PSU Durham ¢ Freeport « Pownal

TO: Candy deCsipkes, Naomi Ledbetter
FROM: Cynthia Alexander
DATE: September 18, 2017

RE: Policy Review — September 22, 2017 Meeting

The Policy Sub-Committee is scheduled to meet on Friday, September 22, 2017 from
8:30 — 10:00 a.m. at the RSUS5 Central Office.

Agenda
Review/Revise the following policies/procedures:
EBCA - Comprehensive Emergency Management Plan
GBEBB - Staff Conduct with Students
GCFB - Recruiting and Hiring of Administrative Staff
GCFB-R - Recruiting and Hiring of Administrative Staff Procedures
IJJ - Selection of Educational Materials
1JJ-E - Citizen's Challenge of Educational Media Form
JICH - Student Drug, Alcohol, and Tobacco Use
KF — Community Use of School Facilities

Regional School Unit No. 5

17 West St., Freeport, ME 04032 Telephone: 865-0928x5 E-mail: mcmanusg@rsus.org



NEPN/NSBA Code: EBCA

COMPREHENSIVE EMERGENCY MANAGEMENT PLAN

The Board hereby adopts the Regional School Unit No. 5 Comprehensive Emergency
Management Plan. The Superintendent and building administrators shall be responsible for
developing, in consultation with staff and persons or agencies with expertise in planning for and
responding to emergencies, a comprehensive emergency management plan that identifies and
addresses all hazards and potential hazards that could reasonably be expected to affect the school
unit and school facilities.

The Superintendent and building administrators shall be responsible for ensuring that the plan is
implemented in each school and evaluated on an annual basis. It is understood that specific
procedures may vary from school to school due to differences in school facilities and the ages of
students.

As required by law, the Board will approve the plan annually. Any substantive changes in the
plan shall be subject to the approval of the Board.

The following information pertaining to the RSU No. 5 Comprehensive Emergency Management
Plan is considered public information:

A. A description of the scope and purpose of the Plan and the process used for
developing and updating it;

B. General information on auditing for safety and preparedness;

C. Roles and responsibilities of school administrators, teachers and staff and the
designated chain of command during an emergency; and

D. Strategies for conveying information to parents and the general public during an
emergency.

Except as specified in paragraphs A through D above, those portions of the Comprehensive
Emergency Management Plan and any other records describing security plans, security
procedures or risk assessments prepared specifically for the purpose of preventing or preparing
for acts of terrorism shall not be considered public information under the Freedom of Access Act
but only to the extent that the release of such information could reasonably be expected to
Jeopardize the physical safety of school unit personnel or the public. For the purpose of this
policy, “terrorism” is defined as in 1 M.R.S.A. § 402(3)(L) as “conduct that is designed to cause
serious bodily injury or substantial risk of bodily injury to multiple persons, substantial damage
to multiple structures whether occupied or unoccupied or substantial physical damage sufficient
to disrupt the normal functioning of a critical infrastructure.”

Legal Reference: 20-A MRSA § 1001(16)

Adopted: April 28, 2010
Reviewed: December 14, 2011
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STAFF CONDUCT WITH STUDENTS

The RSU No. 5 Board expects all staff members, including teachers, coaches, counselors,
administrators, and others to maintain the highest professional, moral, and ethical standards in
their conduct with students. For the purposes of this policy. staff members also include school
volunteers.

The interactions and relationships between staff members and students should be based upon
mutual respect and trust; an understanding of the appropriate boundaries between adults and
students in and outside of the educational setting; and consistency with the educational mission
of the schools.

Staff members are expected to be sensitive to the appearance of impropriety in their conduct with
students. Staff members are encouraged to discuss issues with their building administrator or
supervisor whenever they are unsure whether particular conduct may constitute a violation of
this policy.

Unacceptable Conduct

Examples of unacceptable conduct by staff members include but are not limited to the
following:

A. Any type of sexual or inappropriate physical contact with students or any other
conduct that might be considered harassment under the Board’s policy on
Harassment and Sexual Harassment of Students;

B. Singling out a particular student or students for personal attention and friendship
beyond the normal teacher-student relationship;

C. Associating with students in any situation or activity that includes the presence of
alcohol, drugs, or tobacco or that could be considered sexually suggestive;

b, For non-guidance/counseling staff, encouraging students to confide their personal
or family problems and/or relationships. If a student initiates such discussions,
staff members are expected to be supportive but to refer the student to appropriate
guidance/counseling staff. In either case, staff involvement should be limited to a
direct connection to the student’s school performance;

