Checking Account within two years of their graduating, the funds will be forfeited by the class and 
transferred into the General Sub-fund portion of the Student Activity Agency Account.  These funds 
will then be allocated by a vote of the School Committee. 
 
Class officers should be given a copy of this policy during the course of their senior year to ensure 
their knowledge of their obligations to perform under this policy. 
 

SOURCE:  MASC March 2016 
 
LEGAL REF: M.G.L. 71:47 
 
NOTE: DESE audit guidelines for Student Activity Checking Accounts require an annual audit. In 
regional districts these accounts may be a part of the annual audit by a third party auditor. In 
municipal districts the audits may be conducted by a district or municipal employee but not by 
the Principal, Treasurer, Superintendent, or any authorized signatory on the accounts. Districts 
with large numbers of schools may rotate the schools through the audit process.  
 
[Adopted - October 5, 2016] 
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JJH  STUDENT TRAVEL POLICY 

 
All student trips which include out of state, out of country, late night, or overnight travel must have 
prior approval of the School Committee. Initial approval by the School Committee is required 
before engaging students in fundraising activities. The School Committee will also consider the 
educational value of the trip in relation to the cost prior to granting initial approval. The School 
Committee will also consider if the trip will be considered academic or non-academic in status. 
Overnight trips should offer significant educational benefits to students that clearly justify the time 
and expense of the trip. Such trips should be appropriate for the grade level. 
 
Final approval will not be granted until all preparations for the trip have been completed including, 
but not limited to, all logistical details involving transportation, accommodation arrangements and 
fundraising efforts. The School Committee requires that final approval be sought no less than 30 
days prior to the scheduled trip dates.  
 
The School Committee decides if it will authorize school-sponsored trips with free or subsidized 
travel for staff members and chaperones. The public employee must fill out a Disclosure of Travel 
Expense Reimbursement for Non-Elected/Appointed Public Employee Form (as required by M.G.L. c. 
268A, 23(b)(3) and State Ethics regulation 930 C.M.R. 5.08(2)(d)1. This form is required for all public 
ŜƳǇƭƻȅŜŜ ŎƘŀǇŜǊƻƴŜǎΦ ¢ƘŜ {ǳǇŜǊƛƴǘŜƴŘŜƴǘ Ƴǳǎǘ ŦƛƭŜΣ ƛƴ ǘƘŜ ǎŀƳŜ ƳŀƴƴŜǊ ŀǎ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ 
disclosure, a statement from the appointing authority. Both forms should be filed with the School 
Committee and the town clerk.  The School Committee will not only vote to authorize the travel but 
to authorize the impacted individuals who shall receive the free or reduced travel and lodging.  
 
Teachers and other school staff are prohibited from soliciting for privately run trips through the 
school system and in the schools. The School Committee will only review for approval school-
sanctioned trips and only students who attend the Oxford Public School and are members of that 
class and/or club are allowed to participate in such school sanctioned travel.  The School 
Committee will not review or approve trips that are privately organized and run without school 
sanctioning. 
 
Student Travel Regulations 
 
1. Permission and Acknowledgement of Behavior Standards 
Each student must have an appropriate permission form executed and signed by a parent or 
guardian for each trip.  
 
All school rules as per the Student Handbook shall apply and be in place for each trip.  
 
Parents/Guardian shall be informed of all rules and regulations and any consequences of related 
infractions.  Signed permission forms shall contain a statement of understanding and acceptance of 
these by the student. Permission forms shall include authorization to obtain emergency medical 
care and any pertinent insurance data such as name of carrier, insurance number, etc.  Documents 
ŀƴŘ ŎƻǇƛŜǎ ƻŦ ŀǇǇǊƻǇǊƛŀǘŜ ǇŀǇŜǊǿƻǊƪ ǎƘŀƭƭ ōŜ ŦƛƭŜŘ ǿƛǘƘ ǘƘŜ tǊƛƴŎƛǇŀƭ ŀƴŘ {ǳǇŜǊƛƴǘŜƴŘŜƴǘΩǎ ƻŦŦƛŎŜ 
no later than 3 weeks prior to leaving.  
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2. Transportation 
The use of vans or private automobiles for trips planned to include late night or overnight student 
travel is prohibited. Late night or overnight trips will use commercial motor coaches. Trips planned 
to include late night or overnight student travel will include a pre-trip check of companies, drivers, 
and vehicles. CORI checks will be conducted in accordance with Massachusetts General Laws 
Chapter 71, section 38R. 
 
The Superintendent or designee will ensure that the selected carrier is licensed for passenger 
transportation by the Federal Motor Carrier Safety Administration (FMCSA). The District will not 
ŎƻƴǘǊŀŎǘ ǿƛǘƘ ŀƴȅ ŎŀǊǊƛŜǊ ǘƘŀǘ Ƙŀǎ ŀ ǎŀŦŜǘȅ ǊŀǘƛƴƎ ƻŦ άŎƻƴŘƛǘƛƻƴŀƭέ ƻǊ άǳƴǎŀǘƛǎŦŀŎǘƻǊȅΦέ  Ca/{! 
ratings are available at http:://www.safersys.org/. 
 
The contract with the carrier will prohibit the use of subcontractors unless sufficient notice is given 
ǘƻ ǘƘŜ ŘƛǎǘǊƛŎǘ ǘƘŀǘ ŀƭƭƻǿǎ ǾŜǊƛŦƛŎŀǘƛƻƴ ƻŦ ǘƘŜ ǎǳōŎƻƴǘǊŀŎǘƻǊΩǎ ǉǳŀƭƛŦƛŎŀǘƛƻƴǎΦ 
 
3. Trip Scheduling 
Overnight accommodations should be made in advance with student safety and security in mind. 
Whenever possible, trip schedulers should avoid planning student travel between the hours of 
midnight and 6:00 a.m., due to the increased risk of vehicular accidents during this time period.  
Whenever possible, overnight trips should be scheduled on weekends or during school vacations to 
minimize lost classroom time. Non-ŀŎŀŘŜƳƛŎ ŦƛŜƭŘ ǘǊƛǇǎ ŀǊŜ ŎƻƴǎƛŘŜǊŜŘ άƻǇǘƛƻƴŀƭ ǎŎƘƻƻƭ ǇǊƻƎǊŀƳǎέ 
and do not count toward meeting structured learning time requirements. (Refer to the 
Massachusetts Department of Education publication Student Learning Time Regulations Guide.) 
 
Trip itineraries must leave enough time for drivers to rest in conformity with federal hour-of-
service requirements and common sense. 
 
Trip scheduling should take into account the likelihood of delays due to weather, traffic, late 
arrivals, and other unanticipated factors. 
 
If a majority of a class is participating in a trip, the school should provide appropriate substitute 
activities for any students not participating. 
 
4. Fundraising 
The amount of time to be devoted to fundraising should be reasonable and commensurate with 
ǎǘǳŘŜƴǘǎΩ ƻōƭƛƎŀǘƛƻƴǎ ŦƻǊ ƘƻƳŜǿƻǊƪΣ ŀŦǘŜǊ-school activities, and jobs. Group fundraising activities 
are preferred. Students should not be assigned individual fundraising targets. If students are 
charged individual fees for participation, every effort should be made to provide scholarships 
where needed. 
 
5. Chaperones 
The list of chaperones shall be given to the building Principal to approve and to verify that all 
C.O.R.I checks have been done and all necessary documentation has been filed.  This shall be done 
no later than 4 school days before the scheduled trip date. A national fingerprint background check 
must be done at least two weeks prior to an overnight event.  



O x f o r d  S c h o o l  C o m m i t t e e  P o l i c y  M a n u a l| 200 

 

 

 
All trips shall be supervised and chaperoned by school personnel only.  If school personnel are not 
available, then chaperones will be selected by the supervisor and the Principal.  It shall be the 
responsibility of the Administration to qualify and orient each chaperone.  All chaperones shall 
comply with the duties and responsibilities guidelines provided in the Oxford Public Schools 
Chaperone Guideline Policy.  
 
Definitions 
Student travel deemed ACADEMIC in nature will be considered meeting learning time 
requirements. Academic status will be granted to classes or groups of students that fall into the 
school sponsored field trip policy. These trips show educational relevance and show direct 
relationship to ǘƘŜ ŎǳǊǊƛŎǳƭǳƳ ǎǘŀƴŘŀǊŘǎ ŀƴŘ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ ŜŘǳŎŀǘƛƻƴŀƭ ƎƻŀƭǎΦ ¢Ƙƛǎ ǘƛƳŜ ǿƛƭƭ ōŜ 
ŎƻƴǎƛŘŜǊŜŘ ŀǎ άŜȄŎǳǎŜŘέ ŀōǎŜƴŎŜΦ 
 
Student travel that is deemed NON-ACADEMIC ƛƴ ƴŀǘǳǊŜ ǿƛƭƭ ōŜ ŎƻƴǎƛŘŜǊŜŘ άƻǇǘƛƻƴŀƭ ǎŎƘƻƻƭ 
ǇǊƻƎǊŀƳέ ŀƴŘ ǿƛƭƭ ƴƻǘ Ŏƻǳƴǘ ǘƻǿŀǊŘ ƳŜŜǘƛƴƎ ǎǘǊǳŎǘǳǊed learning time requirement. (Refer to the 
Massachusetts Department of Education publication Student Learning Time Regulations Guide.) 
These trips are usually social or recreational in nature and do not have a direct relationship with a 
course of study being taught at the school. Time missed will be listed as an absence for the student 
and he/she will be required to make up all work missed. Although the School Committee 
encourages this type of experience in educating the whole child, it does not meet the direct 
relationship to the curriculum standards and the Districts educational goals.  
 
Student travel that is deemed PARTICIPATING IN COMPETITION and is taken during school hours 
will be considered as an excused absence. These students are participating in tournament 
competitions or contests and are representing the Oxford Public Schools. 
 
 
SOURCE: MASC 
 
LEGAL REF: M.G.L. 71:37N; Chapter 346 of the Acts of 2002 
 
[Adopted - May 12, 2004] 
[Revision Date - January 28, 2008] 
[Adopted Revision - April 10, 2010] 
[Reviewed - June 13, 2018] 
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JJHA  STUDENT INTERNATIONAL TRAVEL   

 

From time to time throughout the school year and during the summer, Oxford Public Schools may 
offer students and faculty the opportunity to travel on trips outside of the country. The 
Notification and Approval Process is designed to ensure consistency in processing trips.  As such, 
no travel outside of the United States will be approved by the School Committee without the 
completion of all the required documents which are part of the Oxford Public Schools Student 
International Travel - Notification and Approval Process for travel outside of the United States. In 
addition, any Oxford Public Schools staff member or administrator who is the designated Trip 
Organizer will be responsible for ensuring that all students who plan to go on the trip have 
submitted the required student participation documents that are included as part of the process.  

The purpose of the Student International Travel - Notification and Approval Process is to clarify 
and streamline the notification of a travel opportunity and the regulations for chaperones, 
students, and parents. 

There are a number of forms included in the process for international travel as sanctioned by 
Oxford Public Schools. The following documents are part of this process: 

¶ Application for International Travel Form (JJHA-A) 

¶ Trip Announcement and Selection Guidelines (JJHA-E1) 

¶ Chaperone Regulations and Code of Conduct (JJHA-E2) 

¶ Student Code of Conduct (JJHA-E3) 

¶ Student and Parent Agreement (JJHA-E4) 

¶ Consent Form, Release from Liability, and Indemnity Agreement (JJHA-E5)  

¶ Emergency Contact, Student Medical Information, and Parent Consent Form (JJHA-E6) 

 

School Committee approval is still required in advance of any new destination or significant 
modifications to a previously approved trip. 

 

[Adopted - June 25, 2018] 
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JJHA-R STUDENT INTERNATIONAL TRAVEL - REGULATIONS 
  NOTIFICATION AND APPROVAL PROCESS 
 

Prior to initiating any plans for travel outside of the United States, the Trip Organizer should first 
review these District policies and regulations governing such travel. Whenever possible the 
international travel should take place when school is not in session.  

The following procedures must be followed when planning student trips that require students to 
travel outside of the United States. 

