CARLISLE PUBLIC SCHOOLS www.carlisle.k12.ma.us
83 School Street Carlisle, MA 01741 Phone: 978-369-6550 Fax: 978-371-2400

SCHOOL COMMITTEE MEETING
AGENDA
REVISION 1
WEDNESDAY, FEBRUARY 24, 2021
7:00 P.M.
CARLISLE SCHOOL CAFETERIA
AND ZOOM REMOTE ACCESS

In order to adhere to social distancing guidelines, 5 members of the public will be allowed access to this meeting in the
cafeteria at the Carlisle School. Per Governor Baker’s order suspending certain provisions of the Open Meeting Law,

G.L. c. 30A sec. 20, members of the public who cannot access this meeting in the cafeteria can access it via live stream
at:

https://carlisle-k12-ma-us.zoom.us/j/89594061870?pwd=T1Vyc31aMUJXTO0pMODc5a3dSbXpXdz09
Meeting ID: 895 9406 1870
Passcode: 122564

(See page 2 for additional access information)

The School Committee reserves the right to implement additional remote participation procedures and will notify the
public of these procedures as soon as practicable. Public comments are welcome as per the agenda.

I. Call to Order
Chair announces the meeting is being recorded.

Il. Review/Approve Minutes
A. Meeting of February 3, 2021
B. Policy Subcommittee Minutes of February 3, 2021
C. Policy Subcommittee Minutes of February 12,2021

lll. Information/Discussion Items

A. FY22 School Budget Hearing
Student/Faculty Presentation
State and Local COVID Dashboard
School/Superintendent Update
EDCO Collaborative Update
Non-Contractual Handbook
Policies

@MMUOw

A1-School District Legal Status
A6-Harassment (formerly Sexual Harassment)
B1-School Committee By-Laws
B3-Warrant Signature
C6-School Council
C8-Internet Publication (formerly Web Page Publishing)
E3-Life Threatening Allergy
F2-Use of Cameras for Safety and Security
F5-Pest Management
10. F6-Public Access Defibrillation Program
11. F8-Use of School Facilities
12. F9-Use of School Playing Fields
13. G2-Drug and Alcohol Free Workplace
14. G4-Staff Conduct
The agenda items listed are those that the Chair reasonably anticipates will be discussed at the meeting. Not all
items listed may in fact be discussed and other items not listed may also be brought up for discussion to the extent
permitted by law. All School Committee meetings may be recorded via audio and video by the School Committee.
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15. I1-Access to Digital Resources
16. 12-Animals in School
17. I3-Empowered Digital Use
18. 16-Homework
19. 17-Library Materials Selection (formerly Library Selection)
20. J1-Activity Fee
21. J5-Homeless Students
22. K2-Gifts to and Solicitations By Staff (formerly Gifts and Loans)

IV. Members’/Committee Reports as Needed
V. Communications/Correspondence

VI. Warrants

Accounts Payable Warrant #5221; $90,427.65
Payroll Warrant #5021; $394,102.45

Payroll Warrant #5421; $400,727.73

Accounts Payable Warrant #5621; $109,001.82
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VII. Action Items
A. Vote Non-Contractual Handbook

VIIl.Public Comments

IX. Adjourn Meeting

Additional Zoom Access Information:

One tap mobile
+13017158592,,89594061870# US (Washington DC)
+13126266799,,89594061870# US (Chicago)

Dial by your location
+1 301 715 8592 US (Washington DC)
+1 312 626 6799 US (Chicago)
+1 929 205 6099 US (New York)
+1 253 215 8782 US (Tacoma)
+1 346 248 7799 US (Houston)
+1 669 900 6833 US (San Jose)
Meeting ID: 895 9406 1870
Find your local number: https://carlisle-k12-ma-us.zoom.us/u/kdyoAviHgV

The agenda items listed are those that the Chair reasonably anticipates will be discussed at the meeting. Not all
items listed may in fact be discussed and other items not listed may also be brought up for discussion to the extent
permitted by law. All School Committee meetings may be recorded via audio and video by the School Committee.
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Carlisle School Committee
Minutes
Wednesday, February 3, 2021
7:00 p.m.

Carlisle School Cafeteria
and Zoom Remote Access

Present— School Committee: Christine Lear - Chair, Jack Huntress, Eva Mostoufi, Sara Wilson
Present School Committee via Zoom: Amanda Comperchio

Present— School Administration: James O’Shea, Superintendent

Present — School Administration via Zoom: Dennet Sidell, Elementary School Principal; Lori
Bruce, Director of Student Support Services; Anne Mahan, Business Manager; Nancy Anderson,
Assistant to the Superintendent.

In order to adhere to social distancing guidelines, 5 members of the public were allowed access
to this meeting in the cafeteria at the Carlisle School. Per Governor Baker’s order suspending
certain provisions of the Open Meeting Law, G.L. c. 30A sec. 20, members of the public who
could not access this meeting in the cafeteria were able to access it via live stream at:

https://carlisle-k12-ma-
us.zoom.us/j/853646192197pwd=MDI2Ty81Z0YS5Q1J6TIVxViM5R2NOUT09
Meeting ID: 853 6461 9219

Passcode: 886407

Public comments were posted via the chat box. Questions/Comments were read and answered by
the School Committee via live stream.

I. Call to Order
Ms. Lear called the meeting to order at 7:00 p.m. and stated that the meeting was being recorded.

I1. Review/Approve Minutes
A. Meeting of January 20, 2021. Ms. Wilson made a motion to approve the minutes of
January 20, 2021; Ms. Comperchio seconded the motion. There was no discussion. The
following votes were taken in roll call: Comperchio, aye; Huntress, aye; Lear, aye;
Mostoufi, aye; Wilson, aye.