E. Sending students on personal errands;
F. Sexual banter, allusions, jokes, or innuendos with students;
G. Asking a student to keep a secret;

RSU No. 5 School Department
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5 8 Disclosing personal, sexual, family, employment concerns, or other private
matters to one or more students;

L. Addressing students with terms of endearment, pet names, or otherwise in an
overly familiar manner; and

L. Permitting students to address you by your first name, nickname or otherwise in
an overly familiar manner.

K. Being alone with individual students out of the view of others;
L. Inviting or allowing students to visit the staff member’s home;
M. Visiting a student’s home, unless on official school business;

Maintaining personal contact with a student outside of school by phone, email,
Instant Messenger or Internet chat rooms, social networking websites, or letters
(beyond homework or other legitimate school business);

0. Exchanging personal gifts (beyond the customary student-teacher gifts); and/or

B Socializing or spending time with students (including but not limited to activities
such as going out for meals or movies, shopping, traveling, and recreational
activities) outside of school-sponsored events or except as participants in
organized community activities.

Reporting Violations
Students and/or their parents/guardians are strongly encouraged to notify the principal if
they believe a teacher or other staff member may be engaging in conduct that violates this

policy.

Staff members are required to notify promptly the principal or Superintendent if they
become aware of a situation that may constitute a violation of this policy.

Disciplinary Action
Staff violations of this policy may result in disciplinary action up to and including
dismissal. Violations involving sexual or other abuse will also result in referral to the
Department of Human Services and/or law enforcement in accordance with the Board’s
policy on Reporting Child Abuse and Neglect.

Dissemination of Policy

This policy shall be included in all employee, student and volunteer handbooks.

RSU No. 5 School Department
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Cross Reference: ACAA - Harassment and Sexual Harassment of Students
GCSA - Staff Computer/Internet Use
JLF - Reporting Child Abuse and Neglect

Adopted: June 9, 2010
Reviewed: February 29, 2012
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RECRUITING AND HIRING OF ADMINISTRATIVE STAFF

In response to An Act to Promote Equity of Opportunity for women in Administrative
Positions in the Public School System (PL 1990, Chap. 889), the Board of Directors
affirms its commitment to the strict prohibition of discrimination in employment on the
basis of race, national origin, religion, sex, age, or disability, and to the principle of
affirmative action to obtain wide and representative candidate pools.

In accordance with 20A MRSA, section 1001.13, the Superintendent shall prepare a
procedure designed to ensure nondiscriminatory practice in recruitment and hiring for all
positions requiring administrator certification, as well as to result in selection of the most
qualified candidates. This procedure shall be attached hereto as GCFB-R, and shall be
reviewed periodically.

Moreover, upon each occasion of administrative vacancy, the Superintendent shall review
the procedure and make appropriate adaptations as may be warranted by special
circumstances. In the case of a vacancy in the superintendency, the School

Committee shall review the procedure, adapting as appropriate.

In accordance with 20A MRSA, section 4502.4-A, the unit's Affirmative Action Plan
shall include: a description of the status of the unit's nondiscriminatory administrator
hiring practice; plans for in-service training programs on gender equity for teachers,
administrators and the Board; and the relationship of the above to the State's 5-year goal
for the employment of women in administrative positions.

Legal Reference: PL 1990, CHAP. 889 (TITLE 5 MRSA SEC. 4576;
TITLE 20A MRSA SEC. 6; 254.8-10; 256.1, 7; 1001.13;
4502.4A; 13011.6; 13019A.1ID; 13019-B.IC)

Cross Reference: AC — Nondiscrimination/Equal Opportunity
GBJC — Retention of Application Materials
GCFB-R — Recruiting and Hiring of Administrative Staff
Administrative Procedure

Adopted: June 24. 2009
Reviewed: March 28, 2012
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RECRUITING AND HIRING OF ADMINISTRATIVE STAFF - PROCEDURES

These procedures implement RSU No. 5 Board of Directors policy GCFB and are designed to
establish a thorough, efficient and nondiscriminatory practice for the recruiting and hiring of the
most qualified candidates for administrative positions.

