




















APPROVED 

BOARD OF EDUCATION 

Darien, Connecticut 

 

MINUTES OF THE SPECIAL MEETING 

Thursday, March 31, 2016 

 

 

PLACE: 

Darien Town Hall 

Room 213 

2 Renshaw Road 

6:30 p.m. 

 

MEMBERS PRESENT: 

Mr. Harman, Chairperson; Mesdames Stein, McNamara, Sullivan, and Zuro; Mr. Burke. 

 

MEMBERS ABSENT: 

Ms. Hagerty-Ross; Messrs. Dineen and Martens. 

 

ADMINISTRATION PRESENT: 

Dr. Dan Brenner, Superintendent of Schools; Dr. Susie DaSilva, Assistant Superintendent of Curriculum 

and Instruction; Ms. Shirley Klein, Assistant Superintendent of Special Education and Student Services; 

Mr. Michael Feeney, Director of Finance and Operations; and Ms. Marjorie Cion, Director of Human 

Resources. 

 

ADMINISTRATION ABSENT: 

None. 

 

Mr. Harman called the special meeting to order at 6:32 p.m. for the purpose of discussing proposed 

recommendations to the 2016-2017 Capital Projects specifically the renovation of the High School 

Cafeteria.  Mr. Jon Zagrodzky, Chair of the Board of Finance, expressed to the Board of Education an 

interest in looking at the Cafeteria to best optimize the project so that it meets district needs for the long 

term. He indicated a willingness to have flexibility if needed to best examine the nature and scope of the 

project to arrive at the most appropriate and long-term solution.   

 

The Board of Education expressed interest in looking at alternatives and decided to examine the matter 

further at the next public meeting to be held on April 9, 2016.    

 

On motion of Ms. McNamara, seconded by Ms. Stein, the Board unanimously voted to adjourn the 

meeting at 7:18 p.m. 

 

 

Respectfully submitted, 

 

 

Sarah Schneider Zuro 

Secretary 

 

SSZ:nv 

 



 

DARIEN PUBLIC SCHOOLS 
 
                                        Contemplated Gift Form 
 
 
Gift intended for:                                       Person(s) or Group Offering Gift(s) 
     (Check appropriate responses)  
                                                                 Irene Trautmann  
_____Hindley                                           Darien Music for Youth 
_____Holmes                                           4 Laurel Lane   
_____Ox Ridge    Darien, CT 06820 
      Contact person-This may be a  
                                             gift giver or a building administrator 
_____Royle          Name:    Richard Sadlon    
           Address: Director of Music  
_____Tokeneke             __________________  
               __________________ 
__X___Middlesex Middle School 
            Tele.:  203-655-3981 ext: 2329  
          Darien High School            ______________ 
            Fax.      __________________  
_____District           e-mail   RSadlon@darienps.org 
 
Description of proposed gift(s), including the form in which it (they) will be given 
(e.g.  money, materials, services, etc.) and for what purpose(s).  The description 
has to be sufficiently specific to allow administration to determine whether items 
2, 3, or 4 of the guidelines specified in “Administration Regulation JG-Public Gifts 
to the Schools” apply. 
 
The Darien Music for Youth organization has generously offered to donate funds 
in the amount of $2,100.00 to support a cultural enrichment assembly program 
for the students at Middlesex Middle School. Victoria Christgau, vocalist- 
Teaching Artist and Founder / Executive Director of the CT Center for 
Nonviolence, is joined by world-class percussionists in offering a highly 
interactive program that reflects on the vast musical history and influence of 
“Negro” Spirituals on American Music and the transition into the stunning 
Freedom Songs of the Civil Rights Movement. The program brings Dr. Martin 
Luther King, Jr.’s words to life. The presentation keeps the nonviolent teachings 
of Dr. King’s message relevant today, making connections for students between 
the struggles of the past and the current challenges in civil rights. The highly 
participatory presentation is at once thought provoking and uplifting. This 
program is also in support of the Music Department’s annual curricular focus 
them on African American Spirituals. The in-school assembly, tentatively 
scheduled for Wednesday, June 8, has been approved by Dr. Boccanfuso, 
pending approval of this gift proposal. 