I11. Information/Discussion Items

A. Student/Faculty Presentation. There was no student/faculty presentation this evening.

B. State and Local COVID Dashboard. Mr. O’Shea reported that there was one positive
case of COVID in the School community on January 24. The 7" grade class was remote
through last Friday. Today we were informed of another positive case but there was no
in-school contact tracing. The positive case count in Carlisle in the last 14 days was 14
(as of January 28, 2021.) The State 14 day test positivity rate as of January 28, 2021 was
5.51%. Mr. O’Shea said Carlisle will receive 100 vaccines each week. These will first
be given to people age 85 and up, then to citizens aged 75, 65, and then educators. The
School signed letters to ask the governor to move educators into Phase 1. Mr. O’Shea
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thanked Chief Sorrows and the EMTs for continuing to provide testing to the Carlisle
community. Ms. Lear asked about pool testing. Mr. O’Shea reported that the family
survey yielded 200 responses, and 64% of school families would have their children
participate in pool testing while 36% would not participate. For faculty and staff, there
were 65 responses, and 70% said they would participate while 30% said they would not
participate. It was noted that positive PCR tests would result in rapid antigen follow up
testing. There would be no quarantining until a positive case was confirmed. Ms. Wilson
said that Concord did pool testing for all of its faculty last week and all results came back
negative. It is reassuring that the precautions being taken are working. Ms. Mostoufi
asked if the pool testing would happen after February vacation, and the answer was yes.
She noted that if someone has COVID, you can’t test them for 9 days because residual
parts of the virus remain in their system. Mr. O’Shea noted that people should continue
to keep following the established safety precautions and not come to school with cold
symptoms.

C. School/Superintendent Update. Mr. O’Shea said the School met with FinCom on January
25, and there will be a Budget Hearing at the next CSC meeting on February 24. He
shared that CPS is a member of the EDCO Collaborative, and EDCO is experiencing
financial difficulties and is operating at a deficit. The EDCO Executive Board will make
a decision on how member districts will deal with this long term debt. There is an
upcoming meeting to discuss this situation with the FinCom liaison, a member of the
Select Board and the Town Administrator. 8% grade transition planning is underway.
There will be a Chorus and Band sharing evening on February 9. School is closed during
February vacation from the 15th-19th. The Calendar Committee drafted a 2021-2022
school calendar that aligns with Concord. We will have another day in March at the
beginning of the 3™ trimester, where middle school FCR students can choose to return to
in-person instruction.

D. Non-Contractual Handbook. Mr. O’Shea discussed the changes that were made to this
document. Changes included the addition of the new vision and mission, updated
language around school closures and cancellations, Columbus Day/Indigenous Peoples
Day, and changed language around accountability and procedures. Supplements for
paraprofessionals and custodial staff will be distributed to appropriate personnel. The
custodial pay discussion will continue. The handbook will be voted on at the next CSC
meeting. Ms. Comperchio noted that it is helpful if the CSC reviews this handbook every
year. It was noted that the Performance Evaluation document has been updated in the
past couple of years. This document was discussed at the Policy Subcommittee meeting
and many other policies will be ready for review by the entire CSC in the near future.

E. Carlisle Community Engagement. Mr. Huntress is building a plan for community
engagement. He would like to address issues such as Carlisle citizens not understanding
the budget figures and the current cost of education. He would like feedback tonight and
over the next couple of weeks. His documents reference concepts such as declining
school population and the changing demographics in town. Driving factors of a school
budget include costs of educating a child today, and higher expectations of students.
There are three categories of citizens in Carlisle; families with kids in the School, who
had kids in school in the past, and those with no affiliation with CPS. Example
perspectives include a top heavy administration and why costs are up with a decreased
school population. Issues that this plan addresses include people’s beliefs, a lack of
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emotional connection to the School, and the taxpayer amount spent on school not
correlating to property value. Hubs of communication were also discussed; people may
or may not see School information in the Mosquito. If the CSC took the lead on
communication, it could control how, when and what information is communicated from
administration. Mr. Huntress said this will be a working document. Ms. Lear asked how
this would be done, saying it is a problem across boards in Town. An email can’t be sent
out to residents every week; information has to be worthwhile and relevant. She asked if
there was a way to involve young writers or people from the COA to help communicate
to citizens. News on Facebook or news in the Mosquito is not going to reach everyone.
Ms. Wilson acknowledged that there are lots of things people didn’t understand about
School this year. Mr. Huntress added that people in the community didn’t realize how
unique it was that CPS was open, didn’t understand the significance; he would love to
find a better way to get that information communicated to people. Ms. Mostoufi said
people are busy, and there is a lot of information coming at them. She wondered if
connecting with Master Planning might be a way to show the significance of the school
and the challenges faced. Ms. Lear said that Master Planning has these same issues; they
are also trying to get people to listen. Ms. Lear said that though only 17 people were on
the call tonight tonight, she believed it would be wise to keep School Committee
meetings public on Zoom in the future. Ms. Comperchio added that having access to the
meeting recordings is helpful too. Mr. O’Shea noted the need to generate content for
communications that could include the budget, what services look like at CPS, and
subjects to engage different groups. Mr. Huntress supports the idea of drawing people
into CPS for events such as the spaghetti supper or the cultural festival, or Read Across
America, where people see the school and see kids learning and growing. Ms. Wilson
asked if we used to have a multigenerational award which would be a great way to
connect people of different generations. Ms. Mostoufi added that MASC suggested that
CSC members to be present at school events. Ms. Lear thinks members should have
nametags when on campus, have their pictures on the website, and show people that CSC
members are accessible. Ms. Lear will take pictures of members at the next CSC meeting.
Ms. Comperchio supports the idea of student-run articles and also community focused
articles; mix it up to keep the interest. Ms. Wilson said at the Region, there are high
schoolers at every other meeting to tell the committee what kids are thinking about; they
present some highlights as well as concerns to keep the committee informed. Mr. O’Shea
thought this was a great idea. If one or two students come to meetings, they can share
their experiences. Ms. Wilson added that they then can speak to their peers. Mr. O’Shea
will talk with school personnel and identify a couple of students to join the CSC. Ms.
Lear suggested a COA representative as well. Ms. Mostoufi noted that participation from
parents increased when we have had regular student participation in meetings.