1. Approval Process 

¶ Trip Organizer should complete the Application for International Travel Form and 
file a copy with the Building Administrator. Subsequent approval is then required by 
the Superintendent or his/her designee before going to the School Committee for 
final approval. 

¶ As part of the planning process for the trip, check with the United States 
Department of State, or other appropriate federal agency, to determine the 
advisability of U.S. citizens traveling to the country of destination or any other 
countries through which the students may need to travel to or from to reach their 
country of destination.  

¶ Secure approval of student travel by obtaining the required signatures on the 
Application for International Travel Form.  The signed form should be kept on file 
ƛƴ ǘƘŜ .ǳƛƭŘƛƴƎ !ŘƳƛƴƛǎǘǊŀǘƻǊΩǎ ƻŦŦƛŎŜΦ 

  
2. Student Eligibility 

¶ All student participants must be Oxford Public Schools students at the time of the 
application and initial payment. 

¶ All students must have a valid international passport and all other travel documents 
as required by a receiving country by the time of travel. 

¶ Every student regardless of race, creed, national origin, gender, gender identity, 
ethnicity, color, sex, cultural or socio-economic status, disabling condition, sexual 
orientation, or perceived sexual orientation will be given equal opportunity for 
eligibility. 

 
3. Student Selection Process 

¶ The student selection process will be based on a pre-set criteria appropriate to the 
specific nature of the trip.  The criteria in the selection process will apply equally to 
all students and will be made available in writing to all students and parents. 

¶ If the number of students exceeds the number of available spaces, the names of 
the qualifying students will be placed in a lottery.  The principal will select the 
names from the lottery.  Once all slots are filled, the remaining names are selected 
as alternates in the order in which the names were selected. The principal will 
notify the parents of the lottery results which are final. 
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4. Informed Consent 

¶ The Trip Organizer will conduct parent/guardian orientation meetings and also 
communicate information conveyed at meetings in writing within ten (10) business 
days of the meeting.  The first parent/guardian meeting must be held prior to a 
deposit being collected. 

¶ A parent/guardian must sign the consent form verifying that they have received 
information and accept the conditions of travel.  Informed consent should include 
but is not limited to the information as follows: 

¶ Payment schedule 

¶ Fees 

¶ Penalties 

¶ Code of conduct 

¶ Cancellation policy 

¶ Insurance (medical, trip cancellation, etc.) 

¶ Staff/student ratio 

¶ Students and their parents/guardians are required to participate in orientation 
meetings as a prerequisite to participation in the trip.  

 
5. Code of Conduct 

¶ It must be stated in written organizational materials for parents/guardians and 
students that Oxford Public Schools discipline policies are in effect for the entire 
trip.  A review of the appropriate Student Handbook regarding discipline should be 
encouraged. 

¶ It must be stated in writing that any additional rules, regulations, and procedures 
may apply to an individual trip. 

¶ If, for disciplinary reasons, it is necessary to send a student home, the 
parent/guardian will be responsible for making all arrangements to ensure the 
ǎǘǳŘŜƴǘΩǎ ǎŀŦŜ ǊŜǘǳǊƴ ǘƻ ǘƘŜ ¦ƴƛǘŜŘ {ǘŀǘŜǎ ƛƴ ŀ ǘƛƳŜƭȅ ƳŀƴƴŜǊΦ ! ŎƘŀǇŜǊƻƴŜ ǿƛll not 
leave the group to escort the student home.  This action may cause the 
ǇŀǊŜƴǘκƎǳŀǊŘƛŀƴ ǘƻ ŎƻƳŜ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƭƻŎŀǘƛƻƴ ŀƴŘ ǊŜǘǳǊƴ ƘƻƳŜ ǿƛǘƘ ƘƛƳκƘŜǊΦ 
A substantial cost can occur to parents/guardians should there be a need to send 
their child home early. 

¶ Students and their parents/guardians will be required to sign an International 
Travel Waiver Agreement Form.  

¶ It must be stated in written organizational materials for parents/guardians that: 
Oxford Public School students are expected to follow district guidelines concerning 
use of alcohol or illegal drugs on school-sponsored activities.  Just as on a school 
field trip or at a school dance, student may not drink alcohol or use drugs 
considered illegal in the United States regardless of the laws in the country being 
visited. Engaging in this behavior will subject a student to disciplinary action up to 
ŀƴŘ ƛƴŎƭǳŘƛƴƎ ǘƘŜ Ǉƻǎǎƛōƛƭƛǘȅ ƻŦ ōŜƛƴƎ ǎŜƴǘ ƘƻƳŜΦ Lǘ ǿƛƭƭ ōŜ ǘƘŜ ŎƘŀǇŜǊƻƴŜΩǎ ƧǳŘƎƳŜƴǘ 
that determines the appropriate consequences for a student while abroad.  Student 
and parent/guardian signatures on the International Travel Waiver Agreement 
Form ƛƴŘƛŎŀǘŜ ŀƴ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ǘƘŀǘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŦŀƛƭǳǊŜ ǘƻ ŀōƛŘŜ ōȅ ǘƘƛǎ ǊǳƭŜ Ŏŀƴ 
ǊŜǎǳƭǘ ƛƴ ǘƘŜ ǎǘǳŘŜƴǘ ōŜƛƴƎ ǎŜƴǘ ƘƻƳŜ ŀǘ ǘƘŜ ǇŀǊŜƴǘΩǎκƎǳŀǊŘƛŀƴΩǎ ŜȄǇŜƴǎŜ ŀƴŘ ǘƘŜ 
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student receiving disciplinary consequences upon returning to school.  
tŀǊŜƴǘǎκDǳŀǊŘƛŀƴǎ ŀǊŜ ŜƴŎƻǳǊŀƎŜŘ ǘƻ ǊŜǾƛŜǿ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ǇƻƭƛŎƛŜǎ ǊŜƭŀǘŜŘ ǘƻ 
alcohol and drug use and discipline. 
 

6. State Ethics Forms 
The Commonwealth of Massachusetts Ethics Commission requires disclosure forms to be 
completed by employees who are chaperoning student field trips when travel costs are borne by 
ǘƘŜ ǇŀǊǘƛŎƛǇŀǘƛƴƎ ǎǘǳŘŜƴǘΩǎ ŦŀƳƛƭȅ ŀƴŘ ƴƻǘ ǘƘŜ ŜƳǇƭƻȅŜŜ ǘƘŜƳǎŜƭǾŜǎ ƻǊ ǿƘŜƴ ǘƘŜ ŎƘŀǇŜǊƻƴŜ ƛǎ ƴƻǘ 
paying for his/her trip.  The following forms must be completed as the initial step to organizing and 
advertising an international trip. 

a. (Form 1) Disclosure by Non-Elected Municipal Employee of Financial Interest 
and Determination by Appointing Authority as required by G.L. c. 268A 
Section 19. 

b. (Form 10) Disclosure by a Non-Elected/Appointed Employee of Travel 
Expenses Serving a Legitimate Public Purpose as required by 930CMR 5.08 
(2)(d)1 

 
7. Insurance 

a. Students must provide proof of the following types of insurance: 

¶ Medical coverage outside the United States 

¶ Medical evacuation 

¶ Trip cancellation 
b. Each student must be covered by liability insurance with the cost of this 
ƛƴǎǳǊŀƴŎŜ ƛƴŎƭǳŘŜŘ ƛƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŦŜŜǎ ŦƻǊ ǘƘŜ ǘǊŀǾŜƭΦ  ¢ƘŜ {ŎƘƻƻƭ School 
Business Administrator and Director of Operations must be contacted to 
determine if an additional insurance rider needs to be obtained prior to the 
start of the collection of fees.  Any travel must be district-sponsored to be 
ŎƻǾŜǊŜŘ ōȅ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ƭƛŀōƛƭƛǘȅ ƛƴǎǳǊŀƴŎŜΦ  !ƴȅ ǎǘǳŘŜƴǘ ǿƘƻ ƛǎ ƴƻ ƭƻƴƎŜǊ ŀ 
member of the Oxford Public Schools but meets the requirement for the trip 
must purchase any additional required liability insurance as a condition of 
travel.  Proof of insurance will be required along with other trip 
documentation. 

 
8. Finances 

¶ Once the trip is approved by the individuals/committees as outlined earlier in this 
document, the collection of fees may begin. 

¶ Payments may be made directly to the District-approved student travel company, 
or the district, depending on the trip. 

¶ Individual teachers may not become financial agents for the travel program.  Funds 
are never to be received and disbursed directly by a staff member.  Handling of 
cash payments must follow district guidelines.  Checks (if applicable) need to be 
made out to the travel company or to the Oxford Public Schools, not individual staff 
members.  Failure to abide by the financial policies of the district may cause the 
travel to be classified as non-district sponsored trip and potentially can expose staff 
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members to questions, accusations of improprieties, and liability issues.  Any travel 
must be district-ǎǇƻƴǎƻǊŜŘ ǘƻ ōŜ ŎƻǾŜǊŜŘ ōȅ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ ƭƛŀōƛƭƛǘȅ ƛƴǎǳǊŀƴŎŜΦ 

   
9. Supervision of Students 

¶ Teacher/student ratios must be age-appropriate and appropriate to the conditions 
of the trip: a minimum of two (2) staff members (one female and one male) are 
required for each trip.  The travel costs (transportation, lodging, and meals) of the 
two (2) district staff members can be built into the student costs. The district will 
not be responsible for any chaperone expenses incurred due to travel outside of 
that agreed to as part of the initial trip approval. 

¶ Parents/guardians must be notified of the staff/student ratio in advance of the trip.  
If other adults will travel with the group, that must also be stated.  Adults who are 
not district employees must undergo a background check.  While parents/guardians 
can assist, parents/guardians are not to be made solely responsible for the 
supervision of students on the trip.  All adult chaperones who are going to attend 
an international trip must be approved in advance by the Building Administrator 
and Superintendent. 

¶ Adults are not to consume alcoholic beverages when supervising students on trips. 

¶ Parents/guardians must be informed as part of the itinerary if students will be 
unsupervised at any time.  Expectations for this unsupervised time will be discussed 
with parents/guardians and students in orientation meetings and in written 
communication. 

10. Travel Guidelines 

¶ The Trip Organizer will check with the United States Department of State and 
Center for Disease Control within two (2) weeks prior to departure to determine if 
travel advisories have been issued. 

¶ A specific itinerary that includes on-site contacts and phone numbers must be 
completed. One copy shall be filed with the Building Administrator and one copy 
with the Superintendent, with one copy given to the student to carry and one copy 
given to the parent/guardian for reference at home. 

¶ Chaperones will be supplied with a means to communicate in an emergency (i.e., 
phone card, phone card access code, and/or toll free numbers).  Chaperones will 
receive instruction on the method of communication relevant to their travel 
experience.  Staff member chaperones must be accessible by cell phone at all 
times. The phone number will be provided to administrators. It is the responsibility 
of the chaperones to make arrangement for a cell phone that functions in the 
destination country or countries. 

¶ A communication plan will be generated to deal with information and notification 
needs.  A copy of the plan will be filed with the Building Administrator and given to 
parents/guardians.  Chaperones will verify that the contact information is accurate 
and complete prior to departure. 

¶ The sponsor (travel company) will carry contact phone numbers for school 
administration or designee and contact the school administration or designee when 
any usual circumstance arises during the course of the trip. Contact must be made 
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for illness and/or for major disciplinary issues, but when in doubt, the sponsor 
should err on the side of contacting the administrator. 

¶ The chaperones will carry copies of Permission for Emergency Care Forms, medical 
insurance documentation, and emergency contact information for all students at all 
times.   

¶ The chaperones will carry the address and phone number of the local United States 
Embassy. 

¶ The chaperones will carry emergency aid supplies designated to be appropriate by 
the head school nurse and in compliance with international travel.  

¶ Copy of passports/required travel documents 

¶ Permission to participate 

¶ Permission for emergency care 

¶ Medical information authorization forms 

¶ International Travel Study Agreement 

¶ The chaperones will comply with the Oxford Public Schools Code of Conduct. 
 
11. News Media Coverage 

Any requests for news media coverage shall be made to the Superintendent. Direct calls to area 
newspapers shall not be made. 
 