 
 
 
 
Please answer the following questions. 
 
Is the value of the gift(s) $ 500.00 or more?      __X__Yes     _____No 
     Note: If the proposed gift involves donated materials or 
               services please place an estimated dollar value 
               on them. 
 
If your answer to the previous question is Yes please check one of the following 
categories of value for the proposed gift(s):  
 
     ____500-1,000                 _____5,000-10,000 
 
     _____1,000-2,000              _____10,000-15,000 
 
     _____2,000-3,000              _____15,000-20,000 
 
     ___X__3,000-4,000              _____20,000+ 
 
     _____4,000-5,000   
 
 
                                              Do not write below this line 

 
Status:   Date received by Superintendent________________ 
               
               Notes on actions by Superintendent of Schools- 
 
 
 
               Actions, if any, by the Board of Education- 
 
 
 
 
 
               Final disposition of the gift offer-   
 



















2017-18 Proposed Darien School Calendar 
 

 

 

Note #1:  If schools are closed due to weather, additional days will be added to the end of the school year. Regarding High School 

graduation, by State law, after April 1st, Boards of Education are permitted to establish a graduation date.  Therefore, the Board of 

Education will make that determination at its first regular April, 2018 meeting.      

Code: _| Early Dismissal (11/22, 12/22, 6/12); * Staff Development Days – No School for Students ;  _ Teacher Work Day;        

No School for students; ^Professional Learning Communities for High School Only – ( 9/22, 10/27, 11/17, 12/15, 2/2, 3/9, 

4/20, 5/11) 

 

 

July  

 3           4          5 6 7  

 10 11 12 13 14  

 17 18 19 20 21  

 24 25 26 27 28  

 31       

  
  

August  (1) 

  1 2 3 4  

 7 8 9 10 11  

 14 15 16 17 18  

 21 22  23  24 25  

 28*  29* 30 31     

 24, 25 New Staff Orientation 
 28, 29 Professional Develop- 
           ment 
 30 Teacher Work Day 
31 Students Return 

  
 

September (19) 

     1  

 4 5 6 7   8  

 11 12 13 14  15  

 18 19 20 21 22^  

 25 26    27 28  29   

      
  4  Labor Day 
21 Rosh Hashanah  
22 Professional Learning 
    Communities – High School 
 

October (22) 

 2 3 4 5 6  

 9 10 11 12 13  

  16 17 18 19 20  

 23 24 25 26 27^  

 30 31      

  27 Professional Learning 
      Communities – High School   

   

November (19) 

   1    2 3  

 6 7* 8 9 10  

 13 14 15 16 17^  

 20 21 22| 23 24  

 27 28 29 30   

   7  Professional Development 
 17 Professional Learning 
     Communities – High School 
  22 Early Dismissal 
 23 & 24 Thanksgiving Recess 
 

December (16)  

        1  

 4 5 6 7 8  

 11 12 13 14 15^  

 18 19 20 21 22|  

 25 26 27 28 29  

15 Professional Learning  
    Communities – High School  
22 Early Dismissal 
25-29 Holiday Recess 

January (20)  

  1  2*  3 4 5  

  8   9   10 11 12  

 15   16    17 18 19  

 22   23  24 25 26  

 29   30 31    

   1 Holiday Recess 
  2 Professional Development 
 15 Martin Luther King Jr. Day 

February (16) 

    1 2^  

 5 6 7 8           9  

 12 13 14 15* 16  

 19 20 21 22 23  

 26 27        28     

  2 Professional Learning 
     Communities – High  School  
15 Professional Development  
16 - 20 February Recess 
19 Presidents’ Day 

       

       March (21) 

    1 2  

 5 6 7 8  9^  

 12 13  14 15 16  

 19 20 21 22 23  

 26 27 28 29      30  

 9  Professional Learning 
     Communities – High School 
30 Good Friday 

April (16) 