IV. Members’/Committee Reports as Needed

The CSC meeting schedule was discussed. The members had suggested meeting every 3 weeks
starting on 2/24. Ms. Wilson said that there might be issues that come up that necessitate
scheduling an additional meeting. For now, the next scheduled meetings will be on: February
24, March 17, April 7 and April 28.

Policies and the Budget were discussed earlier in the meeting.

Carlisle School Committee Minutes Page 3 of 5
Meeting Date: 2/3/21 Approved: Printed: 2/19/21



DRAFT

CCRSD: Ms. Wilson reported that the Region had a meeting with the Carlisle FinCom about
budget planning. Ms. Mostoufi said they are in the second round of vaccine distribution at the
vaccination clinic at CCHS.

Highland Building: Ms. Lear reported that this committee is working hard to find a use for the
building. How is that space important to the school? The School owns the land, and the Town
owns the building. Ms. Wilson asked if it was possible to get a floorplan with dimensions to
understand the numbers. Mr. O’Shea will check with Rob Fortado about this.

Mr. Huntress noted that with Ms. Lear leaving the CSC, there will be an election for a new
member to come on board. He added that it will be hard to replace her. Ms. Lear said it’s
important to consider someone who doesn’t have kids in school. She added that it was an
incredible and challenging experience this past year. Ms. Wilson asked if there has been any
guidance about using Zoom for meetings. Mr. O’Shea has not yet heard any guidance about
Zoom meetings moving forward.

V. Communications/Correspondence
Mail was distributed.

VI. Warrants
A. Accounts Payable Warrant #4921; $51,222.02
B. Payroll Warrant #4721; $434,668.63

VII. Action Items
There were no action items.

VIII. Public Comments

Carrie Patel, Tophet Road was recognized. She asked if the Town had requested that teachers
get vaccines. Carlisle is only getting 100 doses weekly, and they will first be distributed to
remaining first responders and people over the age of 80. She sees teachers as first responders.
Mr. O’Shea said that initially, through conversations with the LEPC, it was thought there would
be a vaccine clinic for our educators. Then 2 weeks ago, the Carlisle Board of Health and the
vaccine committee were informed we would get 100 vaccines a week and we would have to
work our way through the list of eligible people. Mr. O’Shea noted that the 100 vaccines a week
is what all municipalities are receiving and there is no way to circumvent the distribution
program. The BOH was encouraged to push harder to no avail.

IX. Adjourn Meeting
Ms. Mostoufi made a motion to adjourn the meeting; Ms. Wilson seconded the motion.
There was no discussion. The following votes were taken in Roll Call: Comperchio, aye;

Huntress, aye; Lear, aye; Mostoufi, aye; Wilson, aye. The public meeting was adjourned at
8:24 p.m.

Respectfully submitted,

Nancy Anderson
Assistant to the Superintendent
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List of Documents Viewed or Reviewed:

Draft Minutes of January 20, 2021

Draft of Non-Contractual Handbook

Warrants
Accounts Payable Warrant #4921; $51,222.02
Payroll Warrant #4721; $434,668.63

Carlisle Community Engagement

Carlisle School Committee Goals
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Carlisle School Committee
Policy Subcommittee
Minutes
Wednesday, February 3, 2021
8:00 a.m.

Zoom Remote Access

Present — School Committee via Zoom: Christine Lear, Amanda Comperchio
Present — School Administration via Zoom: Jim O’Shea, Superintendent; Lori Bruce, Director of
Student Support Services; Nancy Anderson, Assistant to the Superintendent.

Per Governor Baker’s order suspending certain provisions of the Open Meeting Law, G.L. c.
30A sec. 20, members of the public were able to access this meeting via live stream at:

https://carlisle-k12-ma-
us.zoom.us/j/87450464012?pwd=dS9IMXJLM3IZOVFEvUO016T1JzZ2dHUTO09
Meeting ID: 874 5046 4012

Passcode: 989541

I. Call to Order
The meeting was called to order at 8:01 a.m.

I1. Review/Approve Minutes
A. Meeting of January 20, 2021. The minutes were approved by Ms. Lear and Ms.
Comperchio.

III.  Policy Review

A. Sexual Harassment. Ms. Bruce reviewed why our current Sexual Harassment
policy needed updating. The State revised its regulations due to a change in
legislation. Ms. Bruce, as the Title IX Coordinator for Carlisle, attended a
webinar with attorneys and wants to make sure the Carlisle policy met all of the
required criteria, and the revised version of the policy now meets the standards
according to the State. There is a procedure in place on how Carlisle responds to
an allegation of harassment. Ms. Lear questioned if all of the procedural language
needs to be in the policy. Ms. Bruce said it provides clarity and she crafted the
revision based on information she received from the lawyers. Ms. Comperchio
said the MASC version references mostly sexual harassment but other harassment
as well, and asked if the Carlisle policy should do the same. Ms. Lear said the
document was incredibly useful, and Mr. O’Shea added that it is a guide for the
School procedurally, but did not feel all of the language had to be in the policy.
He added that it is up to the Districts to put the State guidance in place. Ms. Bruce
said it has to be clear to people exactly what will happen when an allegation is
brought to Ms. Bruce as the Title IX coordinator. Ms. Comperchio suggested that
the CSC adopt the MASC policy and include a link to procedural information.
Ms. Lear suggested adding a statement about where the procedural information
can be found. Mr. O’Shea supported the idea of adopting the MASC version of
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this policy and using Ms. Bruce’s document to conduct the actual investigation.
Ms. Bruce said she would revise the language to add additional information on
how sexual harassment claims are dealt with at the Carlisle School. Mr. O’Shea
summarized that when a complaint is filed, there will be an investigation,
continued communication, and a response in a timely fashion. Ms. Lear noted
that the MASC policy does not reference adult to adult harassment. Ms. Bruce
will build a revised policy based on the MASC Harassment policy and include
adult to adult harassment. Ms. Bruce will also insert a link to the Sexual
Harassment procedure in her staff training document at the beginning of the
school year. She will make sure every employee has access to it. Ms. Bruce will
edit the MASC Harassment policy, highlight changes, and it will be available to
review at the next Policy Subcommittee meeting.