12. Teacher Compensation 

When travel is related to district programs such as athletics, band, etc., such travel is generally 
considered part of the regular responsibilities for student activity sponsors and is therefore covered 
in the stipend given for the extra-curricular activity contract. 
 
If the school or school employee receives benefits (financial or otherwise) from the trƛǇΩǎ ǎǇƻƴǎƻǊ 
(travel company), notification of the arrangement must be detailed in writing to the Building 
Administrator and the Superintendent. The Superintendent must approve or deny the proposed 
arrangement.  
 
13. Non-District Sponsored Student Trips Involving Travel Outside of the United States 

When a teacher or other district employee wishes to organize, lead, or otherwise promote an 
international trip that is not district-sponsored, the employee must distribute a statement that 
clearly explains the trƛǇΩǎ ƴƻƴ-affiliation with the Oxford Public Schools to parents/guardians of all 
participants. A copy of the statement must be submitted to the Building Administrator and the 
Superintendent. 
 
14. Post-Trip Review and Debriefing 
Just as quality pre-planning is essential to the success of a trip, post-trip review and debriefing will 
multiply the value of hands-on experiences outside the classroom. Upon return to the United 
States, students and parents/guardians are required to attend a post-trip review and debriefing 
session.  This is a time to evaluate the success of the program with respect to making changes for 
future trips. 



O x f o r d  S c h o o l  C o m m i t t e e  P o l i c y  M a n u a l| 207 

 

 

 
 

JJHA-A STUDENT INTERNATIONAL TRAVEL -  
  APPLICATION FOR INTERNATIONAL TRAVEL FORM 
 

This Form needs to be submitted for initial trip approval at least 9 to 12 months in advance of the 

anticipated travel dates by the Trip Organizer. Please note that the Trip Organizer should not begin 

any initial planning without an approval in advance. 

 

¢ƻŘŀȅΩǎ 5ŀǘŜΥ   ___________________________________________________ 

School:   ____________________________________________________ 

 

¢ǊƛǇ hǊƎŀƴƛȊŜǊΩǎ bŀƳŜΥ ____________________________________________________ 

 

Position in District:  ____________________________________________________ 

 

 

1. What is the educational value of the travel? 

 

 

2. How does the travel relate to and/or support the educational program(s) in the school 

 district? 

 

 

 

3. What are the dates for the travel?  (Please attach an itinerary.) 

 

 

4. Is it advisable for US citizens to travel to this destination according to the United States 

 Department of State and Center for Disease Control? 

 

 

 

5. What is the approximate number of participants? 
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6. How many days of school will students miss? 

 

 

 

7. How will students be selected to participate? 

 (Is there a particular student for whom this trip is geared to?) 

 

 

 

8. What is the chaperone to student ratio? 

 

 

9. List the names of the chaperones who will supervise students. 

 

 

10. Does the trip sponsor (travel company) provide a stipend or other item of value to the 

 school and/or chaperones? 

 

 

11. Are there any district costs related to the chaperones? 

 

 

12. How will the trip be financed? 

 

 

13. After checking with the School Business Administrator and Director of Operations, will the 

 trip require additional liability insurance? 

 

 

 

14.   Iŀǎ ǘƘŜ {ŎƘƻƻƭ .ǳǎƛƴŜǎǎ !ŘƳƛƴƛǎǘǊŀǘƻǊ ŀƴŘ 5ƛǊŜŎǘƻǊ ƻŦ hǇŜǊŀǘƛƻƴǎ ǊŜǾƛŜǿŜŘ ǘƘŜ ǎǇƻƴǎƻǊΩǎ  

         όǘǊŀǾŜƭ ŎƻƳǇŀƴȅΩǎύ ŎƻƴǘǊŀŎǘǳŀƭ ŘƻŎǳƳŜƴǘǎ ŀƴŘ ŦƻǳƴŘ ǘƘŜ ŎƻƴǘǊŀct acceptable? 

 

15.  The approximate cost per student is $___________________.  
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 This cost includes the following:_______________________________________________. 

16.  What student preparation will take place prior to the trip?  What is expected of students? 

 

 

17.  What student follow-up activities, if any, will occur? 

 

 

18.  How will the program be evaluated? 

 

 

!ǇǇƭƛŎŀƴǘΩǎ {ƛƎƴŀǘǳǊŜΥψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ  5ŀǘŜ ƻŦ {ǳōƳƛǎǎƛƻƴΥψψψψψψψψψψψ 

 

tǊƛƴŎƛǇŀƭΩǎ {ƛƎƴŀǘǳǊŜΥψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ Date:_______________________ 

Recommended:_____  Not Recommended:_____ 

 

 

School Business Administrator and Director of Operations: 

Signature:__________________________________________ Date:________________________ 

Recommended:_____  Not Recommended:_____ 

 

 

{ǳǇŜǊƛƴǘŜƴŘŜƴǘΩǎ {ƛƎƴŀǘǳǊŜΥψψψψψψψψψψψψψψψψψψψψψψψψψψψψ5ŀǘŜΥψψψψψψψψψψψψψψψψψψψψψψψ 

Recommended:_____  Not Recommended:_____ 
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JJHA-E1 STUDENT INTERNATIONAL TRAVEL -  
  TRIP ANNOUNCEMENT AND SELECTION GUIDELINES 
 

Trip Announcement 
 

Trip announcements should be clear and easily accessible to all students in the Oxford Public 
Schools.  As such, each school must do the following: 
 

1. Identify a bulletin board or place in the building, typically in a central location, where all 
international travel opportunities will be posted. 

 

2. Post all international trips as soon as possible after the initial approval. 
 

3. Include in the announcement the following information: 
a. Eligibility Requirements 
b. Departure Date 
c. Trip Length 
d. Detailed Itinerary 
e. Estimated Cost 
f. Important Dates (i.e., lottery dates, payment dates, application due date) 

 

Selection Guidelines 

The student selection process will be based on a pre-set criteria appropriate to the specific nature 
of the trip.  The criteria in the selection process will apply equally to all students and will be made 
available in writing to all students and parents. 

1. The selection criteria shall include, but not be limited to, the following eligibility 
requirements: 

a.  Student must maintain a passing grade in all subjects from the time accepted into 
the travel program through the time of travel.  Information on passing grades is 
outlined in school handbooks. A student who is not maintaining passing averages 
may be precluded from travel at the discretion of the Building Administrator. 

b.   Student is expected to adhere to the school rules and discipline policies from the 
time accepted into the travel program through the time of travel. Discipline 
expectations are outlined in school handbooks. A students with any past 
discipline issues may be precluded from travel at the discretion of the Building 
Administrator. 

c. Student must provide one letter of recommendation from a current faculty 
member. 

d.  Student must participate in an interview with the Trip Organizer. 
 

2.  If the number of students exceeds the number of available spaces, the names of the 
qualifying students will be placed in a lottery.  The principal will select the names from the 
lottery.  Once all slots are filled, the remaining names are selected as alternates in the order 
in which the names were selected. The principal will notify the parents of the lottery results 
which are final. Students whose names are selected after the available slots are filled will 
become alternates in the order their names were selected in the lottery.  



O x f o r d  S c h o o l  C o m m i t t e e  P o l i c y  M a n u a l| 211 

 

 

JJHA-E2 STUDENT INTERNATIONAL TRAVEL ς  
  CHAPERONE REGULATIONS AND CODE OF CONDUCT 
 

CHAPERONE REGULATIONS 

 

When an international trip is planned and approved for students in Oxford Public Schools, the 
following regulations must be adhered to: 
 

1. If a ǎŎƘƻƻƭ ŜƳǇƭƻȅŜŜ ǊŜŎŜƛǾŜǎ ōŜƴŜŦƛǘǎ όŦƛƴŀƴŎƛŀƭ ƻǊ ƻǘƘŜǊǿƛǎŜύ ŦǊƻƳ ǘƘŜ ǘǊƛǇΩǎ ǎǇƻƴǎƻǊ όǘǊŀǾŜƭ 
company), notification of the arrangement must be detailed in writing to the Building 
Administrator, School Business Administrator and Director of Operations, and the Superintendent. 
The appropriate required state disclosure forms must be completed and signed off at this time. 
Forms are available at: http://www.mass.gov/ethics/disclosure-forms/municipal-employee-
disclosure-forms/ 
 

2. Trip costs may NOT include the following: food and refreshments for pre/post meetings or for 
travel to and from the destination, cosmetic or sun related products, first aid materials, 
newspaper, magazines or other reading materials, transportation to and from the airport, parking 
fees, film and camera related products, computer and computer related equipment, or gifts for 
school employees, chaperones or trip sponsors. 
 

3. All expenses incurred during the course of the trip must be documented. For reimbursement 
purposes, detailed receipts noting method of payment are required. The Trip Organizer should 
contact the School Business Administrator and Director of Operations to review such required 
documentation for reimbursement. 
 

4. Ensure chaperone gender(s) are appropriate for the potential students who will be selected as 
participants. At least one male and one female chaperone should be identified prior to posting the 
trip. 
 

5. Each chaperone must satisfactorily complete a criminal offender records check (CORI) as well as a 
national fingerprint background check (SAFIS) a minimum of two weeks prior to the trip departure 
ŘŀǘŜΣ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ 5ƛǎǘǊƛŎǘΩǎ .ŀŎƪƎǊƻǳƴŘ /ƘŜŎƪ wŜǉǳƛǊŜƳŜƴǘǎ ŀƴŘ DǳƛŘŜƭƛƴŜǎ ŦƻǊ 
Chaperones Policies. 
 

6. At the conclusion of the trip, any excess funds will be distributed equally to all participating 
families. 
Prior to the trip 

The following items should accompany the Trip Organizer: 

Ã Student permission slips with emergency telephone numbers 

Ã First aid kit (available from the school nurse) 

Ã A review of student medical forms (provided by the parents) with the school nurse 

Ã Cell numbers for the Building Administrator and Superintendent 

Ã 5ŜǎǘƛƴŀǘƛƻƴΩǎ ŜƳŜǊƎŜƴŎȅ ǘŜƭŜǇƘƻƴŜ ƴǳƳōŜǊǎ ƛƴŎƭǳŘƛƴƎ ǇƻƭƛŎŜ ŀƴŘ ŦƛǊŜ 
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During the trip if an emergency occurs: 
Ã If a threat to students exist, move students to safe area 
Ã Notify police and/or fire department in area, if appropriate 

Ã Attend to medical injuries, if needed 

Ã Take student attendance 

Ã Contact Building Administrator/designee 

Ã Contact family of ill or injured student 

Ã Remain with any student requiring medical treatment or hospitalization until family arrives 

Ã Complete accident report upon return 
 

The nurse will: 

Ã If traveling on the field trip, attend to the medical emergencies 

Ã Provide chaperone with first aid kit appropriate to length, destination, and age of the 

participants 
 

The Building Administrator or designee will: 

Ã Contact the Superintendent/designee and provide update and actions being taken 

Ã Send school personnel to scene if necessary 

Ã Interview students and chaperones if necessary 

Ã Contact parents of any ill or injured students with update and actions being taken 

Ã Have chaperone or appropriate faculty member in attendance complete an accident report 
 

The Superintendent will: 

Ã Notify the School Committee members, if necessary 

Ã Coordinate the media effort 

Do not discuss the situation with the public or release any information to the media. The Superintendent 
or designee will be responsible for all communications with the public and media. 

CHAPERONE CODE OF CONDUCT 

Participation in school and district trips is ŀƴ ƛƳǇƻǊǘŀƴǘ ǇŀǊǘ ƻŦ ƻǳǊ ǎǘǳŘŜƴǘǎΩ ŜŘǳŎŀǘƛƻƴ ŀƴŘ 
development. Serving as a chaperone comes with a great responsibility to protect the well-being 
of each of our students. It is your job to ensure that each student is treated with respect and 
accorded the opportunity to develop that he or she needs and deserves. 
 
This Code of Conduct has been written for all chaperones who will be working with our students 
on trips. You should take time to review this document thoroughly and reflect on its implications. 
Chaperones must adhere to the following standards of conduct. It is important for all chaperones 
to understand that this list is not exhaustive. It is intended to provide specific, but not exclusive, 
examples of the standards of conduct that are appropriate for persons who chaperone student 
trips. 
 