    2 3 4 5 6  

 9 10  11 12 13  

 16 17 18 19 20^  

 23 24 25 26 27  

   30      

  777   7  
   9-13 Spring Recess 
  20 Professional Learning 
    Communities – High School 
 
 

May (22) 

  1 2 3 4  

 7 8 9 10 11^  
 14 15 16 17 18  

 21 22 23 24 25  

 28 29 30 31   

  11 Professional Learning      
Communities – High School    
28 Memorial Day 

June (8) 

     1  

 4 5 6 7 8  

 11 12| 13 14 15  

 18 19 20 21 22  

 25 26 27    28     29  

  12 School ends for students 
  13 Teacher Work Day 



R E V I S E D 
2016-2017 DARIEN SCHOOL CALENDAR (Approved May 26, 2015) 

(Amended by the Board of Education on February 9, 2016) 
 

 

 

Note #1:  If schools are closed due to weather, additional days will be added to the end of the school year. Regarding High School 

graduation, by State law, after April 1st, Boards of Education are permitted to establish a graduation date.  Therefore, the Board of 

Education will make that determination at its first regular April, 2017 meeting.      

Code: _| Early Dismissal (11/23, 12/23, 6/13);  Early Dismissal for Elementary Schools Only (12/6, 12/7, 12/8, 12/9, 3/15, 

3/16, 3/17) * Staff Development Days – No School for Students; _ Teacher Work Day;         No  School for students; 

^Professional Learning Communities for High School Only – (9/23, 10/28, 11/18, 12/16, 2/3, 3/10, 4/21, 5/12) 

July  

     1  

 4 5 6 7 8  

 11 12 13 14 15  

 18 19 20 21 22  

 25  26 27 28 29  

  
  

August   

 1 2 3 4 5  

 8 9 10 11 12  

 15 16 17 18 19  

 22 23  24  25 26  

 29*  30* 31      

 25-26 New Staff Orientation 
 29-30 Professional Development 
 31 Teacher Work Day 

  
 

September (21) 

    1 2  

 5 6 7 8   9  

 12 13 14 15  16  

 19 20 21 22 23^  

 26 27    28 29  30  

  1   Students Return   
  5   Labor Day 
23 Professional Learning 
    Communities – High School 
 

October (19) 

 3 4 5 6 7  

 10 11 12 13 14  

  17 18 19 20 21  

 24 25 26 27 28^  

 31       

   3   Rosh Hashanah 
  12  Yom Kippur 
  28 Professional Learning 
      Communities – High School   

   

November (19) 

  1 2   3 4  

 7 8* 9 10 11  

 14 15 16 17 18^  

 21 22 23| 24 25  

 28 29 30    

   8  Professional Development 
 18 Professional Learning 
     Communities – High School 
  23 Early Dismissal 
 24 & 25 Thanksgiving Recess 
 

December (17)  

       1 2  

 5 6 7 8 9  

 12 13 14 15 16^  

 19 20 21 22 23|  

 26 27 28 29 30  

 6-9 Elementary Parent  
      Conferences 
16 Professional Learning  
    Communities – High School  
23 Early Dismissal 
26-30 Holiday Recess 

January (19)  

  2   3*  4 5 6  

  9   10  11 12 13  

 16   17    18 19 20  

 23   24  25 26 27  

 30   31     

   2 Holiday Recess 
  3 Professional Development 
 16 Martin Luther King Jr. Day 

February (16) 

   1 2 3^  

 6 7 8 9 10  

 13 14 15 16* 17  

 20 21 22 23 24  

 27 28     

  3 Professional Learning 
     Communities – High  School  
16 Professional Development  
17 - 21 February Recess 
 20 Presidents’ Day 

       

       March (23) 

   1 2 3  

 6 7 8  9  10^  

 13 14  15 16 17  

 20 21 22 23 24  

 27 28 29 30      31  

 10 Professional Learning 
     Communities – High School 
15-17 Elementary Parent  
     Conferences 

April (15) 

