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        October 5, 2022 

 

Dear members of the Minuteman family, 

 

We live in a work full of laws, rules, and regulation. 

This is particularly true for employees of a public school.  We are expected to know federal laws, state 
laws, a host of regulations related to those federal and state laws, District policies, and a host of 
procedures and protocols related to the policies.  

To make things a bit easier for you, Minuteman annually informs you, reminds you, and updates you on 
the latest legislation and rulemaking.   

Enclosed in this packet is some key information that we think you need – and hope you’ll benefit from 
learning about.  It runs the gamut – from filing a complaint of suspected child abuse to proper labelling 
of hazardous chemicals, and from identifying the differences between bullying and harassment to 
engaging in political activity.  It includes many other things as well. 

This information has been put together by your colleagues to be helpful and meaningful to you, whether 
you’re a brand-new staff member here at Minuteman or whether you’re a 25-year veteran.  Except 
where they’ve had to quote the law or a regulation, they’ve tried to write the document in plain, 
straightforward language. 

Please look over the packet, take the Post Tests, and let’s keep this a safe place for ourselves and our 
students. 

 

        Sincerely, 

        
        
        
        George Clement 
        Principal 
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Special Education, School Policies, Suspected Child Abuse and Neglect, McKinney
Vento Guidance, and Educational Stability for Students in Foster Care: Amy Perreault

 : John Cammarata

 

  
 

 

 : Sarah Bolduc

 : Rich Ikonen

 : Brian Tildsley

 : Rose Romano

 
 

(Please complete and submit the two online assessments using the links 
provided in the Introduction on page 5)
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Introduction

Purpose 

Training Materials 

Employee Responsibility:   
Reading the Training Packet 

Employee Responsibility:   
Completing the Assessments 
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 https://forms.office.com/Pages/ResponsePage.aspx?
id=7eJZFwVtMUGnSm2g3V7lEbce91gTlCNGsqzyPgpAGMNUMVJBT082Vk5VTVlBMk1YVUVZRU9CQTVOVC4u

 https://forms.office.com/Pages/
ResponsePage.aspx?
id=7eJZFwVtMUGnSm2g3V7lEbce91gTlCNGsqzyPgpAGMNUOURDOU0yWTlFSFQyTE1MSzVBNERKNUtJMS4u

 

Documentation 

 

Topics Covered in this Training Packet 

 
, School policies  
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Child Abuse and Neglect Reportingg

A Guide for Mandated Reportersf p
Massachusetts Department of Children and Familieses

INTRODUCTION 

Who is a mandated reporter? 

As a mandated reporter, what are my responsibilities?
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What if I fail to report?  

How do I make a report of suspected child abuse and/or neglect? When must I file?  

Child-At-Risk Hotline at 800-792-5200

www.mass.gov/dcf

■
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■
■

■

■
■

■

How does DCF define abuse and neglect?

Abuse means

Neglect means

Physical Injury means

Emotional Injury means
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Who is a caretaker?  

When should a report involving domestic violence be filed?  

■

■

■
■

What happens when DCF receives a report of child abuse and/or neglect?  
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■

■

What are the timeframes for completing a Screening, and/or an Investigation or Assessment? 

■ Screening

■

■ Non-Emergency Investigation

■ Assessment (Initia

■ Comprehensive Assessment

Will I be informed about the DCF determination?  
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Does DCF tell the family who made the 51A report?  

Referrals to the District Attorney  

Child Protection Information:  

Child-At-Risk-Hotline 800-792-5200 

DCF Ombudsman 617-748-2444
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Contact Us  

DCF AREA OFFICE DIRECTORY 
WESTERN  

NORTHEASTERN 

SOUTHERN 

BOSTON 
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Child Abuse and Neglect Reporting Guidelines for Minuteman Staff (including guidelines 
for addressing other student safety concerns)

What kind of behavior should I report to a counselor? 

Should I promise confidentiality to a student who might be at-risk? 
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How do I make a report of suspected child abuse or neglect? 

 

What will that person do? 

What happens if they recommend against filing? 

If I tell one of the people on the list, is that all I need to do? 

As a mandated reporter, you must then telephone the DCF Area Office 

After I call the Department of Children and Families, is my job complete? 
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What should be included in my written report? 