IV. Public Comments
There were no public comments.

V. Adjourn Meeting
The meeting was adjourned at 8:47 a.m.

Respectfully submitted,

Nancy Anderson
Assistant to the Superintendent

List of Documents Viewed or Reviewed:
Minutes of January 20, 2021
Policies:
Sexual Harassment
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Carlisle School Committee
Policy Subcommittee
Minutes
Friday, February 12, 2021
9:30 a.m.

Zoom Remote Access

Present — School Committee via Zoom: Christine Lear, Amanda Comperchio
Present — School Administration via Zoom: Jim O’Shea, Superintendent; Lori Bruce, Director of
Student Support Services; Nancy Anderson, Assistant to the Superintendent.

Per Governor Baker’s order suspending certain provisions of the Open Meeting Law, G.L. c.
30A sec. 20, members of the public were able to access this meeting via live stream at:

https://carlisle-k12-ma-
us.zoom.us/j/82102335817?pwd=dkxKRHZNcnRSZE12eXJKcnhIMENIZz09
Meeting ID: 821 0233 5817

Passcode: 724535

I. Call to Order
The meeting was called to order at 9:34 a.m.

I1. Review/Approve Minutes
A. Meeting of February 3, 2021. These minutes were tabled for approval at a future
meeting.

III.  Policy Review
A. Harassment. Ms. Bruce reviewed her revisions to this policy. Based upon

discussion at the last Policy Subcommittee meeting, Ms. Bruce adopted the
MASC policy and made some changes to it. Changes included adding employee
to employee harassment, and a section on where to access the details of the
procedure that takes place should an allegation arise. This policy will be
referenced in the student handbook and parents will sign off on it. All legal
references were maintained. This will now be called a harassment policy, but the
sexual harassment language is included.

IV. Public Comments
There were no public comments.

V. Adjourn Meeting
The meeting was adjourned at 9:47 a.m.

Respectfully submitted,
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Nancy Anderson
Assistant to the Superintendent

List of Documents Viewed or Reviewed:
Minutes of February 3, 2021
Harassment Policy
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NOTICE TO CARLISLE PUBLIC SCHOOL EMPLOYEES

The goal of this employee handbook is to familiarize you with the school district and some
of the benefits that are available to you relative to personnel procedures and practices. It is
hoped that you will find the information in this handbook helpful. The contents of this
handbook are presented as a matter of information only and as guidance to practices and
policies.

The handbook contains current information as of the date of issuance and the information
may change from time to time after the handbook is issued. Please be advised that this
handbook supersedes all previous handbooks for employees.

The Carlisle School Committee has policies in place which must be reviewed by each
employee. Please find the attached link to the school district policy manual:
https://docs.google.com/document/d/I1nRMy2vv-
tTDk el DdSf88SM91UrsutPH8tQiufzPIs/edit

Please read through the manual and handbook carefully. Both documents contain
information and guidelines that are important to your success here.

Please understand that this handbook was established to provide the employee with
information, to comply with legal issues and ensure consistency in the system’s efforts.
With this in place, we can focus our attention on student learning. If you have questions
regarding School Committee policies or information contained in this handbook, please
contact Human Resources at 978-369-6239, ext. 3120.

This handbook is not to be construed as a promise or contract of any kind between the
Carlisle Public School and any employee. The Carlisle Public School retains the right to
revise, change, add to, suspend or cancel, in whole or in part, any of the policies contained
in this handbook, at any time, without notice or to vary from the term of this handbook in
particular circumstances as they may deem appropriate.

The Carlisle Public School reserves the right to terminate any employee whenever such action
becomes necessary by reason of shortage of funds, lack of work, reduction/elimination of position,
material changes in duties or organization or for any other appropriate reasons. These policies are a
guide only, and it is not the intent of the school to grant any employee any contractual commitment,
expressed or implied, by its adoption. It is your responsibility to become familiar with and to know
all School Committee policies and the information contained in this handbook. The employment
relationship between the employee and the Carlisle Public School is at will and may be terminated
by either party at any time. This handbook is not a contract.
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General Information

Section I



VISION & MISSION:
Carlisle Public Schools cultivate balanced learners who can stand confidently with one
foot in the field and the other in the future.

e We create a nurturing and individualized experience for our students and highly value personal
relationships.

We prioritize social-emotional and physical health.

e We include a project-based approach to help students develop their knowledge, skills, and
interests.

e We provide multiple ways for students to demonstrate understanding and mastery,
deemphasizing state standardized assessments.

e Students engage in the classroom and in the community, with educators, local experts, and
Carlisle’s natural resources to understand how their studies can be applied to civic life to help
solve local and global problems.

e We break down barriers between traditional subjects and create opportunities for students to
develop their understanding of the world and extend their perspective and thinking beyond our
town borders.

A CPS GRADUATE IS:

e A resilient and adaptable lifelong learner who is empowered to pursue their interests.

® A self-aware and reflective individual who takes responsibility for their actions, outcomes and
learning.

e A caring, kind and engaged global citizen who works to forward identified goals.*

e A creative and competent problem solver, appreciative of diverse thinking.

e An independent thinker, willing to question the status quo and weigh the evidence.

e An effective communicator & collaborator who can work with diverse teams, listen and articulate

thoughts and ideas persuasively.
*Current goals are aligned with UN Sustainable Development goals.

D. The Carlisle Public School Buildings
State Law prohibits smoking on school property at any time. (In buildings or on the grounds) Smoking,
vaping and the use of tobacco products or e-cigarettes shall be prohibited.

Spalding Building; Houses the PreK-2 classrooms, Literacy and Math Specialists, as well as School
Administration.

Robbins Building; this building houses grades 3 & 4, the school library, the technology center, RISE,
guidance/psych, Choral Music, Speech and the School Business Office.

Grant Building; Includes elementary art, world language, grades 5-6, the Student Support Services
Office, the Engineering Room, and the grade 3-5 special education learning center.