A. It is your responsibility to speak and act respectfully to all students, staff, parents, and members 
of the public. 
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B. Possession of or use of alcohol, drugs and/or tobacco or being under the influence of drugs 
and/or alcohol is not permitted while in the company of students whether on or off district 
property. Adults are not to consume alcoholic beverages when supervising students on trips so as 
not to risk having impaired judgment should they need to make a decision on a student's behalf. 
For purposes of this regulation, adults are considered to be supervising students at all times during 
trips. 
 

/Φ wŜƳŀǊƪǎ ǘƘŀǘ ǊŜŦŜǊ ǘƻ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ǊŀŎŜΣ ǎŜȄΣ ǊŜƭƛƎƛƻƴΣ ƎŜƴŘŜǊΣ ƎŜƴŘŜǊ ƛŘŜƴǘƛǘȅΣ ƴŀǘƛƻƴŀƭ ƻǊƛƎƛƴ 
or mental or physical disability are not permitted. 
 

D. Language or jokes that may be offensive to others are not permitted. 
 

E. Clear notice must be given when entering rooms or other private areas occupied by members 
of the opposite gender. 
 

F. Chaperones must not have physical contact with students that are likely to cause the student to 
be uncomfortable. 
 

G. Fraternization between chaperones and students is strictly prohibited. This includes close 
personal or special relationships, dating and/or sexual contact. 
 

H. Sexual harassment of any person is expressly prohibited. Chaperones must refrain from all 
gestures, comments, or physical contact that a reasonable person may judge as unwelcome. 
 

LΦ ¢ƘǊŜŀǘŜƴƛƴƎ ŎƻƳƳŜƴǘǎ ƻǊ ǇǊƻŦŀƴŜ ƭŀƴƎǳŀƎŜ ŘŀƳŀƎƛƴƎ ǘƻ ǎǘǳŘŜƴǘǎΩ ǎŜƭŦ-esteem are not 
permitted. 
 

J. Extreme care should be used to monitor the physical condition of students. This is particularly 
important in extremely cold or hot weather. 
 

K. Chaperones are encouraged to pay attention to and develop all students to his/her individual 
potential. 
 

L. When traveling with students, chaperones are prohibited from visiting the accommodations of 
individual students one-on-one. 
 

As a chaperone of the _______________________trip being offered on ____________________, 
I have read and agree to abide by the above-listed Chaperone Regulations and Code of Conduct. 

 

___________________________________ 

/ƘŀǇŜǊƻƴŜΩǎ tǊƛƴǘŜŘ bŀƳŜ 

 

___________________________________   ________________________ 

/ƘŀǇŜǊƻƴŜΩǎ {ƛƎƴŀǘǳǊŜ     Date  
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JJHA-E3 STUDENT INTERNATIONAL TRAVEL ς CODE OF CONDUCT 

 
 
STUDENT CODE OF CONDUCT 
 
1. As a student abroad, I will do my best to be aware of my role as a representative of the United 
States and Oxford Public Schools. I will retain an open mind about what I see, experience, and do 
while participating in the travel program.  I will live up to what is expected of me in this role and 
will commit myself to improving my language skills by speaking the native language as much as 
possible. 
 
нΦ L ƪƴƻǿ ǘƘŜ hȄŦƻǊŘ tǳōƭƛŎ {ŎƘƻƻƭ 5ƛǎǘǊƛŎǘΩǎ policies governing student behavior are in effect for the 
entire trip and I have reviewed the Student Handbook where those rules are defined. 
 
3. I recognize that the trip chaperones are responsible for my welfare and for the welfare of all 
students participating in the program. I will, therefore, cooperate with them by listening to them 
and following their instructions. 
 
4. I will honor the expectations, rules, and policies set for me by the Oxford Public School District, 
the chaperones, and the travel organization. 
 
5. I understand that Oxford students are expected to follow District guidelines concerning use of 
alcohol and illegal drugs on school-sponsored activities, and that students may not drink alcohol or 
use drugs considered illegal in the United States regardless of the laws in the country being visited. 
I understand that engaging in this behavior could subject a student to disciplinary action including 
ǘƘŜ Ǉƻǎǎƛōƛƭƛǘȅ ƻŦ ōŜƛƴƎ ǎŜƴǘ ƘƻƳŜ ŀƴŘ ƛǘ ǿƛƭƭ ōŜ ǘƘŜ ŎƘŀǇŜǊƻƴŜΩǎ ƧǳŘƎƳŜƴǘ ǿƘƛŎƘ ŘŜǘŜǊƳƛƴŜǎ ǘƘŜ 
appropriate consequence for a student while overseas. Student and parent/guardian signature on 
ǘƘƛǎ ά{ǘǳŘŜƴǘ LƴǘŜǊƴŀǘƛƻƴŀƭ ¢ǊŀǾŜƭ - {ǘǳŘŜƴǘκtŀǊŜƴǘ !ƎǊŜŜƳŜƴǘέ ƛƴŘƛŎŀǘŜǎ ŀƴ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ǘƘŀǘ ǘƘŜ 
ǎǘǳŘŜƴǘΩǎ ŦŀƛƭǳǊŜ ǘƻ ŀōƛŘŜ ōȅ ǘƘƛǎ ǊǳƭŜ Ƴŀȅ ǊŜǎǳƭǘ ƛƴ ǘƘŜ ǎǘǳŘŜƴǘ ōŜƛƴƎ ǎŜƴt home at the 
ǇŀǊŜƴǘΩǎκƎǳŀǊŘƛŀƴΩǎ ŜȄǇŜƴǎŜΦ tŀǊŜƴǘǎκDǳŀǊŘƛŀƴǎ ŀǊŜ ŜƴŎƻǳǊŀƎŜŘ ǘƻ ǊŜǾƛŜǿ ŘƛǎǘǊƛŎǘ ǇƻƭƛŎƛŜǎ ǊŜƭŀǘŜŘ 
to alcohol and drug use and discipline. 
 
6. I will not operate any motor vehicle while participating in the travel program. 
 
7. I will participate in and be punctual to all activities planned for the group unless specifically 
excused from such activity by the chaperones. 
 
уΦ L ǿƛƭƭ ƘŀƴŘƭŜ ŀƴȅ ǳƴǎǘǊǳŎǘǳǊŜŘ άŦǊŜŜέ ǘƛƳŜ ƛƴ ŀ ǊŜǎǇƻƴǎƛōƭŜ ƳŀƴƴŜǊΦ 
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JJHA-E4 STUDENT INTERNATIONAL TRAVEL ς STUDENT/PARENT AGREEMENT 

 
 
STUDENT ACKNOWLEDGEMENT 
 
I have reviewed the Student Code of Conduct with my parents/guardians. I understand the need 
for all participants to agree to these points. I also realize that if I do not abide by these rules, I may 
be sent home at the discretion of the chaperones at my expense and my family will be responsible 
for all financial and other consequences of my behavior. I recognize that students whose behavior 
warrants the potential for being sent home will be addressed as is deemed appropriate after a 
conversation involving the travel company, the student, a parent or guardian, and the Building 
Administrator. I acknowledge the disciplinary consequences outlined in the Oxford Public Schools 
Student Handbook apply. I understand that I am required to attend a mandatory Post-Trip and 
Debriefing session upon my return to the United States. 
 
{ǘǳŘŜƴǘΩǎ tǊƛƴǘŜŘ bŀƳŜΥ  ________________________________________ 
 
{ǘǳŘŜƴǘΩǎ {ƛƎƴŀǘǳǊŜΥ   ________________________________________  
 
Date:     _________________________ 
 

 
PARENT ACKNOWLEDGEMENT 
 
I/We have reviewed the Student Code of Conduct with my son/daughter. I/We understand the 
need for all participants to agree to these points. I/We also realize that if my/our son/daughter 
does not abide by these rules, he/she may be sent home at the discretion of the chaperones at 
my/our expense and I/we will be responsible for all financial and other consequences of my/our 
ŎƘƛƭŘΩǎ ōŜƘŀǾƛƻǊΦ  
 
I/We recognize that students whose behavior warrants the potential for being sent home will be 
addressed as the chaperone deems appropriate after a conversation involving the travel company, 
the student, a parent or guardian, and the Building Administrator. I/We acknowledge the 
disciplinary consequences outlined in the Oxford Public Schools Student Handbook apply. I 
understand that I/we are required to attend a mandatory Post-Trip and Debriefing session with my 
son/daughter upon his/her return to the United States. 
 
 
First Parent/Guardian Printed Name: __________________________________________________ 
 
First Parent/Guardian Signature: _____________________________________ Date: ___________ 
 
Second Parent/Guardian Printed Name: ________________________________________________ 
 
Second Parent/Guardian Signature: ___________________________________ Date: ___________ 



O x f o r d  S c h o o l  C o m m i t t e e  P o l i c y  M a n u a l| 216 

 

 

JJHA-E5 STUDENT INTERNATIONAL TRAVEL ς CONSENT FORM,  
  RELEASE FROM LIABILITY, AND INDEMNITY AGREEMENT 

 

By signing below, I/We, the undersigned parent(s) or guardian(s) of _________________________, 

 a minor, do hereby CONSENT to his/her participation in the international trip to 

________________________ planned for ______________ 20____, and sponsored by the Oxford 

Public Schools. 

I/We understand that I/we are responsible for any non-refundable costs and fees associated with 

the trip, including airfare, even in the event that the minor is ultimately unable to go on the trip for 

whatever reason and/or the trip is cancelled. I/We further understand that Oxford recommends 

that I/We obtain trip insurance on behalf of the minor. I understand that completion of the Oxford 

Public Schools Emergency Contact and Student Medical Information Form is required. 

 

 

Signature of Parent(s) or Guardian: _______________________________________ 

 

Date: ___________________________________ 
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JJHA-E6 STUDENT INTERNATIONAL TRAVEL ς EMERGENCY CONTACT, 
  STUDENT MEDICAL INFORMATION, AND PARENT CONSENT FORM  
   

{ǘǳŘŜƴǘΩǎ bŀƳŜ ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ 

Home Address ___________________________________________________________________ 

Parent/Guardian #1 Home Phone (______)______________  Cell Phone (______)______________  

Parent/Guardian #2 Home Phone (______)______________  Cell Phone (______)______________  

Primary Emergency Contact Information: 

Name:__________________________________________________________________________ 

Relationship to Minor:_____________________________________________________________ 

Address:________________________________________________________________________ 

Telephone Number(s):_____________________________________________________________ 

E-mail Address:___________________________________________________________________ 

Secondary Emergency Contact Information: 

Name:__________________________________________________________________________ 

Relationship to Minor:_____________________________________________________________ 

Address:________________________________________________________________________ 

Telephone Number(s):_____________________________________________________________ 

E-mail Address:___________________________________________________________________ 

Medical Insurance of Minor: 

Insurance Company Name___________________________________________________________ 

Policy or Certificate Number_________________________________________________________  

Health Insurance Provider: __________________________________________________________ 

Health Insurance Policy Number: _____________________________________________________ 

Primary Subscriber of Medical/Health Policy: ____________________________________________ 

{ǘǳŘŜƴǘΩǎ 5ƻŎǘƻǊΥ ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ tƘƻƴŜΥ όψψψψύ ψψψψψψψψψψψψψψψψψψψψ 
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Health History: 

Please check any that apply and provide an explanation in the space below: 

Ã Asthma  

Ã Motion Sickness  

Ã Hearing Loss  

Ã Diabetes 

Ã Constipation  

Ã Convulsions  

Ã Nose Bleeds  

Ã Faints Easily 

Ã Sleep Walking  

Ã Wears Contacts  

Ã Allergies  

Ã Other 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Inhaler:  Yes___  No___ 

EpiPen:  Yes___  No___   Date of last Tetanus Shot: _______________________ 

Chronic Health Conditions and Significant Medical History:  

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Medications: 

All medications must be in original pharmacy-ƭŀōŜƭŜŘ ŎƻƴǘŀƛƴŜǊǎ ǿƛǘƘ ǎǘǳŘŜƴǘΩǎ ƴŀƳŜΣ ŘƻǎŀƎŜΣ ŀƴŘ 

frequency of administration (including asthma inhalers, EpiPens, and all regularly or occasionally 

taken medication including over-the-counter medications).  Provide only the amount of medication 

needed for the duration of the trip. Asthma inhalers and EpiPens only, may be carried and self-

administered by the student providing appropriate medical information has been received. 