A. Job Description Development/Review
To ensure that a written role description of the vacant position accurately represents the
current functions and needs, the Superintendent/designee (the Board of Directors in a

superintendent search) is to:

1. Conduct a review of (if none exists, develop) the job description, with input
from persons affected by the position;

2. Include the criteria (skills, knowledge, abilities) required to perform the
duties/responsibilities of the position; and

3. List the minimum qualifications (training, education and experience) for the
position.

B. Recruitment

To attract a strong pool of qualified candidates, the Superintendent/designee is to advertise
(except in the circumstances described in K below) such as in:

1. Posting notice of the vacancy within the unit;

2. Placing a display advertisement in appropriate print media, considering at
least one appearance in a major Maine weekend or Sunday newspaper; and

3. Identifying and notifying other possible sources of potential candidates, such
as professional associations, educational administration programs and placement
offices at colleges and universities in Maine and other states, and the Maine
Department of Education.

C. Screening

To ensure that a fair and efficient screening process will occur, the Superintendent/designee
is to:

1. Ensure that all applications are reviewed by more than one individual with
attention given to an unbiased regard for the criteria and qualifications in the
job description;

RSU No. 5 School Department
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Appoint a screening panel with representation as deemed appropriate to the
particular vacancy;

Provide orientation on confidentiality and equity issues to screeners:
Eliminate all candidates who do not meet the minimum qualifications;
Conduct preliminary reference checks, as appropriate;

Select candidates for interview based on the degree to which they meet the
criteria and demonstrate the skills, knowledge and abilities outlined in the job

description; and

Notify applicants not selected for interview.

D. Interviewing

To ensure that the interview process will be conducted in a legal and proper manner,
the Superintendent/designee is to:

L,

Appoint an interview panel (may be the same persons who serve the screening
function) with representation as deemed appropriate to the particular vacancy;

Provide orientation on the process including the function and extent of
responsibility of the panel, the criteria and the nomination/hiring
procedure; and

Conduct training to ensure that panel members are aware of the legal aspects
of interviewing, including confidentiality and equity issues.

The interviewing panel is to:

1.

E. Selection

Design interview questions which match the criteria and the duties/
responsibilities outlined in the job description; and

Provide equal opportunity for the candidates to respond to the same
questions/questioners.

The interview panel is to:

1 %

Individually assess the candidates according to their answers to the job
description-related questions, rating and commenting on each; and

RSU No. 5 School Department
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2. Submit a report to the Superintendent, including the individual question forms as
well as a list (usually 2 to 4) of candidates to be considered further for the
position.

The Superintendent/designee is to:

1. Have reference contacts made, as appropriate, to check perceived strengths and
weaknesses of the candidates;

2. Review the material on the finalist candidates to determine whether additional
information is needed;

3. Conduct final interviews of any or all finalists, as deemed necessary;

4.  Select the most qualified candidate who fits the criteria and the duties/
responsibilities outlined in the job description, based on his/her own professional
judgement along with those of the interview panel (or, reject all finalists, reopen
the position and begin the process anew); and

5. Have any further reference checks made, as appropriate.

F. Nomination/Employment
The Superintendent is to:
Notify and obtain agreement of the successful candidate, pending Board approval;

1. Inform the interview panel; and

2. Nominate and employ the successful candidate in accordance with state law and
local policies.

G. Notification
The Superintendent/designee may:
1. Notify the nominee of the Board approval and employ the administrator; and
2. Notify the other candidates interviewed.
H. Orientation and Support

To ensure that the new administrator is provided with the proper information about the
system and job expectations, the Superintendent/designee is to provide an orientation that

RSU No. 5 School Department
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includes expectations of the duties/responsibilities of the position along with the policies
and procedures of the local school unit.

I.  Record Keeping

To ensure that the confidentiality of employee and applicant records are properly
maintained, the Superintendent is to provide for the maintenance in secure files of all
applications and documentation of the hiring, screening and interviewing process for a
period of three (3) years. Documentation packets should include a copy of the posting and
advertisement, a copy of the questions asked, a list of candidates interviewed,
confidentiality forms, notes made by team members, and the nomination form for this
position.

J. Confidentiality

To ensure that confidentiality is maintained throughout and permanently following the
hiring process, Board, all employees involved, and any other participants are to maintain
absolute confidentiality about candidates, including names, in accordance with Maine state
law (Title 20A-6101). The Board is to assume responsibility through the Superintendent
for providing adequate orientation at appropriate stages of the process, including at the
completion. Members of the interview committee, after having orientation, will be asked to
sign a confidentiality form agreeing to participate in the hiring process and to acknowledge
that they have been provided with an orientation on the requirement of confidentiality and
that they accept this responsibility.