Wilkins Building; Includes grades 6-8, Middle School Art, and the grade 6-8 special education learning
center

Corey Building; PE, Music, Central Supply, Food Service, and the Auditorium
I-1



E. DIRECTORY

School District Main Phone Number: 978.369.6550

Administration

School Superintendent Assistant to the Superintendent
James F. O’Shea Nancy Anderson
ipshea(@carlisle.k12.ma.us nanderson(ccarlisle.k12.ma.us

p- 978.369.6550 p. 978.369.6550, ext. 4110

f. 978.402.8699 f. 978.402.8699

Dr. Matt Mehler, Principal 5-8
mmehler(wcarlisle.k12.ma.us
p. 978.369.6550

f. 978.371.2400

Dr. Dennet Sidell, Principal PreK-4
dsidell(@carlisle.k12.ma.us

p- 978.369.6550

f. 978.371.2400

Lori Bruce Lori Aquavella

Director of Student Support Services Admin. Assist to Director of Student Support
Ibruce(wcarlisle.k12.ma.us laquavella(@carlisle.k12.ma.us

p. 978.369.3758 p.978-369-3758 / p. 978-369-6550 (x2213)
f. 978.371.7391 f. 978-371-7391

Anne Mahan Nancy Donnelly

Business Manager & Human Resources Assistant To Business Manager & Facility
Manager Manager

amahan(z carlisle.k12.ma.us ndonnelly(cwcarlisle.k12.ma.us

p. 978.369.6239 p. 978-369-6239

f. 978.369.0764

Rob Fortado Facility Manager Richard Price

rfortado(c carlisle.k12.ma.us Custodial/Maintenance Supervisor

p- 978.369.6550 ext. 2002 rprice(c@ carlisle.k12.ma.us

f. 978-318-1923 p.978.369.6550 ext. 1002
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F. SCHOOL CALENDAR

Please visit the school website (http://www.carlisle.k12.ma.us) to view the school calendar.

G. SCHOOL CLOSURE OR CANCELLATION

If school is cancelled or delayed, a telephone message will be sent to employees’ preferred phone using
the One Call automatic notification system. The following radio and TV stations and websites will also
have the information:

WBZ 1030 AM/Channel 4 — http://www.wbztv.com
WHDH Channel 7 — http://www1.whdh.com

WCVB Channel 5 — http://www.thebostonchannel.com
WEFXT Fox 25 - http://www.fox25.com

NECN - http://www.necn.com/weather/school-closings/
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A. Human Resources / Payroll Office

1. Location and Hours of Operation. The Human Resource Office of the Carlisle Public School is
located at:

Business Office
Robbins Building
83 School Street
Carlisle, MA 01741
Phone: 978.369.6239
Fax: 978.369.0764

Regular business hours during the school year are 7:30 a.m. to 3:30 p.m. Regular business hours from
the end of the school year until the opening day of school are 8:00 a.m. to 3:30 p.m.

2. Office Responsibilities. The Human Resources Office is the official site of all personnel records for
school district employees, past and present. An employee should contact the Human Resources Office
with any questions or concerns regarding the following topics: sick leave accumulation and use;
accuracy of compensation; clarification of benefits available and entitlement to such benefits; the
contents and inspection of personnel records; questions regarding leave, either paid or unpaid; absences
for medical or other reasons; and any other matter pertaining to employment issues with the Carlisle
Public School.

B. Pay Dates

Employees of the Carlisle Public School are paid every other Friday. Persons employed for a shorter
period will be paid as required.



C. Payroll Procedures

1. Paperwork Requirements upon Employment. Every new employee of the Carlisle Public School is
required to do the following:

1. Have fingerprints done prior to first day of work
Complete an IRS W-4 (tax withholding) form
Enroll in a retirement system or plan

Complete a CORI check authorization form
Complete an I-9 form as required by the U.S. Immigration and Naturalization service

If being employed in a position requiring a license from the Massachusetts Department of
Elementary and Secondary Education, provide a current copy of the license, as appropriate

7. Complete such other paperwork as may be required by the Human Resources Office. All
employment packets are found to the right on the Business Office page of the school website.

AN o

Only upon completion of required paperwork will an employee be able to continue employment and
receive a paycheck.

2. Closing of Payroll. Timesheets and other documentation required to ensure payment must be
submitted to Payroll not later than the Wednesday of the week prior to the pay date on which payment is
anticipated.

3. Making Changes in Benefit Coverage. Changes in an employee’s health, dental, life and other
benefits are made through the Human Resource Office.

Time is of the essence in making such changes. For example, if an employee needs to add a
dependent to her/his health insurance, marries and needs health insurance coverage for her/his new
spouse, or loses her/his coverage on another person’s insurance and needs to enroll in the Town’s health
insurance coverage, then this must be done immediately when the benefits change is needed.

D. Direct Deposit

Direct deposit is mandatory for all employees. Please contact the business office for further instruction
or complete the form in the Appendix and forward it to the business office assistant.

E. Employees’ Access to Their Personnel Records
The personnel records of the Carlisle Public School are maintained in the Business Office, 83 School

Street, Carlisle, MA 01741. Any school system employee may view her/his personnel file during
regular business hours.
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A. Job Classifications

1.

Probationary Employees: are employees who have had less than six months of continuous service.
During the probationary period the employee can be released at any time without cause. The
probationary period may be extended at the discretion of the Superintendent, or upon
recommendation of the employee’s supervisor.

Regular Employees: are employees who have had six months or more of continuous service.
(Middlesex County Retirement pension)

Full-time/Full-year Employees: are employees who are scheduled to work at least 35 hours per
week for 52 weeks, and will qualify for full benefits. (Middlesex County Retirement pension)

Full-time/School-year Emplovees: are employees who are scheduled to work at least 35 hours
per week for the weeks school is in session (36 weeks), and will qualify for full school year
benefits. (Middlesex County Retirement pension)

Part-time/Full-year Employees: are employees who are scheduled to work at least 20 hours per
week for 52 weeks to qualify for all benefits, pro-rated or otherwise. (Middlesex County
Retirement pension)

Part-time/School-year Emplovees: are employees who are scheduled to work at least 20 hours
per week for the weeks school is in session (36 weeks), and will qualify for pro-rated school year
benefits. (Middlesex County Retirement pension)

Part-time Employees: are employees who are hired as regular or temporary to work less than
twenty (20) hours per week for any set number of weeks per year. These employees DO NOT
qualify for or receive any benefits. (OBRA pension)

Temporary Employees: A temporary employee is someone whose specified tenure of service is
stipulated at time of hire, such as employees who are working on a temporary job or as a substitute.
(OBRA pension)

B. Wage Rates

1.