Minuteman School Counseling Staff 

Director of Special Education
Guidance Staff: Lisa Camagna, Diane Dempsey, Dana Farrill, Jaclyn O'Connor 
School Psychologists: , Mary Bruno 
School Social Worker: Kori Nicholoson, Carey Moffitt-Jenkins
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Report of Child(ren) Alleged to be Suffering from 
Abuse or Neglect 

Massachusetts law requires mandated reporters to immediately make a report to the Department of Children and Families (DCF) 
when they have reasonable cause to believe that a child under the age of 18 years is suffering from abuse and/or neglect by:  

STEP 1: Immediately reporting by oral communication to the local DCF Area Office (see contact information at end of 
form); and  
STEP 2: Completing and sending this written report to the local DCF Area Office within 48 hours of making the oral report. 
For more information about requirements for mandated reporters and filing a report of alleged abuse and/or neglect please see A 
Guide for Mandated Reporters available on the DCF website at www.mass.gov/dcf.  

Please complete all sections of this form.  If some data is uncertain or unknown, please signify by placing a question mark (“?”) after the entry. 

  CHILDREN REPORTED 
Name Current Location/Address Language Spoken Birth Sex Age or 

Date of Birth 
ICWA/Tribal 
Affiliation 

Male Female 

EMERGENCY CONTACT(S) FOR CHILDREN REPORTED:  Please list the emergency contact information for all of the reported children, including contact 
name, relationship, and contact number information. 

OTHER CHILDREN:  Please include information about other children in the home/family, including name and age/date or birth (if known). 

  PARENT, GUARDIAN OR CAREGIVER 1 
Name: 

First Last Middle 

Address: 
Street & Number City / Town State Zip Code 

Phone #: Age/Date of Birth: 

Language Spoken: Relationship to Child(ren): 
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  PARENT, GUARDIAN OR CAREGIVER 2 
Name: 

First Last Middle 

Address: 
 Street & Number City / Town State Zip Code 

Phone #: Age/Date of Birth: 

Language Spoken: Relationship to Child(ren): 

  REPORTER / REPORT 
Report Date: Mandatory Report Non Mandatory Report 

Reporter’s Name: 

First Last Middle
(If the reporter represents an institution, school or facility, please indicate) 

Reporter’s Address: 
 Street & Number City / Town State Zip Code 

Phone #: 

Has reporter informed caregiver of report ? Yes No 

What is the reporter’s relationship to the child(ren)? 

What is the nature and extent of injury, abuse, maltreatment or neglect?  Please list any prior evidence of same and/or other worries regarding 
danger to the child(ren). (Please cite the source of this information if not observed firsthand.) 

RELATED CONCERNS:  Please check all that apply. 
Substance Use/Misuse Acute/Chronic Medical Condition Runaway

Substance Exposed Newborn Housing Instability/Homelessness Gang Involvement

Neonatal Abstinence Syndrome Human Trafficking/Labor None Applies

Domestic Violence Human Trafficking/Sexually Exploited Child Unknown

Mental/Behavioral Health Challenges Teen Parenting Other
DESCRIPTION OF RELATED CONCERNS:  Please include additional information that will help DCF further understand the concerns checked above.  This 
includes any specific concerns about alcohol/drug use by the parent/guardian/caregiver.  If there are concerns related to domestic violence, please also list any 
information that will help DCF make safe contact with the family (e.g., work schedule, place of employment, daily routines for the adult victim, etc.). 

If known, please provide the name(s) and address, phone #, DOB/age, relationship to child, and language spoken of the person(s) responsible 
for the injury, abuse, maltreatment or neglect and/or any other information that you think might be helpful in establishing the cause of the injury, 
abuse, maltreatment or neglect. 
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What are the circumstances under which the reporter became aware of the injury, abuse, maltreatment or neglect?  Please include information on 
dates and timeframes for when the injury, abuse, maltreatment or neglect occurred. 
Pedikit# (if applicable):  Incident Date (if known): 

What action has been taken thus far to treat, shelter or otherwise assist the child(ren) to deal with the situation? 

Are there any concerns for social worker safety? 

Please provide any information about the family’s strengths and capacities that you think will be helpful to DCF in ensuring the child’s safety and 
supporting the family to address the abuse and/or neglect concerns. 

Signature of Reporter: 

To report child abuse and/or neglect: Weekdays from 9:00 am to 5:00 pm call the local DCF Area Office. 
Weekdays after 5:00 pm and 24 hours on weekends and holidays call the 
Child-At-Risk-Hotline 1-800-792-5200 

DCF AREA OFFICES 
Boston Region Central Region Northern Region 
Dimock Street, Roxbury 
Harbor, Chelsea  
Hyde Park  
Park Street, Dorchester 

617-989-2800
617-660-3400
617-363-5000
617-822-4700

North Central, Leominster  
South Central, Whitinsville 
Worcester East 
Worcester West 

978-353-3600
508-929-1000
508-793-8000
508-929-2000

Cambridge/Somerville 
Cape Ann, Salem  
Framingham  
Haverhill 
Lawrence  
Lowell  
Lynn 
Malden  