K. Hiring of Current Employees

The school unit may forego one or more of the steps set forth in sections B-E of this
procedure and appoint a person who is currently employed by the unit to fill an
administrative position only if the Superintendent, after consultation with the

Board, or the Board in a superintendent search, determines that the following circumstances
exist:

1. The currently employed candidate is exceptionally well qualified for the position;
and

2. The decision to forego all or part of the recruitment and screening process will not

detract from the goals of this policy.

Adopted: June 24, 2009
Reviewed: March 28, 2012
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INSTRUCTIONAL AND LIBRARY-MEDIA MATERIALS SELECTION

The RSU No. 5 Board of Directors is legally responsible for all matters relating to the operation
of the schools, including the provision of instructional materials and maintenance of library-
media resources that support the school system’s curriculum.

While the Board retains its authority to approve the selection of instructional materials, it
recognizes the educational expertise of its professional staff and the need for such staff to be
involved in the recommendation of instructional materials. The Board delegates responsibility
for the selection of instructional materials and library-media resources to the professionally
trained personnel employed by the school system, subject to the criteria and procedures for
selection and the Board’s policy on challenged materials as described below.

With the assistance of professional staff, the Superintendent shall establish a system for the
selection of instructional materials, including procedures to establish an orderly process for the
review and recommendation of instructional materials. The Superintendent will be responsible
for overseeing the purchase of instructional materials within budgetary parameters set by the
Board. The Board expects the Superintendent to report on progress made in aligning
instructional materials with curriculum development and evaluation in support of the content
standards contained in Maine’s system of Learning Results.

Each school shall maintain a library-media program that includes books and other print
materials, multimedia materials, online Internet resources and information technology that
support the curriculum. A certified library-media specialist will be responsible for overseeing the
school system's library-media program, under the supervision of the Superintendent. As with
instructional materials, the Board delegates responsibility for selection of library-media materials
and technology and Internet resources to the school system’s professionally trained staff, subject
to the criteria and procedures for selection and the Board’s policy on challenged materials
described below.

Definitions

“Instructional materials” include textbooks and other print materials, software and
other electronic materials, online/Internet resources (including access), and supplies and
other materials to support instruction in subject areas and implementation of the system
of Learning Results.

“Library-media resources” include books, print materials, online/Internet resources
(including access), multimedia materials and information technology that, as part of the
library-media program, support the school system’s curriculum.

Objectives of Selection

The Board recognizes that it is the primary objective of instructional materials to
implement and support the curriculum, and of library-media resources to extend support

RSU No. 5 School Department
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and enrich the educational programs and curriculum of the schools. Quality instructional
materials and library-media resources are essential to student learning. In preparing
students to meet the content standards of the Learning Results, in supporting the
achievement of the school unit’s educational goals and objectives, and in providing
enrichment opportunities that expand students’ interests and contribute to a desire for
lifelong learning, it is the responsibility of the instructional program and the library-
media centers of the schools to provide a wide range of materials on all levels of
difficulty, with diversity of appeal and the presentation of different points of view.

Criteria for Selection

Instructional and library-media materials selected should:

A. Support achievement of the content standards of the Learning Results;

B. Support the goals and objectives of the school system’s educational programs;
L. Enrich and support the curriculum;

D. Take into consideration the varied interests, abilities, and maturity levels of the

students served;

B Foster global awareness; understanding, respect and appreciation for cultural
diversity and varied opinions;

F. Give comprehensive, accurate and balanced representation to minorities and
women in history, science, leadership and the arts and acknowledge the
contributions of ethnic, religious and cultural groups to our American heritage;

G. Present a balance of opposing sides of controversial issues to enable students to
develop a capability for critical analysis;

H. Provide and support factual knowledge, literary appreciation, aesthetic values and
ethical standards;

I Provide a background of information that will enable students to make intelligent
decisions in their daily lives; and

i Respect the constraints of the school unit’s budget.
Other factors that should be considered are accuracy and currency of material;

importance of the subject matter; scholarship; quality of writing and production; and
reputation and significance of the author, artist or composer.

RSU No. 5 School Department
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In evaluating software, multimedia materials and online/Internet resources, additional
factors that should be considered include purpose for use; content; format (degree of
interactivity or student involvement); appropriate use of graphics, sound and animation;
feedback provided; and ease of use.

Procedures for Selection

Meeting the needs of the individual schools, based on knowledge of the curriculum and
the existing collections of instructional and library-media materials, shall be the highest
priority. Basic learning materials, i.e., those that are the predominant instructional
materials used by most members of the class, are used for a significant portion of the
course or receive major emphasis during a course, or are essential to student achievement
of content standards of the Learning Results are to take priority in the selection process.