Wage rates: for all job classifications will be established as scale positions by the Carlisle School
Committee. New hire placement on scales will be based upon completion of supervisory review.

Probationary period: The employees first six months on the job are considered a probationary

period. If during or at the conclusion of this probationary period the supervisor decides that the
employee is not performing satisfactorily the employee can be terminated without written notice.
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3.

Performance reviews and salary increases. Regular employees whose performance is satisfactory
may advance to the next higher step on the salary schedule on July 1, providing that they have
been on active status for at least 10 of the previous 12 months. Any advancement to a higher step
on the salary schedule is dependent upon the results of an annual evaluation by the employee’s
supervisor. Any increase may by withheld by the Superintendent.

All employees will receive an annual review from their direct supervisor. A sample of a
performance review form is included the Appendix. The supervisor and employee may use Carlisle
Public Schools’ Non-Contractual Performance Evaluation Form or an alternate, mutually
agreeable evaluation form.

C. Work Week & Overtime

L.

3.

The normal work week for school year full-time staff shall consist of five days of seven hours
each, the weeks children are in school. Full year staff work eight hours per / five days per week.

A non-paid one half hour lunch period shall be scheduled for personnel who work a continuous
work day. However, if the job requirement as determined by the employee’s supervisor dictates
that certain school items must be attended to during the scheduled lunch break, that person will
receive compensation for the one-half hour lunch break. Full-time employees whose work day
commences at 1:00 p.m. or after will be scheduled for a seven-hour period or more with a dinner
break included. Those employees who are scheduled for less than an eight-hour day or for a work
year which corresponds to the school year, shall be compensated on an hourly basis applied to the
number of hours worked.

Overtime.

A. Employees are expected to work overtime when called upon to do so by his/her supervisor.

B. Time and one half shall be paid for all time worked in excess of forty (40) hours in one week
and for all time worked on recognized holidays. No overtime compensation will be paid to an
employee unless the supervisor requested, or specifically authorized the employee to work

overtime. Part-time employees shall be paid at the overtime rate for all hours worked in excess
of forty (40) hours per week.
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4. School Closure/Cancellation/Snow Days

A. If for some unforeseen circumstance school is cancelled or closed, the superintendent or their
designee will determine if full year staff need to report to work. If it is determined that full
year staff do not need to report, they will be compensated at their normal rate of pay. In some
instances school year personnel may be asked to conduct their work remotely.

B. School year employees are not compensated for snow days, as they will be made up at the end
of the year.

C. Custodial personnel who are required to work on such days will be compensated at the
overtime rate.

a. Custodial personnel are required to report to work on “snow days.” These are days when
school has been cancelled due to snow. The custodial supervisor will determine hours and
assignments of custodians on “snow days.” When custodians work on a snow day, they
are compensated at their hourly overtime rate for that day. (Example; if a custodian works
5 hrs. they are compensated for 7.5 hrs.)

b. Custodians who do not report for work are not compensated, and are considered to be on
leave without pay.

5. Delayed Openings: Currently, DESE regulations allow “delayed opening” school days to count
toward the school year. Therefore, all school year employees would be expected to work, and
would be compensated for their full day.
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A. Holidays and Holiday Pay

1. All full year employees, full and part-time full week (5 days), of the Carlisle Public

Schools shall receive the following federally identified paid holidays. Any non-
contractual employee who works less than a full five-day week shall have their
allowable days pro-rated per time worked.

Labor Day New Year’s Day
Columbus Day/Indigenous Martin Luther King Day
People’s Day

Veterans’ Day Presidents’ Day
Thanksgiving Day Patriots’ Day

Day After Thanksgiving Memorial Day
Christmas Day Independence Day

Holidays outlined above are available for all non-contractual employees who regularly
work twenty hours a week or more. All holidays shall be observed on the day established
by Massachusetts law or in the case of Patriots’ Day, by the School Committee. When a
paid holiday falls on a Sunday, it shall be observed on the following Monday. When a
paid holiday falls on a Saturday it shall be observed on the Friday before the holiday.

School year employees shall receive three (3) paid holidays of their choice from those
listed above or other religious holidays. School year employees must notify the
supervisor and business office during the week that such a holiday occurs that they wish
to be paid for that holiday. Employees will be paid the number hours they normally
would be scheduled to work.

B. Vacation Time

1.

Vacation pay is granted to all full year non-contractual employees who regularly work
twenty hours a week or more. An employee will be eligible to use vacation from the end
of the probation period. Vacation time will be accrued from the date of employment by
the Carlisle Public School.

Vacation Accrual Rates
Length of Credited Monthly Accrual Yearly Maximum
Service Accrual Accrual
0-4 Years 6 2/3 Hours 2 Weeks 20 Days
Beginning 5 — 14" Year 10 Hours 3 Weeks 20 Days
Beginning 15™ Year 13.5 Hours 4 Weeks 20 Days

2. Anemployee who is in paid status for more that %2 of the workdays within a month will

accrue vacation hours for the entire month.
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For the purpose of this section, a full-time employee is one who works 35 hours a week.

Each full-year full-time employee regularly scheduled to work less than 35 hours per
week shall accrue vacation at a pro-rated monthly rate based upon the portion of the 35-hour work
week he/she is regularly scheduled to work.

Part-time full-year employees will accrue vacation according to the schedule set forth
above with the further modification that the amount of time accrued for such personnel
will be multiplied by the percentage of time they are working in an average work week.

Vacations will be taken at times mutually agreeable to the employee and the
supervisor/administrator.

Upon termination of employment, and if appropriate notice was given, an employee will
receive payment for up to twenty (20) days’ vacation accrued to the effective date of the
termination.