    3 4 5 6 7  

 10 11  12 13 14  

 17 18 19 20 21^  

 24 25 26 27 28  

       

  777   7  
   10-14 Spring Recess 
  14  Good Friday  
 21 Professional Learning 
    Communities – High School 
 
 

May (22) 

 1 2 3 4 5  

 8 9 10 11 12^  
 15 16 17 18 19  

 22 23 24 25 26  

 29 30 31    

  12 Professional Learning      
Communities – High School    
29 Memorial Day 

June (9) 

    1 2  

 5 6 7 8 9  

 12 13| 14 15 16  

 19 20 21 22 23  

 26 27 28    29     30  

 13 School ends for students 
 14 Teacher Work Day 



DARIEN PUBLIC SCHOOLS 

Darien, Connecticut 
 

 

SERIES 4000: PERSONNEL 

                                           POLICY 4325 

 
HIRING OF CERTIFIED STAFF 

 

It is the policy of the Board of Education to appoint the most qualified applicants 

to positions of employment within the Darien Public Schools.  The Board of Education 

shall be responsible for the appointment of all building level and district-wide 

administrator positions.  The Board of Education shall make such appointments in 

accordance with the procedures set forth in Section 10-151 of the Connecticut General 

Statutes, and in accordance with any applicable collective bargaining agreement.   

 

It is the policy of the school system to select and assign personnel to any bona 

fide vacancy irrespective of the employee’s race, color, religious creed, sex, age, national 

origin, ancestry, marital status, sexual orientation, gender identity or expression, 

disability (including, but not limited to, intellectual disability, past or present history of 

mental disorder, physical disability or learning disability), genetic information, or any 

other basis prohibited by Connecticut state and/or federal nondiscrimination laws. The 

Darien Public Schools does not unlawfully discriminate in employment and licensing 

against qualified persons with a prior criminal conviction. It is the policy of the school 

system to be in compliance with appropriate Federal Statutes, among them Title VII of 

the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, the Equal 

Pay Act of 1963 as amended by the Education Amendments of 1972, Executive Order 

11246 as amended by 11375, Revised Order #4, and any other applicable legislation.  

To help our students develop an awareness of the talents, leadership, and cultures of non-

Caucasian groups, the Administration shall make a special effort to recruit and employ 

representatives of all races.  

A variety of academic backgrounds, and broad geographical representation  and gender 

diversity are to be sought in the selection of professional staff.  

A balance is to be maintained in the employment of beginning and experienced teachers.  

Recruitment: Candidates for consideration are to be selected from existing files in the 

Personnel Office, from area college and university placement offices and from the 

District’s on line application software.  

 

Legal Reference: 

Connecticut General Statutes §10-151 

 

ADOPTED BY THE BOARD OF EDUCATION: 

Replaces Board Policies GB1, GB2 and GB3 



 

DARIEN PUBLIC SCHOOLS 

Darien, Connecticut 

__________________________________________________                

Series 4000: PERSONNEL 

Policy R- 4375.25 

Darien Public Schools 

Hiring Process for Building Level Certified Staff 

Each interviewing position will have an Interview Chairperson designated by the Superintendent.  

1. The Interview Chairperson will contact HR who will coordinate with the DEA and DAA 

Presidents for the purpose of screening resumes. HR will communicate with the Interview 

Chairperson in a timely fashion for the names of those members participating in the resume 

screening. 

    Resume Screenings will be conducted (at a minimum) by: 

a. 2 administrators (including the Interview Chairperson); 

b. 1 -2 members of the DEA; Teachers will have access to Applitrack via the HR Office.  

 

2. An initial screening interview shall be conducted by the Interview Chairperson and at least 

one other administrator. All internal candidates shall be interviewed at this time. 

 

At the conclusion of the screening interview, the Interview Chairperson will establish a date 

for the full interview committee and forward the names of successful candidates to HR. HR 

will contact the DEA and DAA Presidents in a timely fashion in order to gather names for 

the representatives who will sit on the Full Interview Committee.  