Before recommending materials for purchase, professional staff should evaluate the
existing collection, consulting reputable, unbiased, professionally prepared selection aids
and specialists from all departments and/or all grade levels.

Social studies and science textbooks should not be older than five years unless up-to-date
supplemental instructional materials are also available.

Whenever possible, purchase of print or non-print materials and multimedia, Internet and
technology resources shall be made only after personal evaluation by the library media
specialist and/or other appropriate professional staff. Reviewing aids may be used in lieu
of personal evaluation.

Multiple copies of outstanding and much-in-demand materials should be purchased as
needed. Worn or missing standard items should be replaced periodically. Out-of-date or
no-longer-useful materials should be withdrawn from the collection/circulation.

Donated Materials

Gift materials are to be evaluated by the same criteria as purchased materials. and are to
be accepted or rejected by those criteria and in accordance with Board policy on gifts and
donations.

Parental Authority

A student’s parent/guardian may inspect, upon request, any instructional material used as
part of the curriculum. The Superintendent will be responsible for developing and
implementing procedures for providing access to instructional material within a
reasonable time after such a request is made.

The Board recognizes that the final authority as to what materials an individual student
will be exposed rests with that student’s parents or guardians. However, at no time will
the wishes of one child’s parents to restrict his/her reading or viewing of a particular item

RSU No. 5 School Department
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infringe on other parents” rights to permit their children to read or view the same
material.

Library-media center materials will not be removed from the collection because of
criticism except in accordance with Board policy.

Challenged Materials

Despite the care taken to select materials for student and teacher use and the
qualifications of the persons who select the materials, the Board recognizes that
objections may be raised occasionally by students, parents, school staff or community
members.

In the event a complaint is made, the following procedures will apply:

A.

The complaint shall be heard first by the person providing the materials in
question.

If the complaint is not resolved, the complainant shall be referred to the building
Principal and requested to fill out the “Instructional and Library-Media Materials
Challenge Form.” A copy of the form will be forwarded to the Superintendent.

The Superintendent shall appoint a committee composed of the following persons
to review the complaint: one Principal at the appropriate grade level; one
librarian/media specialist; one classroom teacher; one community member.

The review committee shall: read and examine the materials referred to them:
check general acceptance of materials by reading reviews; weigh values and faults
against each other and form opinions based on the material as a whole and not on
passages or portions pulled out of context; meet to discuss the material and to
prepare a written report on it.

The report of the committee shall be forwarded to the Superintendent who will
inform the complainant of the results.

No materials shall be removed from use until the review committee has made a
final decision.

The review committee’s decision may be appealed to the Board. The Board may
set aside a portion of a regular meeting or call a special meeting for the purpose of
receiving testimony from representatives of the various points of view. The
material in question shall be:

L Reviewed objectively and in its full content;

RSU No. 5 School Department
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2. Evaluated in terms of the needs and interest of students, school,
curriculum and community;

3. Considered in the light of differing opinions; and

4. Reviewed in light of the criteria for initial selection and purpose as
provided herein.

The Board will announce its decision in writing not later than the conclusion of the next regular
meeting of the Board following its receipt of said testimony.

Legal Reference: 20-A MRSA §§ 1001 (10-A); 1055 (4); 4002
Ch. 125 §§ 9.01, 9.03 (Me. Dept. of Ed. Rules)
P.L.107-110 § 1061 (No Child Left Behind Act)

Cross Reference: [JJ-E — Instructional and Library-Media Materials Challenge Form
Adopted: July 8. 2009

Revised: October 28, 2009
Reviewed: December 14. 2011
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REGIONAL SCHOOL UNIT NO. 5

CITIZEN'S CHALLENGE OF EDUCATIONAL MEDIA FORM

Type of Material: _ Book _ Magazine/Periodical ___Film _Recording
__ Software __ Other (Please specify)

Author (if known)

Title

Publisher (if known)

Person making complaint:

Telephone Street Address Town
Complainant represents: Him/herself

Organization

Other group

1. To what portion of the material do you object? (Please be specific, cite pages, scenes,
etc.)

2. What do you feel might be the negative result of reading/viewing/hearing this
material ?

3. For what age group would you recommend this material?

4. Is there anything good about this material?

5. Did you read/view/hear all of the material? If not, what parts did you read/
view /hear?
6. Are you aware of the professional reviews/judgment of this material?

~

What do you believe is the theme and/or intention of this material?