Otherwise, medications will be carried by, and administered by, the adult chaperone in charge. 
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Please complete the following chart with information of all medications (prescription and non-

prescription) that the student may need during the trip: 

 
Medication 

Dosage and 
Route to 

Administer 

Frequency or 
time to take 
medication 

Reason to take 
medication 

Potential side 
effects 

 
 

    

 
 

    

Acetaminophen 
(Tylenol) 
 

325-650 mg 
orally 

Every 4 hours as 
needed 

Headache, pain, 
fever 

 

Ibuprofen 
(Advil, Motrin) 
 

200-400 mg 
orally 

Every 6 hours Headache, pain, 
fever 

 

 

Parent/Guardian Consent and Release: 

I/We, the undersigned parent/guardian, give permission for my child to receive the above-listed 
medications. I agree to release, indemnify, and hold harmless the Town of Oxford and the Oxford 
School Committee and their employees and agents from and against any claim either I or my child 
may have as a result of any act or omission which may arise out of this authorization. 

I/We further consent to urgent medical treatment by a health care provider in the event of illness 
or injury of my/our child during his/her participation in the trip. I/We accept full responsibility for 
all costs for any medical treatment. 

I/We have reviewed and signed the Consent Form, Release from Liability and Indemnity Agreement 
for the educational travel program to _______________________________. 

I/We consent for the release of confidential medical information to be released to and from 
medical providers, the faculty of the Oxford Public Schools, and the program chaperones, as 
ƴŜŜŘŜŘ ǘƻ Ƴŀƛƴǘŀƛƴ Ƴȅ ŎƘƛƭŘΩǎ ƘŜŀƭǘƘ ŀƴŘ ǎŀŦŜǘȅΦ 

 

Parent/Guardian Signature: ____________________________________ Date _________________ 

(only one signature required) 

 

Approved by School Nurse: ____________________________________ Date _________________ 

 

Please return this form and medications in pharmacy labeled containers at least two weeks prior 

ǘƻ ȅƻǳǊ ŎƘƛƭŘΩǎ ǘǊƛǇ ǘƻΥ ψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψψ_______________________________ 

Upon return, ÔÈÉÓ ÆÏÒÍ ×ÉÌÌ ÂÅ ÆÉÌÅÄ ÉÎ ÔÈÅ ÓÔÕÄÅÎÔȭÓ -assachusetts School Health Record.  
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JJIF  CONCUSSION POLICY 

 
 
FOR ATHLETES: All athletes, prior to trying-out, must be aware that the Oxford Public Schools 
conforms to the concussion policy as stated by the Commonwealth of Massachusetts.  This policy 
includes mandatory education regarding concussions, for both student and the 
parents/guardians.  Our education program follows guidelines set forth by the Centers for Disease 
Control.  The athlete is to complete an online course in the presence of the coaching staff, and sign 
a form stating that this has been done, and that the student and parent/guardian have read and 
discussed the written information provided. Additionally, this form asks the parent whether or not 
their child has previously had a concussion.  An answer in the affirmative requires a parent to list 
the date the concussion occurred.  This form is to be returned to the Athletic Director and reviewed 
by the school Nurse.  Any athlete whose family has not returned this form with the appropriate 
signatures is ineligible to participate until the signed form has been received by the Athletic 
Director. 
 
For all suspected concussions, the athlete must be immediately removed from play. The student 
must then be evaluated by a healthcare professional within 24 hours.  Written documentation of 
the medical evaluation must be turned in to the school nurse the next day the student returns to 
school.  Included in this documentation should be the length of time the doctor advises the athlete 
to be out of play. This documentation will then be forward by the Nurse via hardcopy and/or when 
necessary via email to the coach, and Athletic Director. 
 
After the recovery period has concluded, the student must again receive a medical evaluation, and 
written documentation that the student may return to play. This again must be turned in to the 
Nurse, who will forward this information onto to the coach, and Athletic Director. 
 
Concussions affect not only the athletic participation, but the ability to complete schoolwork.  Once 
notified that a student has suffered a concussion, the classroom teachers will be notified so that 
the student may follow a Post-Concussion Graduated Reentry Plan. 
 
FOR ALL STUDENTS: Once a student has suffered a concussion, even outside of school, the school 
nurse must be notified, as the classroom teachers must be made aware of this injury.  If the 
student is currently in Physical Education, the student must have medical documentation stating 
how long the student must not participate in PE. After the recovery period has concluded, the 
student must be medically evaluated again, and written documentation from the doctor be 
presented to the nurse stating that the student may resume P.E.  Young children and teens are 
more likely to get a concussion, and can take longer to recover than adults. 
 
This policy meets all of the requirements set forth by the Commonwealth of Massachusetts, The 
Department of Public Health, and the Department of Elementary and Secondary Education.  
 
[Adopted - September 2013] 
[Reviewed - April 2018] 
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JKAA  PHYSICAL RESTRAINT AND BEHAVIOR SUPPORT 

 

This policy complies with the revised physical restraint regulations at 603 CMR 46.01 et seq., 

effective on January 1, 2016.  

The Oxford Public Schools is committed to maintaining a safe, secure and orderly school climate 
which supports academic achievement while respecting the rights of the individuals comprising the 
school community.  Maintaining an orderly, safe environment conducive to learning is an 
expectation of all staff members of the school district.  At times, physical restraint of a student may 
be necessary to protect that student or other individuals. 
 
Physical restraint is defined as direct physical contact that prevents or significantly restricts a 
ǎǘǳŘŜƴǘΩǎ ŦǊŜŜŘƻƳ ƻŦ ƳƻǾŜƳŜƴǘΦ tƘȅǎƛŎŀƭ ǊŜǎǘǊŀƛƴǘ ǎƘŀƭƭ ōŜ ǳǎŜŘ ƻƴƭȅ ƛƴ ŜƳŜǊƎŜncy situations of 
last resort, after other lawful and less intrusive alternatives have failed or been deemed 
inappropriate, and with extreme caution. Physical restraint shall only be used when needed to 
protect a student and/or a member of the Oxford Public Schools community from assault or 
imminent, serious, physical harm. Furthermore, any such physical restraint shall be administered so 
as to prevent or minimize any harm to the student.  
 
This policy shall be reviewed annually and provided to the Oxford Public Schools staff and made 
available to the Parents of enrolled students. Nothing in this policy precludes any teacher, 
employee, or agent of the Oxford Public Schools from using reasonable force to protect students, 
other persons, or themselves from assault or imminent, serious, physical harm.  
 
Methods for Preventing Student Violence, Self-Injurious Behavior, and Suicide. 
 

A. Individual crisis planning/ Crisis Intervention Plans: When students present as being 
in crisis or aggressive, their case will be discussed with the Building Based Team (BBT) to determine 
a plan of action and appropriate staff will be identified to implement the plan.  This plan may 
include, but is not limited to, a functional behavior assessment, clinical assessment, a behavior 
intervention plan, safety plan, and/or support from related service providers. 

 
B. De-Escalation Techniques: Verbal or non-verbal de-escalation strategies are 

implemented when a student is showing signs of agitation, anxiety, and defiance.  These behaviors 
may include shutting down, pacing, work refusal, inappropriate verbalizations, and destroying 
academic materials.  The de-escalation response is to offer assistance, a break, space and quiet 
time to calm down, setting clear limits, or providing other positive choices to the current 
behavior.    
 
Methods for Engaging Parents. 
 
Any parent with concerns about the use of physical restraint at any school within Oxford Public 
Schools may request a meeting with the building Principal, Director of Special Education and 
Student Services or the Superintendent to discuss such concerns. Any individual who believes that 
a physical restraint of a student may have been unwarranted or conducted inappropriately may 
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also make use of the Grievance Procedure described below.    
 
Alternatives to Physical Restraint and Methods of Physical Restraint 
 

A. Alternatives 
 

Physical restraint shall not be used unless the following, less intrusive behavior interventions and 
supports have been unsuccessful or deemed inappropriate by school staff: 

ǒ Positive behavioral interventions 

ǒ Verbal redirection 
ǒ Verbal directive to cease behavior 

ǒ Opportunity for a break 
ǒ De-escalation techniques 
ǒ Loss of earned tokens/rewards/privileges 

ǒ Opportunity for time-out 
 

B. Methods of Physical Restraint 
 

Physical restraint shall not be used as a means of discipline or punishment; if the student cannot be 
safely restrained due to medical contraindications which have been documented by a licensed 
physician and provided to the District; as a response to property destruction, disruption, refusal to 
comply with rules or staff directives, or verbal threats when those actions do not constitute a 
threat of assault or imminent, serious, physical harm. Physical restraint shall not be used as a 
standard response for any individual student. Physical restraint is an emergency procedure of last 
resort.  
 
The following forms of physical restraint shall only be administered by trained personnel, using only 
the amount of force necessary to protect the student or other member(s) of the school community 
from assault or imminent, serious, physical harm. The staff member(s) administering physical 
restraint shall use the safest method available and appropriate to the situation. Staff shall 
continuously monitor the physical status of the student during restraint, and the student shall be 
immediately released from the physical restraint if the student expresses or demonstrates 
significant physical distress.  
 
All physical restraints must terminate as soon as the student is no longer an immediate danger, or if 
the student indicates that he/she cannot breathe, or if the student is observed to be in severe 
distress. If any physical restraint approaches twenty (20) minutes, staff will obtain the approval of 
the building Principal to continue the restraint based upon ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŎƻƴǘƛƴǳŜŘ ŀƎƛǘŀǘƛƻƴΦ !ƭƭ 
physical restraints shall be administered in compliance with 603 CMR 46.00. 
 
Description of Physical Restraint Hold Used by District:  All staff members conducting restraints are 
trained by personnel certified by the 5ƛǎǘǊƛŎǘΩǎ ǘǊŀƛƴƛƴƎ ŀƎŜƴŎȅΦ  The District only supports restraints 
supported by the training agency. 
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Prohibited Forms of Restraint. 
 

A. Medication restraint, mechanical restraint, prone restraint, and seclusion restraint, 
as defined in 603 CMR 46.02, are prohibited in the Oxford Public Schools. 
 

B. Any form of physical restraint used in a manner inconsistent with 603 CMR 46.00 is 
prohibited in the Oxford Public Schools. 
 
Staff Training, Physical Restraint Reporting, and Follow-Up Process. 
 

A. Staff Training 
 
All staff/faculty will receive training regarding the District's physical restraint policy within the first 
month of each school year, and employees hired after the school year begins will receive training 
within one month of starting their employment. 
 
Required training for all staff will include review of the following:  

¶ Oxford Public Schools Physical Restraint and Behavior Support Policy 

¶ School building-level physical restraint procedures, including the use of time-
out as a behavior support strategy; 

¶ The role of the student, family, and staff in preventing physical restraint; 

¶ Interventions which may preclude the need for restraint, including de-
escalation of problematic behaviors and alternatives to restraint; 

¶ When in an emergency, the types of permitted physical restraints and 
related safety consideration, including information regarding the increased risk of injury to a 
student when any restraint is used; 

¶ LŘŜƴǘƛŦƛŎŀǘƛƻƴ ƻŦ hȄŦƻǊŘ tǳōƭƛŎ {ŎƘƻƻƭǎΩ ǎǘŀŦŦ ǿƘƻ ƘŀǾŜ ǊŜŎŜƛǾŜŘ ƛƴ-depth 
training (as set forth below) in the use of physical restraint.   
 

B. In-Depth Training 
 

1. At the beginning of the school year, the building Principal and Director of Special 
Education and Student Services will identify those designated staff who will 
participate in in-depth training and who will then be authorized to serve school-
wide resources to assist in ensuring proper administration of physical restraint.  
 

2. Designated staff members shall participate in at least sixteen (16) hours of in-
depth training in the use of physical restraint, with at least one refresher training 
annually.  
 