C. Credited Service

Credited Services is the length of continuous employment an employee has had with either
the Carlisle School System and/or the Town of Carlisle. Credited service will serve as the
basis for calculating vacation accrual rates and determining the extent of participation for
employee benefits which vary according to length of continuous employment.

D. Accountability Policy and Procedures

1.

After the probationary period, discipline or discharge of an employee may not be
imposed without cause, as determined by the Employer. Whenever a supervisor
determines that an employee’s work does not meet expectations or that an employee has
engaged in misconduct so as to warrant supervisory action, these circumstances may lead
to discipline or discharge of the employee.

2. The following are examples of unsatisfactory work and misconduct.

a. Not meeting expectations or inefficiency in performing assigned duties.

b. Inability to perform one or more critical elements of the position.

c. Refusal to perform a reasonable amount of work, a violation of any reasonable
official order or failure to carry out any reasonable directions made by a proper

Supervisor.

d. Habitual tardiness or absence from duty.
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e. Use or possession of illegal narcotics while on duty.

f. Inappropriate, improper, dangerous, or illegal conduct with children or members
of the staff.

g. Leaving school property without authorization while on duty.

h. Violation of state mandated policies of the school system. See online staff
policies: Staff procedures for Reporting suspected Child Abuse and Neglect,
AIDS, Equal Education Opportunity, Policy on Drug Free Workplace, Equal
Opportunity Employment, Sexual Harassment Policy, Anti-Hazing Policy, and
Tobacco Products.

i. Fraud (for example: in securing a position or reporting inaccurate hours).
j. Disclosure of confidential information.
k. Abuse of sick leave or absence without leave.
1. Conviction of felony.
3. Notice of Supervisory Action or Discharge

Notice of supervisory action or discharge shall be in writing. An employee aggrieved by a
supervisor’s decision to impose discipline upon or to discharge that employee shall have
the right to an appeal as provided by the grievance procedure set out in Section E.

E. Grievance Procedure
Any employee who is aggrieved by a decision of an immediate supervisor shall have the
right to appeal. If the grievance remains unresolved after appeal to the next supervisory
level, the aggrieved employee shall provide a written statement of the grievance and the
relief desired to the Superintendent of schools for final determination by the Superintendent.

F. Personal Days
1. Personal leave up to a maximum of three (3) paid days per fiscal year, non-cumulative,
may be granted to a permanent employee at the discretion of the superintendent.

2. Personal leave shall be only for personal reasons which cannot be attended to at a time
other than when school is in session.

4. Any request for personal time must be entered in the AESOP online absentee system @
http://www.aesoponline.com. Please give at least three (3) days’ notice. Please be sure
to indicate on the website if a substitute is needed.
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4. All regular employees over twenty (20) hours per week may receive up to 3 personal days
in a year approved by his/her supervisor and the Superintendent of Schools.

5. A less than full week employee shall receive personal days pro-rated according to time
worked.

6. Employees who are hired after April 1 of that school year may be granted one (1)
day.

7. Such leave may be granted only for a full work day or one-half of a work day as requested
and as approved by the immediate supervisor.

8. It is understood that personal days are mot to be used in lieu of, or in connection with,
holiday or vacation time.

G. Paid Personal Time Off (PTO)
1. Coverage. Permanent part-time employees under the Job Classifications #5, are
eligible (i.e. Employees working under twenty (20) hours per week on a regularly
scheduled basis). Employees working on an “as needed” irregular basis are not eligible.

2. Policy. Part-time employees working under twenty (20) hours per week who have
completed one year of employment shall be entitled to paid Personal Time Off (PTO)
hours pro-rated as follows: the average number of weekly hours worked during the prior
year, divided by five (5), and multiplied by seven (7). For example, an employee
working an average of ten (10) hours per week during the prior year shall receive
fourteen (14) hours of paid PTO in the following fiscal year. An employee averaging 15
hours per week shall receive twenty-one (21) hours of paid PTO in the next fiscal year.

3. Use of Paid PTO.

a. Use of PTO hours must be approved by the employee’s department head prior to
time taken.
PTO hours are available as of July 1 and must be used within that fiscal year.
There is no carryover of PTO hours from year to year.
There is no cash in lieu of PTO hours.
PTO hours may be taken in no less than 2 hour increments.

o a0 o

H. Employee Sick Leave/ FMLA

a. Family and Medical Leave Act (F.M.L.A.)

Basic Information. All employees who have worked for the Carlisle Public School for
the preceding 12 months and who worked at least 1250 hours for the school system in
those preceding 12 months, are entitled to the rights provided under the federal Family
and Medical Leave Act of 1993 (FMLA). Under the FMLA, qualified employees are
entitled to up to 12 weeks of paid or unpaid leave for certain specified medical situations,
either personal or familial, and for certain child-care or adoption situations.
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Requesting FMLA Leave. To request a medical leave of absence, send a written request
with a doctor’s note to your supervisor. The supervisor will forward the request with his
or her recommendation to the superintendent for approval. An employee can request
leave for one of the following reasons:

a) The birth, adoption, or placement of a child (foster care) and to care for such
child;

b) The care of the employee’s spouse, child, or parent who has a serious health
condition;

¢) The employee’s own serious health condition.

Further Information. Specific information about the FMLA and employees who are
covered by its provisions, may be obtained from the Human Resource office.

. Absence for Childbirth

An absence associated with pregnancy and childbirth is considered to be a medical
absence. An absence associated with pregnancy or childbirth is covered by such paid
medical leave provided the employee has sufficient sick leave to cover the absence. If a
female employee does not satisfy these eligibility requirements, such female employee, if
she has completed the initial probationary period, shall be eligible instead for an eight (8)
week maternity leave for the purpose of giving birth or adopting a child, in accordance
with Massachusetts law, the Massachusetts Parental Leave Act. Employees on child-
bearing leave may apply accumulated sick leave for those days on which they are unable
to work as a result of pregnancy or recovery from birth.