RSU No. 5 School Department
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8. What would you like the school to do about this material?
Do not assign it to my child.
Do not assign it to any students.
Withdraw it from the library and/or instructional program.
Refer it to the Educational Media Review Committee for evaluation.

9. Inits place, what material would you recommend?

Signature of Complainant Date

Adopted:  July 8. 2009
Reviewed: December 14, 2011
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DRUG AND ALCOHOL USE BY STUDENTS

The RSU No. 5 Board of Directors and staff of the RSU No. 5 School Department
support a safe and healthy learning environment for students which is free of the
detrimental effects of drugs and alcohol. Accomplishing this goal requires a cooperative
effort among school staff, students, parents, law enforcement and organizations
concerned with the use of drugs and alcohol by school-aged youth.

In order to promote the safety, health and well-being of students, the Board of Directors
endorses a three-pronged approach to address the issue of drug and alcohol use:
prevention/education; intervention and discipline. The Superintendent is responsible for
developing appropriate administrative procedures, curricula and programs to implement
this policy.

A.

Prohibited Conduct

No student shall distribute, dispense, possess, use or be under the influence of
any alcoholic beverage, malt beverage, fortified wine or other intoxicating
liquor. Nor shall a student manufacture, distribute, dispense, possess, use or be
under the influence of “bath salts”, any narcotic drug, hallucinogenic drug,
amphetamine, barbiturate, marijuana, anabolic steroid, any other controlled
substance defined in federal and state laws/regulations, any look-alike
substance, or any substance that is represented to be a controlled substance.

These prohibitions apply to any student who is on school property, who is in
attendance at school or at any school-sponsored activity, or whose conduct at
any time or place directly interferes with the operations, discipline or general
welfare of the school.

Disciplinary Action

Principals may suspend and/or recommend expulsion of students who violate this
policy, based upon the facts of each case and in accordance with established
disciplinary procedures. Students may also be referred to law enforcement
authorities for investigation and/or prosecution.

Prevention/Education

The school unit will provide students with appropriate information and activities
focused on educating students about drugs and alcohol and preventing their use.
Programs shall teach students that the use of drugs and alcohol is wrong and
harmful; how to resist peer pressure; and address the legal, social and health
consequences of drug and alcohol abuse.

RSU No. 5 School Department
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D. Intervention
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The school unit will establish a team approach to intervene with students with
drug/alcohol problems. Students will be assisted in addressing their drug/alcohol
problems and in continuing their educational program. Students will be provided
with information and referral, if necessary, to aid them in obtaining assistance
from appropriate community organizations. Student records concerning such
interventions shall be kept confidential as required by state and federal laws.

E. Policy Communication

The school unit shall distribute this policy and appropriate related information to
staff, students and parents on an annual basis through handbooks and/or other
means selected by the Superintendent and building administrators.

Legal Reference:

Cross Reference:

21 USC § 812 (Controlled Substances Act)

21 CFR Part 1300.11-15

Pub.L.No. 101-226 (Drug-Free Schools and Communities Act
Amendments of 1989)

17-A MRSA § 1101

42 USC § 290dd-2

42 CFR § 2.1 et seq.

20-A MRSA §§ 1001 (9); 4008

GBEC-Drug-Free Workplace
JICIA-Weapons, Violence and School Safety
JKD-Suspension of Students

JKE-Expulsion of Students
JLCD-Administering Medication to Students
JRA-Student Records

Adopted: July 8. 2009
Revised: December 14, 2011

RSU No. 5 School Department
Page 2 of 2



NEPN/NSBA Code: KF

COMMUNITY USE OF SCHOOL FACILITIES

DEFINITION: *“School Facilities™ are buildings and grounds, parking lots, playing fields and
fixed or movable equipment.

It is the Board of Director’s desire that the local taxpayers should be able to obtain maximum use
of the facilities, to the extent consistent with the primary educational function of the school. It is
intended that community uses for educational, recreational, social, civic, philanthropic and like
purposes be approved by the administration, in accordance with this policy, the regulations, and
the fee schedule.

The Superintendent is responsible to develop administrative regulations which provide for the
following: timely applications, uses which do not interfere with educational or extracurricular
programs of the public school students, preference to local, not-for-profit organizations, and the
acceptance of appropriate responsibility and liability.