3. In-depth training will include: 
a. Appropriate procedures for preventing the need for physical restraint, 

including the de-escalation of problematic behavior, relationship building 
and the use of alternatives to restraint;  

b. A description and identification of specific dangerous behaviors on the part 
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of students that may lead to the use of physical restraint and methods for 
evaluating the risk of harm in individual situations in order to determine 
whether the use of restraint is warranted; 

c. The simulated experience of administering and receiving physical restraint, 
instruction regarding the effect(s) on the person restrained, including 
instruction on monitoring physical signs of distress and obtaining medical 
assistance; 

d. Instruction regarding documentation and reporting requirements and 
investigation of injuries and complaints; 

e. Demonstration by participants of proficiency in administering physical 
restraint; and 

f. Instruction regarding the impact of physical restraint on the student and 
family, including but not limited to psychological, physiological, and social-
emotional effects. 

 
C. Physical Restraint Reporting 

 
1. Report to Building Principal: 

a. Staff shall verbally inform the Principal of any physical restraint as 
soon as possible, and by written report within one (1) school day. 

b. The Principal or designee shall maintain an ongoing record of all 
reported instances of physical restraint. 

 
2. Report to Parent(s) of Physically Restrained Student: 

a. The Principal or designee shall make reasonable efforts to verbally 
ƛƴŦƻǊƳ ǘƘŜ ǎǘǳŘŜƴǘΩǎ tŀǊŜƴǘ ƻŦ ǘƘŜ ǇƘȅǎƛŎŀƭ ǊŜǎǘǊŀƛƴǘ ǿƛǘƘƛƴ ǘǿŜƴǘȅ-four (24) hours. 

b. The Principal or designee shall provide the Parent a written report of 
the physical restraint within three (3) school days. This written report may be 
provided via email, if the Parent has provided the District with an email address. 

c. The Parent and/or student may respond to the Principal or designee 
to comment on the use of the physical restraint and the information in the written 
report. The Parent and/or student may also pursue the Grievance Procedure 
described below. 

 
3. Report to Department of Elementary and Secondary Education (DESE): 

a. Whenever a physical restraint results in injury to the student or any 
school community member, the District shall send a copy of the written report to 
DESE within three (3) school days. The District will also comply with whatever 
additional requirements are promulgated by DESE. 

b. Oxford Public Schools shall also report physical restraint data annually 
to DESE, as directed by DESE. 

 
4.  Report to Law Enforcement and Other Agencies: 

a. Nothing in this policy prevents any individual from reporting a crime 
to the appropriate authorities; 

b. Nothing in this policy prevents any individual from exercising their 
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responsibilities as a mandated reporter under M.G.L, c. 119, §51A. 
 

5. Contents of Written Report 
 

a. The written report of any physical restraint shall include: 
 

i. Name of the student; name(s) and job title(s) of staff who 
administered the physical restraint, and observers, if any; the date, time restraint 
began, and the time that restraint ended; the name of the Principal or designee who 
was verbally informed following the restraint, and who approved continuation of the 
restraint beyond twenty (20) minutes, if applicable. 

ii. A description of the activity in which the restrained student 
and other students and staff in the vicinity were engaged immediately preceding the 
use of the physical restraint; the behavior that prompted the restraint; the efforts 
made to prevent escalation of behavior, including specific de-escalation strategies 
used; alternatives to restraint that were attempted; and the justification for 
initiating physical restraint. 

iii. A description of the administration of the restraint including 
ǘƘŜ ƘƻƭŘǎ ǳǎŜŘ ŀƴŘ ǊŜŀǎƻƴǎ ǎǳŎƘ ƘƻƭŘǎ ǿŜǊŜ ƴŜŎŜǎǎŀǊȅΤ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ōŜƘŀǾƛƻǊ ŀƴŘ 
reactions during the restraint; how the restraint ended; and documentation of injury 
to the student and/or staff, if any, and any medical care provided. 

iv. Information regarding any further action(s) that the school has 
taken or may take, including any consequences that may be imposed on the student. 

v. Information regarding opportunitƛŜǎ ŦƻǊ ǘƘŜ ǎǘǳŘŜƴǘΩǎ 
Parent(s) to discuss the administration of the restraint and any consequences with 
school officials. 

 
b. Follow-Up Procedures 

After a student is released from a physical restraint, staff shall implement follow-up procedures, 
including: 

i. Reviewing the incident with the student to address the behavior that 
precipitated the physical restraint; 

ii. Reviewing the incident with the staff member(s) who administered 
the physical restraint to ensure proper restraint procedures were followed; and 

iii. Consideration of whether any follow-up is appropriate for students 
who witnessed the physical restraint, if any. 

 
Building Principals Shall Implement Procedures for Period Review of Physical Restraint Data 
through two types of administrative reviews. 
 

A. A weekly review of physical restraint data to identify individual students who have 
been restrained multiple times during the week, and if any such student(s) is identified, to convene 
a review team to assess the progress and needs of such student, with the goal of reducing or 
eliminating future restraint.  The team will review and discuss the written restraint reports, analyze 
the factors that led to the restraint, consider the factors that may have contributed to the 
escalation of the behavior and develop a written action plane.   
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B. A monthly, administrative review of school-wide physical restraint data will be 

conducted.  This review will consider patterns of restraints, number of restraints, duration of 
restraints and any injuries caused by restraints, and whether there is a need for additional staff 
training on restraint reduction and restraint prevention strategies.  
 
Building Principals Shall Implement a Procedure for the Use of Time-Out. 
 

A. Time-Out is defined as a behavioral support strategy, developed pursuant to 603 
CMR 46.04(1), in which a student temporarily separates from the learning activity or the classroom, 
either by choice or by direction from staff, for the purpose of calming.  During time-out, a student 
must be continuously observed by a staff member.  Staff shall be with the student or immediately 
available to the student at all times. 

   
59{9Ωǎ Technical Assistance Advisory SPED 2016-1, issued on July 31, 2015, provides the following 
additional definitions pertaining to time-out: 

 
B. Inclusionary time-out: When the student is removed from positive reinforcement or 

full participation in classroom activities while remaining in the classroom.  The use of inclusionary 
time-out functions well as a behavior support strategy which includes practices used by teachers as 
part of their classroom behavior support tools, such as planned ignoring, asking student to put their 
heads down, or placing a student in a different location within the classroom.  These strategies, 
used to reduce external stimulƛ ƛƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŜƴǾƛǊƻƴƳŜƴǘ ǿƘƛƭŜ ƪŜŜǇƛƴƎ ǘƘŜ ǎǘǳŘŜƴǘ ǇƘȅǎƛŎŀƭƭȅ 
present and involved in learning, have proven to be useful tools for classroom management.  A 
ǎǘǳŘŜƴǘ ƛǎ ƴƻǘ άǎŜǇŀǊŀǘŜŘ ŦǊƻƳ ǘƘŜ ƭŜŀǊƴƛƴƎ ŀŎǘƛǾƛǘȅέ ƛŦ ǘƘŜ ǎǘǳŘŜƴǘ ƛǎ ǇƘȅǎƛŎŀƭƭȅ ǇǊŜǎŜƴǘ ƛƴ the 
classroom and remains fully aware of the learning activities.  Inclusionary time-out does not include 
ǿŀƭƭŜŘ ƻŦŦ άǘƛƳŜ-ƻǳǘέ ǊƻƻƳǎ ƭƻŎŀǘŜŘ ǿƛǘƘƛƴ ǘƘŜ ŎƭŀǎǎǊƻƻƳΤ ǳǎŜ ƻŦ ǘƘƻǎŜ ƛǎ ŎƻƴǎƛŘŜǊŜŘ ǘƻ ōŜ 
exclusionary time-out.   

 
C. Exclusionary time-out: The separation of the student from the rest of the class either 

through complete visual separation or from actual physical separation.  Exclusionary time-out is an 
intervention that should be reserved for use only when students are displaying behaviors which 
present, or potentially present, an unsafe or overly disruptive situation in the classroom. In such 
circumstances, the student may be directed to a separate setting for the purpose of helping the 
student to calm. In order to ensure that the student is receiving appropriate support, a school 
counselor or other behavioral support professional must be immediately available to the student in 
an exclusionary time-out setting where the individual can continuously observe and communicate 
with the student as appropriate to determine when the student has calmed. Students must never 
be locked in a room. For students displaying self-injurious behavior, a staff member must be 
physically present in the same setting with the student. Exclusionary time-out must end when the 
student has calmed. 

 
{ǳŎƘ ǇǊƻŎŜŘǳǊŜ ǎƘŀƭƭ ƛƴŎƭǳŘŜ ǘƘŜ ǇǊƻŎŜǎǎ ōȅ ǿƘƛŎƘ ǎǘŀŦŦ ǿƛƭƭ ƻōǘŀƛƴ ǘƘŜ tǊƛƴŎƛǇŀƭΩǎ ŀǇǇǊƻǾŀƭ ǳǇƻƴ 
discussion with the Director of Special Education and Student Services for any time-out lasting 
longer than thirty (30) minutes. Such apǇǊƻǾŀƭ ǎƘŀƭƭ ōŜ ōŀǎŜŘ ƻƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŎƻƴǘƛƴǳƛƴƎ ŀƎƛǘŀǘƛƻƴΦ 
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Grievance Procedures.  
 
This grievance procedure is established to ensure procedures are in place for receiving and 
investigating complaints regarding physical restraint practices. Any individual who believes that a 
physical restraint of a student may have been unwarranted or conducted inappropriately may file a 
complaint by utilizing this procedure:  
 
The complaint must be submitted in writing or on audiotape to the Director of Special Education 
and Student Services. 
 
The Director of Special Education and Student Services will meet with the complainant within ten 
(10) school days of receipt of the complaint.  
 
A thorough investigation will be conducted which may include interviewing witnesses, staff 
involved and/or the student; reviewing all written documentation leading up to and pertaining to 
the incident and all reports filed with the Director of Special Education and Student Services and 
the Department of Elementary and Secondary Education.  
 
A written report will be developed by the Director of Special Education and Student Services and 
provided to the complainant. 
 
[Adopted - September 26, 2016] 
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JLCC  COMMUNICABLE AND/OR INFECTIOUS DISEASES 

 

Policy Regarding Pediculosis 

It is with the approval of the Superintendent of Schools, and the building Principals, along with the 
guidance of the School Physician, that the following policy be adopted. 

Students with live head lice, or nits (eggs) found on the hair shaft closer than 1 cm from the scalp 
(viable), by the School Nurse, will be referred for treatment at the end of the school day. The 
Parent/Guardian will be instructed in removal of all live lice and all viable nits. Immediate removal 
of the student from school is unnecessary. If the student has lice, the individual has probably been 
infested for weeks, and prompt removal of the student could lead to embarrassment as well as 
time taken away from learning. 

Following treatment, the student will be rechecked before returning to the classroom. If no live 
lice, or nits on the hair shaft closer than 1 cm from the scalp are found by the School Nurse, the 
student is cleared for reentry. 

If any nits are found during the recheck, the student will be assessed again in 1 week. 

Students with nits further than 1 cm from the scalp (non-viable) will not be referred for treatment 
and may remain at school. 

!ǘ ǘƘŜ {ŎƘƻƻƭ bǳǊǎŜΩǎ ŘƛǎŎǊŜǘƛƻƴΣ ǎƛōƭƛƴƎǎ ŀƴŘ ƻǘƘŜǊǎ ŦŜƭǘ ǘƻ ōŜ ƛƴ Ŏƭose contact with a student 
diagnosed with pediculosis, will be checked. Inspection of entire classrooms is not necessary unless 
advised by the Nurse. 

The School Nurse may exclude a student with repeated infestations of live lice or viable nits, or a 
student with current active infestation for which there is apparent lack of adequate follow through 
by the Parent/Guardian. 

[Adopted - January 12, 2015] 
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JLCD  ADMINISTERING MEDICINES TO STUDENTS 

 

Medication may not be administered to students while at school unless such medicine is given to 
them by the school nurse acting under specific written request of the parent or guardian and under 
the written directive of the student's personal physician (see below for exceptions). When the 
school nurse is not present, a student who needs medication during the school day may be called 
to the office at the scheduled hour and reminded by the secretary to take the medicine.  This 
provision only applies when the correct dosage of the medication has been placed in an individual 
container clearly marked with the student's name, the dosage to be administered, and the time 
and/or conditions under which the medicine is to be taken. In addition, the student must be able to 
recognize the medicine that he/she or she is taking. No one but the school nurse, and those others 
listed in the medical administration plan acting within the above restriction, may give any 
medication to any student. 
 