 

3. The Full Interview Committee will consist of the following: 

a. The Interview Chairperson and at least one other administrator; 

b. Two teachers selected by the leadership of the DEA; 

c. P1-2 parents from the PTO, selected by their leadership, may also be included at the 

discretion of the Interview Chairperson. .  

 

4. The Full Interview Committee will recommend appropriate candidates for a demo lesson. At 

this time, the Interview Chairperson will schedule the demo lesson and the recommendation 

meeting of the Full Interview Committee that follows. All members of the Full Interview 

Committee (excluding PTO members) may view the demo lesson. Every effort will be made 

to have the Assistant Superintendent view the demo lesson. 

 

5. At the recommendation meeting, the Full Interview Committee will select candidate(s) that 

will be recommended to Central Administration. The candidate(s) names will be forwarded 



 

by the Interview Chairperson to HR, who will schedule the final interview at Central 

Administration. Prior to the Central Administration Interview, the Interview Chairperson will 

complete two telephone reference checks and send a summary of those reference checks to 

HR on the appropriate form. 

 

6. Prior to submission to the BOE, HR will notify the Interview Chairperson of the name of the 

final candidate to be put on the BOE agenda. The Interview Chairperson will notify all 

members of the Full Interview Committee. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Series 4000: PERSONNEL 

Policy R- 4375.50 

 

Darien Public Schools 

Hiring Process for District and Building Level Administrative Staff 

Each interview position will have an Interview Chairperson designated by the Superintendent. 

All scheduling will be facilitated by the HR office.  Resume screenings will be conducted by the 

Interview Chairperson and such other administrators and teachers as the Interview Chairman 

shall deem appropriate. 

 

1. An initial screening interview shall be conducted by the Interview Chairperson and at 

least one other administrator. All qualified internal candidates shall be interviewed at this 

time. 

 

At the conclusion of the screening interview, the Interview Chairperson will establish a 

date for the Full Interview Committee and forward the names of successful candidates to 

HR. HR will contact the DEA and DAA Presidents in a timely fashion in order to gather 

names for the representatives who will sit on the Full Interview Committee.  

 

2. The Full Interview Committee will consist of (at least) the following: 

a. The Interview Chairperson and at least one other administrator Selected by the DAA 

Leadership; 

b. The Assistant Superintendent; 

c. The Director of Human Resources; 

d. Two teachers selected by the leadership of the DEA; 

e. 1-2 parents from the PTO, selected by their leadership (Contacted by HR);  

f. Secretarial/Custodial representative may also be included at the discretion of the 

Interview Chairperson. 

 

3. The Full Interview Committee will recommend appropriate candidates for a demo lesson, 

if appropriate. At this time, the Interview Chairperson will schedule the demo lesson and 

the recommendation meeting of the Full Interview Committee that follows. All members 

of the Full Interview Committee (excluding PTO members) may view the demo lesson. 

The Assistant Superintendent for Curriculum and Instruction should view the demo 

lesson, if possible. 

 



 

4. At the recommendation meeting, the Full Interview Committee will select candidate(s) 

that will be recommended to Central Administration. The candidate(s) names will be 

forwarded by the Interview Chairperson to HR, who will schedule the final interview at 

Central Administration. Prior to the Central Administration Interview, the Interview 

Chairperson will complete two telephone reference checks and send a summary of those 

reference checks to HR on the appropriate form. 

 

 

5. Prior to submission to the BOE, HR will notify the Interview Chairperson of the name of 

the final candidate to be put on the BOE agenda. The Interview Chairperson will notify 

all members of the Full Interview Committee. 

 

 

 

 

 



DARIEN PUBLIC SCHOOLS 

Darien, Connecticut 
 

 

       SERIES 4000: PERSONNEL 

          POLICY 4350 

        

 

HIRING OF NON-CERTIFIED STAFF 

 

 It is the policy of the Board of Education to appoint the most qualified applicants 

to positions of employment within the Darien Public Schools, subject to the provisions of 

any applicable collective bargaining agreement.  The Board of Education shall be 

responsible for appointments to all positions of employment within the Darien Public 

Schools which do not require a certificate issued by the State Board of Education.   