617-520-8700
978-825-3800
508-424-0100
978-469-8800
978-557-2500
978-275-6800
781-477-1600
781-388-7100

Southern Region Western Region 
Arlington 
Brockton  
Cape Cod & Islands 
Coastal, Braintree 
Fall River  
Plymouth  
New Bedford  
Taunton/Attleboro  

781-641-8500
508-894-3700
508-760-0200
781-794-4400
508-235-9800
508-732-6200
508-910-1000
508-821-7000

Greenfield  
Holyoke  
Pittsfield 
Robert Van Wart Center, 
   East Springfield 
Springfield  

413-775-5000
413-493-2600
413-236-1800
413-205-0500

413-452-3200
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Warning Signs for Child Abuse or Neglect 
Source

Signs of Physical Abuse... 

Signs of Sexual Abuse... 

Signs of Emotional Injury... 

Signs of Neglect...  
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Section 2
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Special Education, IEPs, and Section 504 Plans 

What is Special Education

EdSpeak

Is Special Education covered by federal or state law? 

As an educator at Minuteman High School, what do I need to do to assist my students who 
have some type of disability?   

How do I find out what kind of accommodations or modifications my students might need? 

Please tell me more about Individualized Education Programs (IEPs) and Section 504 Plans. 

What do you mean by “accommodations”?

EdSpeak

What do you mean by “modifications”?   
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I teach in a career and technical program, not in an academic area like math, science, English, or 
social studies.  Do IEPs and 504 Plans apply to me, too? 

Is it really my job to know what my students with disabilities need? 

What happens if I don’t? 

But what if I don’t know about the IEP or 504 Plan? 

I’ve heard other teachers say that Minuteman is a “full inclusion” school.  I’m not sure I really 
know what that means.  Can you help me? 

What if I don’t know how to implement an IEP or a 504 Plan? 
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Ethics Laws, Civil Rights, Sexual Harassment, Title II, Title IX, 
Confidentiality, and Other Legal Issues 

Laws and District Policy 

What laws do I need to be aware of as an employee of Minuteman High School? 

et seq

What does C.M.R. mean? 

What does M.G.L. stand for?  

Who makes Minuteman School District policies? 

Where can I find the official policies? 

 

Ethics Law 

What is the Massachusetts State Ethics Commission? 

What does that have to do with me? 
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How do I learn more? 

What if I have a question that isn’t answered on the website or in those documents? 

Can I get an opinion in writing? 

As a public employee, do I need to take some kind of ethics test? 

Which test? 

Political Activity 

Before I was hired by Minuteman, I was active in town politics.  I’m now a public employee. 
Can I still be involved in politics? 

What limitations? 

Public Employees, Public Resources and Political Activity

How do I get information from the Office of Campaign and Political Finance? 
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Civil Rights 

What federal laws protect a person’s civil rights in schools? 

How does Massachusetts law protect a person’s civil rights in schools? 

 

What is Title IX? 

et seq

Source:  United States Department of 
Justice website. 

Does Title IX apply to Minuteman High School? 

Does Minuteman have a Title IX Coordinator?  If so, who is it? 

What does a Civil Rights/Title IX Coordinator do? 
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What is Title II? 

What are the rules on sexual harassment? 

Is it true that a man can sexually harass another man and that a woman can sexually harass another 
woman? 

Is it true that the law prohibits all conduct of a sexual nature? 

If I tell off-color jokes at work and no one complains, does that mean my conduct is “welcome”? 

I think I’ve heard the terms quid pro quo and “hostile work environment” when people have 
talked about sexual harassment, but I’m not really sure I understand what they mean.  How can 
I learn more about what’s in the sexual harassment law? 
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1. INTRODUCTION

2. SEXUAL HARASSMENT

Generally

"quid pro quo" 

Quid Pro Quo Harassment

Quid pro quo 

quid pro quo 
quid pro quo 

29



Hostile Work Environment

Conduct of a Sexual Nature

Welcomeness

Conduct Creating a Hostile Work Environment
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Conduct that Interferes with an Individual's Ability to Perform Her Job

Same-Sex Sexual Harassment

Sexual Harassment Outside of the Workplace

3. EMPLOYER LIABILITY

Generally

Employers are Liable for Harassment by Persons with Supervisory Authority
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Employer Is Liable for Sexual Harassment in Other Circumstances

infra.