Exceptions 
 
The school district shall, through the District nurse leader, register with the Dept. of Public Health 
and train personnel in the use of epinephrine auto-injectors. 
 
The school District may, in conjunction with the School Physician and the School Nurse Leader, 
stock nasal naloxone (Narcan) and trained medical personnel and first responders may administer 
nasal naloxone to individuals experiencing a life-threatening opiate overdose in a school setting.  
 
If the school District wishes medical personnel to train non-medical staff in the administration of 
nasal naloxone, the School Committee shall vote to approve such training and the Superintendent 
shall ensure that medical personnel have a written protocol which complies with medical directives 
and regulations from the Dept. of Public Health. 
 
Following consultation with the school nurse, students who fall into the following exceptions may 
self-administer medications: 
 

1. Students with asthma or other respiratory diseases may possess and administer 
prescription inhalers. 
 

2. Students with cystic fibrosis may possess and administer prescription enzyme supplements. 
 

3. Students with diabetes may possess and administer glucose monitoring tests and insulin 
delivery systems. 

 
SOURCE:   MASC March 2016 
 
LEGAL REF: M.G.L. 71:54B 
  Dept. of Public Health Regulations:  105 CMR 210.00; 244 CMR 3.00 
 
[Adopted - October 5, 2016] 

http://www.malegislature.gov/Laws/GeneralLaws/PartI/TitleXII/Chapter71/Section54b


O x f o r d  S c h o o l  C o m m i t t e e  P o l i c y  M a n u a l| 230 

 

 

JRA  STUDENT RECORDS POLICY 

 
In order to provide students with appropriate instruction and educational services, it is necessary 
for the school system to maintain extensive and sometimes personal information about them and 
their families. It is essential that pertinent information in these records be readily available to 
ŀǇǇǊƻǇǊƛŀǘŜ ǎŎƘƻƻƭ ǇŜǊǎƻƴƴŜƭΣ ōŜ ŀŎŎŜǎǎƛōƭŜ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǇŀǊŜƴǘǎ ƻǊ ƭŜƎŀƭ ƎǳŀǊŘƛŀƴ ŀƴŘκƻǊ ǘƘŜ 
student in accordance with law, and yet be guarded as confidential information. 
 
The Superintendent will provide for the proper administration of student records in keeping with 
state and federal requirements, and shall obtain a copy of the state student records regulations 
(603 CMR 23.00). The temporary record of each student enrolled on or after June 2002 will be 
destroyed no later than seven years after the student transfers, graduates or withdraws from the 
school District. Written notice to the eligible student and his/her parent of the approximate date of 
destruction of the temporary record and their right to receive the information in whole or in part, 
ǎƘŀƭƭ ōŜ ƳŀŘŜ ŀǘ ǘƘŜ ǘƛƳŜ ƻŦ ǎǳŎƘ ǘǊŀƴǎŦŜǊΣ ƎǊŀŘǳŀǘƛƻƴΣ ƻǊ ǿƛǘƘŘǊŀǿŀƭΦ ¢ƘŜ ǎǘǳŘŜƴǘΩǎ ǘǊŀƴǎŎǊƛǇǘ Ƴŀȅ 
only be destroyed 60 years following his/her graduation, transfer, or withdrawal from the school 
system. 
 
The Committee wishes to make clear that all individual student records of the school system are 
confidential. This extends to giving out individual addresses and telephone numbers. 
 
603 CMR 23.00 is promulgated by the Board of Education pursuant to its powers under M.G.L. c. 
71, s. 34D which directs ǘƘŀǘ άǘƘŜ ōƻŀǊŘ ƻŦ ŜŘǳŎŀǘƛƻƴ ǎƘŀƭƭ ŀŘƻǇǘ ǊŜƎǳƭŀǘƛƻƴǎ ǊŜƭŀǘƛǾŜ ǘƻ ǘƘŜ 
maintenance of student records by the public elementary and secondary schools of the 
ŎƻƳƳƻƴǿŜŀƭǘƘΣέ ŀƴŘ ǳƴŘŜǊ aΦDΦ[Φ ŎΦ тмΣ ǎΦ опC ǿƘƛŎƘ ŘƛǊŜŎǘǎ ǘƘŀǘ άǘƘŜ ōƻŀǊŘ ƻŦ ŜŘǳŎŀǘƛƻƴ ǎƘŀƭƭ 
adopt regulations relative to the retention, duplication and storage of records under the control of 
School Committees, and except as otherwise required by law may authorize the periodic 
ŘŜǎǘǊǳŎǘƛƻƴ ƻŦ ŀƴȅ ǎǳŎƘ ǊŜŎƻǊŘǎ ŀǘ ǊŜŀǎƻƴŀōƭŜ ǘƛƳŜǎΦέ 603 CMR 23.00 was originally promulgated 
on February 10, 1975, and was reviewed and amended in June 1995. 603 CMR is in conformity with 
federal and state statutes regarding maintenance of and access to student records, and are to be 
construed harmoniously with such statutes. 
 
Definition of Terms 

The various terms are used in 603 CMR 23.00 are defined below: Access: shall mean inspection or 
copying of a student record, I whole or in part. 
 
Authorized school personnel: shall consist of three groups: 
 

1. School administrators, teachers, counselors and other professionals who are employed by 
the School Committee or who are providing services to the student under an agreement 
between the School Committee and a service provider, and who are working directly with 
the student in an administrative, teaching, counseling and/or diagnostic capacity. Any such 
personnel who are not employed directly by the School Committee shall have access only to 
the student record information that is required for them to perform their duties. 
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2. Administrative office staff and clerical personnel, including operators of data processing 

equipment or equipment that produces microfilm/microfiche, who are either employed by 
the School Committee or are employed under a School Committee service contract, and 
whose duties require them to have access to student records for purposes of processing 
information for the student record. Such personnel shall have access only to the student 
record. Such personnel shall have access only to the student record information that is 
required for them to perform their duties. 

 
3. The evaluation team evaluates a student. 

 
Eligible student: shall mean any student who is 14 years of age or older or who has entered 9th 
grade, unless the School Committee acting pursuant to 603 CMR 23.01 (4) extends the rights and 
provisions of 603 CMR 23.00 to students under the age of 14 or to students who have not yet 
entered 9th grade. 
 
Evaluation Team: shall mean the team which evaluates school-age children pursuant to M.G.L.c. 
71B (St. 1972, c.766) and 603 CMR 28.00. 
 
tŀǊŜƴǘΥ ǎƘŀƭƭ ƳŜŀƴ ŀ ǎǘǳŘŜƴǘΩǎ ŦŀǘƘŜǊ ƻǊ ƳƻǘƘŜǊΣ ƻǊ ƎǳŀǊŘƛŀƴΣ ƻǊ ǇŜǊǎƻƴ ƻǊ ŀƎŜƴŎȅ ƭŜƎŀƭƭȅ 
authorized to act on behalf of the child in place of or in conjunction with the father, mother, or 
guardian. Any parent who by court order does not have physical custody of the student, is 
considered a non-custodial parent for purposes of M.G.L. c. 71, s. 34H and 603 CMR 23.00. This 
includes parents who by court order do not reside with or supervise the student, even for short 
periods of time. 
 
Release: shall mean the oral or written disclosure, in whole or in part, of information in a student 
record. 
 
School-age child with special needs: shall have the same definition as that given in M.G.L. c. 71B (St. 
1972, c 766) and 603 CMR 28.00. 
 
School Committee: shall include a School Committee, a board of trustees of a charter school, a 
board of trustees of a vocational-technical school, a board of directors of an educational 
collaborative and the governing body of an M.G.L. c.71B (Chapter 766) approved private school. 
 
Student: shall mean any person enrolled of formerly enrolled in a public elementary or secondary 
school or any person age three or older about whom a School Committee maintains information. 
The term as used in 603 CMR 23.00 shall not include a person about whom a School Committee 
Ƴŀƛƴǘŀƛƴǎ ƛƴŦƻǊƳŀǘƛƻƴ ǊŜƭŀǘƛǾŜ ƻƴƭȅ ǘƻ ǘƘŜ ǇŜǊǎƻƴΩǎ ŜƳǇƭƻȅƳŜƴǘ ōȅ ǘƘŜ {ŎƘƻƻƭ /ƻƳƳƛǘǘŜŜΦ 
 
The student record: shall consist of the transcript and the temporary record, including all 
information, recording and computer tapes, microfilm, microfiche, or any other materials, 
regardless of physical form or characteristics concerning a student that is organized on the basis of 
ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƴŀƳŜ ƻǊ ƛƴ ŀ ǿŀȅ ǘƘŀǘ ǎǳŎƘ ǎǘǳŘŜƴǘ Ƴŀȅ ōŜ ƛƴŘƛǾƛŘǳŀƭƭȅ ƛŘŜƴǘƛŦƛŜŘΣ ŀƴŘ ǘƘŀǘ ƛǎ ƪŜǇǘ ōȅ 
the public schools of the Commonwealth. The terms as used in 603 CMR 23.00 shall mean all such 
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information and materials regardless of where they are located, except for the information and 
materials specifically exempted by 603 CMR 23.04. 
 
The temporary record: shall consist of all the information in the student record which is not 
contained in the transcript. This information clearly shall be of importance to the educational 
process. Such information may include standardized test results, class rank (when applicable), 
extracurricular activities, and evaluations by teachers, counselors, and other school staff. 
 
Third party: shall mean any person or private or public agency, authority, or organization other 
than the eligible student, his/her parent, or authorized school personnel. 
 
[ƻƎ ƻŦ !ŎŎŜǎǎΥ ! ƭƻƎ ǎƘŀƭƭ ōŜ ƪŜǇǘ ŀǎ ǇŀǊǘ ƻŦ ŜŀŎƘ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘΦ LŦ ǇŀǊǘǎ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘ ǊŜŎƻǊŘ ŀǊŜ 
separately located, a separate log shall be kept with each part. The log shall indicate all persons 
who have obtained access to the student record, stating: the name, position and signature of the 
person releasing the information; the name, position and, if a third party, the affiliation if any, of 
the person who is to receive the information; the date of access; the parts of the record to which 
access was obtained; and the purpose of such access. Unless student record information is to be 
deleted or released, this log requirement shall not apply to: 
 
a. Authorized school personnel under 603 CMR 23.02 (9)(a) who inspect the student record; 
 
b. Administrative office staff and clerical personnel under 603 CMR 23.02 (9)(b), who add 
information to or obtain access to the student record; and  
 
c. School nurses who inspect the student health record. 
 