 

It is the policy of the school system to select and assign personnel to any bona 

fide vacancy irrespective of the employee’s race, color, religious creed, sex, age, national 

origin, ancestry, marital status, sexual orientation, gender identity or expression, 

disability (including, but not limited to, intellectual disability, past or present history of 

mental disorder, physical disability or learning disability), genetic information, or any 

other basis prohibited by Connecticut state and/or federal nondiscrimination laws. The 

Darien Public Schools does not unlawfully discriminate in employment and licensing 

against qualified persons with a prior criminal conviction. It is the policy of the school 

system to be in compliance with appropriate Federal Statutes, among them Title VII of 

the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, the Equal 

Pay Act of 1963 as amended by the Education Amendments of 1972, Executive Order 

11246 as amended by 11375, Revised Order #4, and any other applicable legislation.  

To help our students develop an awareness of the talents, leadership, and cultures of non-

Caucasian groups, the Administration shall make a special effort to recruit and employ 

representatives of all races.  

A variety of academic backgrounds, and broad geographical representation and gender 

diversity are to be sought in the selection of staff.  

Recruitment: Candidates for consideration are to be selected from existing files in the 

Personnel Office and from the District’s on line application software.  

Legal Reference: 

Connecticut General Statutes §10-220 

 

ADOPTED BY THE BOARD OF EDUCATION 

Replaces Board GC1 and GC2 

 



DARIEN PUBLIC SCHOOLS 

Darien, Connecticut 

 
 

    

       SERIES 2000: ADMINISTRATION 

                                            POLICY 2700 

          

 

POLICY REGARDING HOLDS ON THE 

DESTRUCTION OF ELECTRONIC INFORMATION AND PAPER RECORDS  

 

The Board of Education (the “Board”) complies with all state and federal regulations 

regarding the retention, storage and destruction of electronic information and paper 

records.  The Superintendent or his/her designee shall be responsible for implementing 

administrative regulations concerning the placing of a “hold” on electronic information and 

paper records that may reasonably be anticipated to be subject to discovery in the course of 

litigation. 

 

All school officials and employees have a duty to preserve all paper records and electronic 

information, including records and electronic information that might otherwise be deleted 

or destroyed, that relate to any matter that is currently in litigation or may be anticipated to 

involve future litigation. 

 

The Superintendent or his/her designee shall be responsible for developing and 

implementing administrative regulations to preserve records, including e-mails and 

electronically stored information, that could potentially be related to any matter that is 

currently in litigation or may be anticipated to result in future litigation.  Such regulations 

shall identify those individuals responsible for identifying those matters for which records 

must be preserved as well as developing procedures, with the help of technical staff, for the 

preservation of electronically stored information. 

 

Legal References: 

 

 Rules 34 and 45 of the Federal Rules of Civil Procedure 

General Letter 2009-2 of the Public Records Administrator Record Retention 

 Schedules Towns, Municipalities and Boards of Education 

  

 

 

 

 

 

APPROVED BY THE BOARD OF EDUCATION:  



DARIEN PUBLIC SCHOOLS 

Darien, Connecticut 

 
 

    

Series 2000: ADMINISTRATION 

   POLICY R-2700 

           

 

ADMINISTRATIVE REGULATIONS REGARDING HOLDS ON THE DESTRUCTION 

OF ELECTRONIC INFORMATION AND PAPER RECORDS  

 

I.  RECORDS CUSTODIAN – DIRECTOR OF HUMAN REOURCES 

 

These regulations are designed to assist in implementation of Board Policy 2700 regarding holds 

on the destruction of electronic information and paper records.  The director of Human 

Resources shall be designated as the Records Custodian for purposes of these regulations. The 

Records Custodian will be responsible for implementation of District policies and regulations for 

the preservation of paper records and electronically stored information, including e-mails. 