The policies, procedures and any fees referred to herein apply to all RSUS5 facilities with the
exception of the Freeport Performing Arts Center and the Joan Benoit Samuelson Track and
Field. For policies, procedures and fees related to the FPAC, please see KF-R1: Guidelines for
the Freeport Performing Arts Center, and KF-R2: Guidelines for School Use of the Freeport
Performing Arts Center. For policies and procedures related to the Track and Field, please see
“Guidelines for the Use of the Joan Benoit-Samuelson Track and Field.”

These factors are to further guide community use:

L Groups that may use School Facilities include the following:

a. RSUS school curricular-related groups;

b. RSUS5 Board of Director’s sanctioned co-curricular and extra-curricular groups;

¢. RSUS Board of Director’s sanctioned Community Programs groups;

d. School-related organizations, such as booster groups or parent-teacher
associations;

e. Municipal-sponsored groups and organizations from within Durham, Freeport or
Pownal;

f.  RSUS based non-profit organizations. Such groups are considered town-based if
greater than 75% of members are RSUS5 residents.

i. Community youth groups
ii. Community adult groups
g. Non-RSUS based non-profit groups
i. Youth groups
ii.  Adult groups
h. Commercial, profit-making groups
II. Availability of Facilities and Scheduling:

a. Use of RSUS School Facilities beyond the end of the school day shall be at the
sole discretion of RSU5 Community Programs in conjunction with the
Superintendent. Use may be denied when groups cannot meet the requirements
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set forth in the policy or when it is not in the interests of RSUS to offer these
spaces or facilities for public or private use.

Application for use of School Facilities is to be made through RSUS5 Community
Programs.

In order to attain the highest and best use of the facilities, consideration may be
given to the following factors:

1. Intended use; length of use; number of participants served; length of time
since reservation of space has been approved; building-based programs;
RSUS5-based programs; curricular versus extra- or co-curricular use;
history/longevity of user within the space; other factors as deemed
necessary for consideration.

Application for building use will ideally be submitted a minimum of twenty
working days in advance.

A master schedule of all events scheduled in all of the School Facilities will be
maintained by RSUS Community Programs and made available to district
administrators.

Community adults and children are free to use outdoor grounds and facilities
outside the school day for recreational purposes whenever the spaces are not
otherwise scheduled. However, formal approval of buildings and grounds use
will only be granted to recognized organizations and groups.

Repeat use may be denied to any group that has not demonstrated appropriate
conduct and care.

Use of Facilities for School-Sponsored Activities

a.

The use of any facility by a school activity or directly related co-curricular
activity is dependent upon faculty advisorship. Each activity shall have a faculty
advisor present and in attendance during all building/facility uses. The advisor is
responsible for preserving order and compliance with the provisions for facility
use as outlined within this policy or related form KF-R. The advisor shall be
responsible for controlling and restricting entry and exit to one entrance during
rehearsals and other activities. The advisor shall provide for unlocking and
locking of doors as necessary. The participants shall be required by the advisor to
remain in the immediate area for which he/she has received prior permission to
use.

Athletic events and extracurricular activities shall be planned, executed and
controlled by the appropriate principal, athletic director, coaches or appropriate
approved school personnel.

Use of Facilities for All Groups

a.

Insurance: Any non-RSUS group requesting to use a facility must provide proof
of insurance naming Regional School Unit No. 5 as an additional insured in an
amount deemed appropriate to the particular use. The superintendent or his/her
designee has the sole right to determine the amount of insurance for each event:

. No Alcohol: No alcoholic beverages may be brought onto school property at any

time;
No Tobacco: Tobacco use shall not be allowed on school property;
Ilegal Uses: School facilities may not be used for any illegal purposes;
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Billing: RSUS Community Programs will bill Applicants at the appropriate rate.
Payment of charges will be forwarded promptly after receipt of billings, in any
case no later than 30 days;

Use of Special Equipment: A minimum of one-week advance notice shall be
given for any special equipment required. Additional charges may apply:

. Use of Electrical Equipment: Approved school personnel shall supervise or
control all electrical arrangements and use of equipment;

. Use of Technology: A member of the technology staff shall be consulted to
determine the availability of technology;

Preserving Order: Applicant is responsible for preserving order and shall detail in
advance supervisory plans for school authorities, which retain final authority.
Police security will be provided and arranged for by Applicant at Applicant’s
expense when required by the school administration and/or by state/local
regulations;

Staff Member Present: A staff member must be present during the entire time the
facilities are in use. The building administrator and RSUS Community Programs
must approve any exception to this rule in advance. No keys will be provided;
instead, building must be secured and opened by a staff member. If the facility is
being used during a time when no such staff is present, the applicant will assume
all expenses related to the costs of having staff present;