Access of Third Parties. Except for the provision of 603 CMR 23.07 (4)(a) through 23.07(4)(h), no 
third party shall have access to information in or from a student record without the specific, 
informed written consent of the eligible student or the parent. When granting consent, the eligible 
student or parent shall have the right to designate which parts of the student record shall be 
released to the third party. A copy of such consent shall be retained by the eligible student or 
parent and a duplicate placed in the temporary record. Except for the information described in 603 
CMR 23.07(4)(a), personally identifiable information from a student record shall only be released to 
a third party on the condition that he/she will not permit any other third party to have access to 
such information without the written consent of the eligible student or parent. 
 

a. ! ǎŎƘƻƻƭ Ƴŀȅ ǊŜƭŜŀǎŜ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŘƛǊŜŎǘƻǊȅ ƛƴŦƻǊƳŀǘƛƻƴΥ ŀ ǎǘǳŘŜƴǘΩǎ ƴŀƳŜΣ ŀŘŘǊŜǎǎΣ 
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 without the 
consent of the eligible student or parent; providing that the school gives public notice of the 
types of information it may release under 603 CMR 23.07 and allows eligible students and 
parents a reasonable time after such notice to request that this information not be released 
without the prior consent of the eligible student or parent. Such notice may be included in 
the routine information letter required under 603 CMR 23.10. 
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Access Procedures for Non-Custodial Parents. As required by M.G.L. c.71, s.34H, a non-custodial 
parent may have access to the student record in accordance with the following provisions. 
 

b. A non-custodial parent is eligible to obtain access to the student record unless: 
 

1. The parent has been denied legal custody based on a threat to the safety of the 
student or to the custodial parent, or 

 
2. The parent has been denied visitation or has been ordered to supervised visitation, 

or 
 

3. ¢ƘŜ ǇŀǊŜƴǘΩǎ ŀŎŎŜǎǎ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘ ƻǊ ǘƻ ǘƘŜ ŎǳǎǘƻŘƛŀƭ ǇŀǊŜƴǘ Ƙŀǎ ōŜŜƴ ǊŜǎǘǊƛŎǘŜŘ ōȅ 
a temporary or permanent protective order, unless the protective order (or any 
subsequent order modifying the protective order) specifically allows access to the 
information contained in the student record. 

 
c. In order to obtain access, the non-custodial parent must submit a written request for the 

student record to the high school principal annually. The initial request must include the 
following: 

 
1. A certified copy of the court order or judgment relative to the custody of the 

student that either indicates that the requesting parent is eligible to receive access 
as set forth in 603 CMR 23.07(5)(a), or a certified copy of a copy of a court order 
specifically ordering that the student records be made available to the non-
custodial parent, and  

2. An affidavit from the non-custodial parent that said court order or judgment 
remain in effect and that there is no temporary or permanent order restricting 
ŀŎŎŜǎǎ ǘƻ ǘƘŜ ŎǳǎǘƻŘƛŀƭ ǇŀǊŜƴǘ ƻǊ ŀƴȅ ŎƘƛƭŘ ƛƴ ǘƘŜ ŎǳǎǘƻŘƛŀƭ ǇŀǊŜƴǘΩǎ ŎǳǎǘƻŘȅΦ 

 
d. The non-custodial parent must submit a written request for access each year stating that 

said parent continues to be entitled to unsupervised visitation with the student and is 
eligible to obtain access as set forth in 603 CMR 23.07 (5)(a). 
 

e. Upon receipt of the request (initial and annual) the school must immediately notify the 
custodial parent by certified and first class mail, in English and the primary language of the 
custodial parent, that it will provide the non-custodial parent with access after 21 days, 
unless the custodial parent provides the principal with documentation that the non-
custodial parent is not eligible to obtain access as set forth in 603 CMR 23.07(5)(a). 

 
f. The school must delete the address and telephone number of the student and custodial 

parent from student records provided to non-custodial parents. In addition, such records 
must be marked to indicate that they shall not be used to enroll the student in another 
school. 

 
g. Upon receipt of a court order which prohibits the distribution of information pursuant to 

G.L.c. 71, s.34H, the school shall notify the non-custodial parent that it shall cease to 
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provide access to the student record to the non-custodial parent. 
 
At least once during every school year, the school shall publish and distribute to students and their 
parents in their primary language a routine information letter informing them of the following: 
 
a. The standardized testing programs and research studies to be conducted during the year 
and other routine information to be collected or solicited from the student during the year. 
 
b. The general provisions of 603 CMR 23.00 regarding parent and student rights, and that 
copies of 603 CMR 23.00 regarding parent and student rights, and that copies of 603 CMR 23.00 
are available to them from the school. 
 
Application of Rights 
 
сло /aw ноΦлл ƛǎ ǇǊƻƳǳƭƎŀǘŜŘ ǘƻ ƛƴǎǳǊŜ ǇŀǊŜƴǘǎΩ ŀƴŘ ǎǘǳŘŜƴǘǎΩ ǊƛƎƘǘǎ ƻŦ ŎƻƴŦƛŘŜƴǘƛŀƭƛǘȅΣ ƛƴǎǇŜŎǘƛƻƴΣ 
amendment, and destruction of studŜƴǘǎΩ records and to assist local school systems in adhering to 
the law. 603 CMR 23.00 should be liberally construed for these purposes. 
 

1. These rights shall be the rights of the student upon reaching 14 years of age or upon 
entering the ninth grade, whichever comes first. If a student is under the age of 14 and has 
ƴƻǘ ȅŜǘ ŜƴǘŜǊŜŘ ǘƘŜ ƴƛƴǘƘ ƎǊŀŘŜΣ ǘƘŜǎŜ ǊƛƎƘǘǎ ǎƘŀƭƭ ōŜƭƻƴƎ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǇŀǊŜƴǘǎΦ 

 
2. If a student is from 14 to 17 years or has entered the ninth grade, both the student and 

his/her parent, or either one acting alone, shall exercise these rights. 
 

3. If a student is 18 years of age or older, he/she alone shall exercise these rights, subject to 
the following. The parent may continue to exercise the rights until expressly limited by such 
student. Such student may limit the rights and provisions of 603 CMR 23.00 which extend to 
his/her parent, except the right to inspect the student record, by making such request in 
writing to the school principal or superintendent of schools who shall honor such request 
and retain a copy of it in the student record. Pursuant to M.G.L. c.71, s.34E, the parent of a 
ǎǘǳŘŜƴǘ Ƴŀȅ ƛƴǎǇŜŎǘ ǘƘŜ ǎǘǳŘŜƴǘ ǊŜŎƻǊŘ ǊŜƎŀǊŘƭŜǎǎ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŀƎŜΦ 

 
4. Notwithstanding 603 CMR 23.01 (1) and 23.01 (2), nothing shall be construed to mean that 

a School Committee cannot extend the provisions of 603 CMR 23.00 to students under the 
age of 14 or to students who have not yet entered the ninth grade. 

 
SOURCE:  MASC 

LEGAL REF: Family Educational Rights and Privacy Act of 1974, P.L. 93-380 Amended 
  P.L. 93-380, AMENDED; 103-382, 1994 
  M.G.L. 66:10 71:34 A, B, D, E, H 
  Board of Education Student Record Regulations as amended June 2002. 
  603 CMR: Dept. of Education 23.00 through 23.12 
  Mass Department of Elementary and Secondary Education  publication, 
  Student Records: Questions, Answers and Guidelines, Sept. 1995 
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[Adopted - December 11, 2000] 
[Revision Adopted - June 22, 2005] 
[Revision Adopted - October 13, 2016] 
[Revision Adopted - ________________] 
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SECTION K.  COMMUNITY RELATIONS 
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KF  AUTHORIZED USE OF SCHOOL OWNED MATERIALS AND EQUIPMENT 

 
 
The School Committee wishes to be of assistance, whenever possible, to other town departments 
and community organizations. Therefore, permission to use school equipment may be granted by 
the Principal upon request by responsible parties or organizations. 
 
Staff members may use school equipment when the use is related to their school employment and 
by students when the equipment is to be used in connection with their studies or extracurricular 
activities. 
 
tǊƻǇŜǊ ŎƻƴǘǊƻƭǎ ǿƛƭƭ ōŜ ŜǎǘŀōƭƛǎƘŜŘ ōȅ ǘƘŜ tǊƛƴŎƛǇŀƭ ǘƻ ŀǎǎǳǊŜ ǘƘŜ ǳǎŜǊΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊΣ ŀƴŘ 
return of, all school equipment. 
 
[Adopted - October 13, 2016] 
[Revision Adopted - June 25, 2018]  
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KHA  DISTRIBUTION AND POSTING OF NON-SCHOOL RELATED MATERIALS 

 

 
1. Purpose 
 

The purpose of this policy is to establish guidelines which determine whether an outside 
organization can distribute materials (e.g. flyers) to students or have materials posted on a 
school bulletin board. 
 

2. Guidelines for Distributing Materials to Students 
 

Only those outside organizations that fall into one of the categories below are permitted to 
distribute materials to students: 

 
A. Not-for-profit civic organizations which have strong student body participation. 

Examples of organizations in this category are: Boy Scouts and Girl Scouts. 
 

B. Not-for-profit community sports organizations which have strong student body 
participation. Examples of organizations in this category are: Oxford Soccer League, 
Oxford Little League and Oxford Youth Clubs. 

 
C. Not-for-profit parent support groups associated with the Clara Barton School, A.M. 

Chaffee School, Oxford Middle School and the Oxford High School. Examples are the 
Clara Barton P.T.O., the Chaffee P.T.O., the Friends of the Oxford Middle School, 
Oxford High School Booster Club, and Operation Graduation. 

 
D. Profit-making organizations only when there is a clear educational benefit to the 

students that is consistent with the overall educational philosophy of the school 
district. 

 
E. Superintendent along with the Building Principal will make decisions concerning any 

other materials to be distributed to students. 
 

  
[Adopted - May 14, 2018]   
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KI  VISITORS TO THE SCHOOLS 

 
The School Committee encourages parents and guests to visit classrooms to observe and learn 
about the instructional programs taking place in our schools. Such visits can prove most beneficial 
in promotion of greater school-home cooperation and community understanding of how we carry 
ƻǳǘ ǘƘŜ ǎŎƘƻƻƭ ǎȅǎǘŜƳΩǎ Ƴƛǎǎƛƻƴ ŀƴŘ ƎƻŀƭǎΦ 
 
The following guidelines to classroom and school visits should be followed: 
 

1. Parental requests for classroom visitations will be welcomed as long as the educational 
process is not disrupted. To this end we request that such requests be made at least forty-
eight hours in advance to allow for proper arrangements to be made. 

 
2. The building principal has the authority to determine the number, times, duration, and 

dates of observations by visitors. This will be done in consultation with staff members so as 
to give adequate notice to the staff members of the impending visits. 

 
3. CƻǊ ǎŜŎǳǊƛǘȅ ǇǳǊǇƻǎŜǎ ƛǘ ƛǎ ǊŜǉǳŜǎǘŜŘ ǘƘŀǘ ŀƭƭ ǾƛǎƛǘƻǊǎ ǊŜǇƻǊǘ ǘƻ ǘƘŜ ǇǊƛƴŎƛǇŀƭΩǎ ƻŦŦƛŎŜ ǳǇƻƴ 

entering and leaving the building and sign a guest log showing arrival and departure times. 
Teachers should ŀǎƪ ǾƛǎƛǘƻǊǎ ƛŦ ǘƘŜȅ ƘŀǾŜ ǊŜƎƛǎǘŜǊŜŘ ƛƴ ǘƘŜ ǇǊƛƴŎƛǇŀƭΩǎ ƻŦŦƛŎŜΦ All visitors shall 
ǊŜŎŜƛǾŜ ŀ ǾƛǎƛǘƻǊΩǎ Ǉŀǎǎ ŀƴŘ ǿŜŀǊ ƛǘ ǿƘƛƭŜ ƻƴ ǎŎƘƻƻƭ ǇǊƻǇŜǊǘȅ ŀƴŘ ǊŜǘǳǊƴ ƛǘ ǳpon exiting 
school property. 

 
4. Under ordinary circumstances classroom observations will be strongly discouraged during 

the first three weeks of school and during the month of June. 
 

5. Any student who wishes to have a guest in school MUST ask permission of one of the 
administrative staff 24 HOURS in advance of the proposed visit. If permission is granted, the 
guest is expected to follow the standards of behavior expected of all students. Upon arrival 
the guest must register in the office. 

 
6. Any guest who fails to comply with ǘƘƛǎ ǇƻƭƛŎȅ ŀƴŘ hȄŦƻǊŘ tǳōƭƛŎ {ŎƘƻƻƭΩǎ student rules and 

regulations will be asked to leave the school building and grounds immediately. 
 
CROSS REF:  IHBAA, Observation of Special Education Programs 
 
[Adopted - April 27, 2005] 
[Revision Adopted - May 14, 2018]   
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SECTION L.  EDUCATION AGENCY RELATIONS 
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LDA  STUDENT TEACHING AND INTERNSHIPS 

 

The Committee encourages the administration to cooperate with teaching institutions in the 
placement of student teachers or interns in the school system. All initial arrangements with the 
colleges and universities will be subject to approval of the Superintendent of Schools or his/her 
designee.     

The Committee authorizes the administration to honor the reasonable rules and training guidelines 
of the sending institution.     

In all arrangements made with colleges and universities, the school system will be given the 
privilege of interviewing and accepting or rejecting individual candidates for student teaching and 
internships.     

The school administration will devise procedures for student teachers and internship experiences 
that meet requirements of the sending institution and fit with the Committee's policies.          

 
SOURCE: MASC    

[Adopted - __________________] 

 