 

II. HOLDS ON THE DESTRUCTION OF ELECTRONIC INFORMATION AND 

PAPER RECORDS  

 

Upon receipt of notice that the District is involved in litigation as a party to a lawsuit, the District 

is issued a subpoena by a party to a lawsuit in which it is not a party, or if the District receives 

information that would lead a reasonable person to anticipate the possibility of litigation, the 

Records Custodian is to immediately take steps to ensure that any paper records and 

electronically stored information that could be related to the litigation or potential litigation are 

preserved from deletion or destruction.  Actions to preserve records and electronically stored 

information shall include, but are not limited to, the postponing or canceling of any automatic 

deletion of electronically stored information until relevant information and documents can be 

identified and stored, notification to employees of a “litigation hold” to prevent the deletion and 

destruction of documents that might be related to the litigation or potential litigation, and the 

identification of documents and information that are subject to preservation.  This litigation hold 

triggers the duty to preserve documents, such as transitory messages, that otherwise could be 

deleted under the district’s record retention policy.  

 

The Records Custodian shall issue a “litigation hold” memorandum that specifically describes 

the types of documents and information that must be preserved and describes how those 

materials are to be identified, maintained and stored.  The memorandum shall specifically state 

that the duty of preservation is ongoing and that it is the responsibility of employees to continue 

to identify and preserve relevant documents until notified via a subsequent memorandum that the 

litigation hold is no longer in effect.  All employees who are sent a “litigation hold” 

memorandum are to acknowledge receipt and understanding of the memorandum in writing, 

which may be in the form of an e-mail response.  A copy of any “litigation hold” memorandum 

shall be sent to the District IT department. 

 

The Records Custodian shall be responsible for the collection and coordination of the retention 

of documents that are subject to the litigation hold, including electronically stored information.  



DARIEN PUBLIC SCHOOLS 

Darien, Connecticut 

 
 

He/she shall work with the District’s IT personnel to ensure compliance with the litigation hold.  

Specifically, the Records Custodian shall determine the types of electronically stored information 

that exist and where that information is maintained, identify where both identified paper 

documents and electronically stored information will be stored, and implement procedures to 

ensure that District employees are complying with the litigation hold.  No system wide process 

for automatic deletion of electronic information will be implemented while a litigation hold is in 

effect without prior notice to the Records Custodian and verification by the Records Custodian 

that the deletion process will not destroy documents or information that is subject to a litigation 

hold.  The Records Custodian may need to periodically reissue the “litigation hold” 

memorandum and will ensure that the “litigation hold” memorandum is provided to new 

employees who may have access to relevant information.  Finally, the Records Custodian shall 

ensure that all steps taken by the District to identify and preserve relevant information are 

documented. 

 

 

 

Legal References: 

 

General Letters 96-2, 2001-1, 2009-2 of the Public Records Administrator 

Record Retention Schedules Towns, Municipalities and Boards of Education 

 Rules 34 and 45 of the Federal Rules of Civil Procedure 

 Silvestri v. General Motors Corp., 271 F.3d 583 (4th Cir. 2001) 

  

 

 

 

ADOPTED BYTHE BOARD OF EDUCATION: 

 
 

 

 

 

 



From To

1 Richard Maignan Appointment
New Position/CO/Student 

Transportation Driver
4/25/2016 6/30/2016 NA

2 Maggie Thompson Appointment R. Huff/MMS/ Campus Monitor 8/30/2016 6/30/2017 NA

3 Christian Brownrigg Resignation DHS/ English Teacher 5/6/2016

4 Marie Moore Retirement Ox Ridge/SESS Facilitator 6/30/2016

5 Lauren LaRusso Resignation DHS/English Teacher 6/30/2016

Resignations/Retirements

PERSONNEL ACTION REPORT

April 26, 2016

Certification Class/Step 
Effective Date 

Item Name Action Replacing/Location/Position
Tenure 

Area
Certified Staff
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