. Kitchen Facilities may not be used for non-school purposes unless approved by
the Director of Nutrition. A member of the kitchen staff will be on duty for
supervisory purposes and any expense involved must be paid by the user in
addition to any other charges;

Gambling: Gambling on school property is prohibited unless allowed as an
approved, legal, fundraiser (i.e. casino nights, fifty-fifty raffles and bingo) for
school or community booster groups. Such activities must be approved by the
superintendent (or his/her designee);

. Weapons/Flames: The use of weapons, open flames or other incendiary special
effects is prohibited at all facilities unless approved in advance by the
superintendent (or his/her designee).

. Animals on Premises: Individuals seeking to bring animals into school facilities
shall follow RSUS Board policy IMGA: Service Animals in Schools:

. Loss or Damage: Any non-RSUS5 group shall assume liability for the loss or
damage of articles brought to the facility and any damage to the building, grounds
or equipment that may occur during use;

School Furnishings or Fixtures may be moved only with prior approval. It is the
responsibility of the user to restore the facility to its original condition or to pay
custodial staff for this service;

Responsible Party: The individual whose signature appears on the facility use
form application will be considered the person responsible for supervision of the
facility requested. He/she will also be responsible for the safety and well-being of
all people at the facility. In the case of non-RSUS users, he/she will also be the
contact to resolve disputes related to costs incurred due to damages to the facility
or equipment during the permitted time period;
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Cancellations: The superintendent, or his/her designee, has sole authority to
determine whether the facilities should be closed for reasons of public safety.
Notification will be made as soon as possible. Contracts in force for periods
during which the school is closed for reasons of public safety are cancelled
automatically without penalty to either party. However, every effort will be made
to reschedule any cancelled event to a mutually acceptable date. If the user finds
it necessary to cancel an event, RSU5 Community Programs must be notified at
least 24 hours prior to the event. If no notice is received, the person or group
renting the space will pay the costs of any expenses incurred.

Hold Harmless: Any individual or group utilizing RSU5 School Facilities for any
purpose (including non-permitted walk-on use) agrees to save, indemnify and
hold harmless Regional School Unit No. 5 and all its employees, RSU5 Board of
Directors and all of its members, and RSU5 Community Programs and all of its
employees or designees, from and against, any and all liabilities, actions, courses
of action and damages arising out of any negligent or tortuous acts on the part of
the facilities” applicant, applicants™ employees or agents, and from any and all
fines, suits, claims, demands and actions of any kind or nature of any and all
persons by virtue of or arising from the use of said facilities, equipment, or
activity participation. It is also important to note that participation in recreational
and athletic activities can cause bodily injury, sickness, disease, or death or injury
to or destruction of tangible property, including the loss or use thereof. Therefore,
all of the aforementioned groups and individuals shall also be held harmless from
and against all claims, damages, losses, and expenses, just or unjust, including but
not limited to costs of defense, including attorney’s fees arising out of or resulting
from the performance of any facility use agreement.

V. Rental and Other Fees

a.

Rental Fees. Users shall pay rent on a multi-increment scale that reflects highest
amounts for groups engaging in a profit-making enterprise on school grounds, as
shown on Procedure KF-R: School Facilities Rate Chart.
User Fees.
i. Custodial fees and other staff costs will be charged when necessary to the
use of the facility for users as shown on Procedure KF-R and/or KF-R1.
il. Equipment use fees will be charged as deemed appropriate. Requests for
the use of equipment must be made to RSU5 Community Programs at
least 10 working days prior to the requested date. Not all equipment is
available for public use.

iii. To the extent feasible, the hours during which school facilities are used
shall coincide with the hours during which custodians are on regularly
scheduled duty. To the extent after-hour use results in overtime pay for
custodians or other staff, additional costs will be the permitted user’s
expense. Custodial services may include set-up, breakdown,
locking/unlocking doors, and general maintenance.

iv. A regular RSUS food services worker shall be required when renting any
school kitchen facility. Associated costs shall be charged at the existing
contract rate, and overtime may be assessed as appropriate.
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¢. Regional educational organizations that are led by RSUS staff members may be
granted waivers from room use fees provided that no expenses are incurred by
RSUS as a result of the use of the facilities and no fee is collected from
participants to attend the meeting or event. Such waivers must be requested in
writing to RSUS Community Programs prior to the event.

Adopted:  August 25, 2010
Reviewed: April 24, 2013

Revised:
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