4. INDIVIDUAL LIABILITY FOR SEXUAL HARASSMENT

Individuals May Be Liable as the Employer

Individuals May Be Liable Under Chapter 151B, § 4(4A)

any person 
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Individuals May Be Liable Under Chapter 151B, § 4(5) ("Aiding and Abetting" Liability)

5. EMPLOYERS' SEXUAL HARASSMENT POLICIES AND COMPLAINT PROCEDURES

Sexual Harassment Policy
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Sexual Harassment Training and Education

Sexual Harassment Complaint Procedure

Employers Should Designate Person(s) to Receive Complaints of Sexual Harassment

Duties of Persons Receiving Complaints of Sexual Harassment

6. INVESTIGATING SEXUAL HARASSMENT COMPLAINTS
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Preliminary Issues

Conducting the Investigation

The Investigative File

Special Issues Regarding the Investigation

Confidentiality

Interim Measures Pending the Outcome of the Investigation
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Reaching a Determination

Appropriate Remedial Action

7. STATUTE OF LIMITATIONS
Timeframe for Filing a Claim
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The Continuing Violations Doctrine

continuing nature

Serial Violation

last 

in addition to 

At Least One Instance of Sexually Harassing Conduct Within the Applicable Limitations Period

The Conduct Must Be Substantially Related and Recurrent

The Complainant's Delay in Filing the Charge Must Not Be Unreasonable

Systemic Violations
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8. CONSTRUCTIVE DISCHARGE

element 

e.g.

9. RETALIATION

Protected Activity
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Adverse Action

Causation

Coercion, Intimidation, Threats or Interference

Frivolous Claims

State and Federal Employment Discrimination Agencies:
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Making a Civil Rights Complaint, including a Sexual Harassment Complaint, at Minuteman: 
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Confidentiality of Student Records 

What advice can you offer me about student records? 

Can you give me some more common sense tips? 

What federal law addresses the confidentiality of student records? 

The Family Educational Rights and Privacy Act (FERPA) 
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o
o
o
o
o
o
o
o
o

Student Handbook

Excerpts taken from the U.S. Department of Education website on March 20, 2017, and slightly 
edited:  https://ed.gov/policy/gen/guid/fpco/ferpa/index.html 

Use of School Computers 

Tips on the Proper Use of School E-mail 
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The Boston Globe

forwarding
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Acceptable Use of Technology 

Student 
Handbook.  
Student Handbook  
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MINUTEMAN AGREEMENT FOR INTERNET USE AND SOCIAL MEDIA
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Student Handbook
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Pregnant and Parenting Students 

Can pregnant students attend school and take part in after-school activities at 
Minuteman High School? 

Are students still protected by federal law after they give birth? 

What services does Minuteman make available to pregnant and parenting teens? 

Student Handbook

MINUTEMAN REGIONAL VOCATIONAL TECHNICAL SCHOOL DISTRICT 
PREGNANT & PARENTING TEENS POLICY 

Pregnant Students: 
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Parenting Students:
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Standard Precautions

Procedures

Blood Spills
Treat Human Blood Spills with CAUTION!
Isolate the area.  Notify your immediate supervisor

If You Cannot Reach Maintenance:
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The Massachusetts Right to Know Law 
(Chemical Safety) 

Overview 

Safety Coordinator 

New System for Labeling of Chemicals 

Signal Words 

one 

Your Responsibility 

Overview of Minuteman’s Workplace Requirements 

52



Training Overview – Questions to Consider 

Chemical Safety Training Material 

53



54



Emergency Physical Restraint of Students

What to do first…

clear and loud

Assistant Principal
imminent physical danger

Once imminent physical danger has been established…

engage the person

N
Hit,tt,, orrrr P,
take
,
ee studentntnt tooo the ground.

breathinggg innnnn anyy w

Questions?   
Contact Assistant Principal BrianTildsley. 
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Hazing 

Bullying, Cyberbullying, and Harassment 

PURPOSE

DEFINITION OF BULLYING
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DEFINITION OF CYBERBULLYING

SCOPE
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Distinctions between Bullying and Harassment

What is Bullying? 

 

What is Harassment?
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Bullying and Harassment Procedure

Reporting Criminal Acts
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Post Test #1 – Right to Know/Chemical Safety:

Post Test #2 – Special Education, Civil Rights, and School Procedures:
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Employee Name Date

Post Test #1 - Right to Know/Chemical Safety 
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(Helpful Hint: See OSHA QuickCard
Safety Data Sheets)

    (Helpful Hint: See OSHA QuickCard Labels)
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Match pictograms with their meanings (Helpful Hint:  See OSHA QuickCard Pictogram)
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Employee Name   _________________________________   Date ___________________ 

Post Test #2 – Special Education, Civil Rights, 
and School Procedures 

After you review the training material and complete this 25-question post-test, please submit it to 
, in the  Office.  Keep a copy for your files.
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Right to Know Training Materials 
Occupational Safety and Health Administration (OSHA) 

United States Department of Labor 
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