Sick Leave

Under no circumstances are sick days to be construed as a vested right. The intent of the
sick day policy is to provide salary continuation during an employee’s reasonable period
of absence due to bona fide illness or injury. It is also the intent of this policy to allow
employees to take sick time to care for dependents who are ill or injured; in this context,
the word dependents is defined by State and Federal tax code. In all cases, a doctor’s
certificate may be required.

Each regular full year employee who works a minimum of 20 hours per week shall
accumulate sick leave with pay. Sick leave with pay will be accumulated at the rate of
1.25 day for each month of active employment, for a total of fifteen (15) days per year,
not to exceed a total accumulation of one hundred twenty (120) days. Full year /Part-
time will be pro-rated.

IV-5



School year employees working at least 20 hours per week accumulate sick time with
pay, at the rate of 1 day for each full month of active employment for a total of ten (10)
days per year.

Certification of Illness: After a three (3) consecutive day absence or after a series of
repeated absences during the years of employment, a department head may request a
physician’s statement, which certifies the employee’s inability to perform normal work
duties. Additionally, the department head may arrange for a School-retained physician to
examine an employee and submit a medical evaluation.

I. Bereavement Leave

Employees shall be entitled to a maximum of three (3) scheduled working days
off with pay to be taken within seven (7) consecutive days from the date of a
death occurring in the employee’s immediate family to attend a funeral and for
other personal business caused by a death in the immediate family. Immediate
family shall be defined as parent, spouse, child, brother, sister, parent-in-law,
son/daughter-in-law, brother/sister-in-law, grandparent or relative residing in the
employee’s household.

J. Leave without Pay
Leave without pay is only for unusual and imperative circumstances and should
only be requested on rare occasions and for compelling reasons. Written requests
for leave without pay must be made to the appropriate supervisor and require the
recommendation of that supervisor with approval from the superintendent.

K. Military Leave
Employees in the Federal or State military reserve forces shall be granted a military leave
of absence, for a period not to exceed two (2) weeks for each calendar year. Such
employees shall be paid in an amount equal to their normal pay (less the amount paid for
military service to the Federal or State government).

L. Jury Duty
Employees called for jury duty shall be paid for the amount equal to the difference
between the compensation paid for the normal working period and the amount paid by
the court, excluding allowance for travel. The amount due the employee shall be verified
by the Business Manager upon presentation of proper evidence for monies received for

jury duty.

M. Worker’s Compensation
An employee, who by reason of an industrial accident receives statutory
compensation (worker’s comp), may receive, in addition, the amount necessary
to make up his/her regular weekly compensation to the extent of his/her
accumulated sick and vacation time applied on a pro-rated basis. Please note
that worker’s compensation is paid at the rate of 60% of the employee’s regular
pay and begins after the employee is out five (5) days from the injury. After
twenty (20) days the first five are paid also. Worker’s compensation is NOT
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tax free. Report any job-related injury to a supervisor, nurse, or administrator
immediately.

N. Professional Days
Each regular permanent employee may be eligible to apply for two (2)
professional days, for the purpose of professional development activities
relevant to the employee’s work and/or consistent with the professional goals
of the employee as determined by the employee’s supervisor(s), with the
approval of the superintendent.

All professional day requests must be made in writing and approved by the
employee’s supervisor and the Superintendent. An employee will only be
reimbursed for a professional day taken on a scheduled work day. Please be sure to
indicate if a substitute is needed. Funding for workshops/conferences is generally not
available.

O. Physical Examination
A physical examination and a doctor’s certificate that an employee is
capable of performing his/her duties may be required by the employer prior to hiring any
employee or prior to an employee returning to work after an illness
of three (3) or more consecutive days. The cost of such a physical examination
and certificate will be paid by the employer.

P. C.O.R.L Checks / Fingerprint
By law, all schools must complete a C.O.R.I. check on all employees. Upon an offer of
employment, a request is signed and sent to the Criminal History Systems Board for
access to all conviction and pending data. The criminal record check is conducted.

As a new employee of the Carlisle School District, you will be required to have a
national criminal background check by submitting your fingerprints before
beginning work. Procedures have been established by the Department of
Flementary and Secondary Education for taking fingerprints, submitting them to
the national database and returning reports to school employers. Your
employment in the Carlisle School District is conditional upon completion and
assessment of a national criminal background check, in addition to the statewide
CORI check.

The following website gives the location and hours of fingerprint centers, and you may go to any
convenient location:
http://www.identogo.com/FP/Massachusetts.aspx
There is a link on the website listed above to forms and links. If you click on that link, you will
see a list of documents with additional information. The document applicable to public schools
is SAFIS Registration Guide: Massachusetts Department of Elementary and Secondary
Education. The following is a direct link to this guide:
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http:/www.l1 enrqllment.com/ state/forms/ma/5323798140b{9.

The school code for Carlisle is 00510025, and this code is required in order to register for your
appointment. We have found that it is a good idea to take this code with you to the appointment
in case it is needed for verification. As long as you use the correct school code, your fingerprint
report will be sent directly to the school.

Q. Miscellaneous
No employee shall:

a. Accept gratuities of money or goods having substantial value from any
person dealing with the Carlisle Public School system in furnishing
supplies, equipment, or services.

b. Participate as an official representative of the Carlisle Public School
system in charity drives, special observances or promotional activities
without the express written authorization of the Superintendent.

c. Accept a “substantial gift” with a value of fifty dollars or more from any parent, relative,
or community member. This may have the appearance of conflict of interest.

IvV-8



"$2Inpasold
pue saror[od [OOYs M
A1dwros 10 puejsiopun jou s20(]

*S90IN0SaI
azIjun 0} uorsiatadns/eoueping
[EeNuIIUOD SPaaN

‘suonsanb
oures o) SYSy ‘sassasoxd
10 UOLRULIOJU] UTE)RI 0} [qeuy)

("s1oyoeo)

Io Josiazadns ‘sonSeay[oo ‘sjuspmys)
SISO Y)IM ST{DS UOHEOIUNIIUIOD
QAT)39]J2 OU IO O[N] SAJLNSUOUId(]

“paudisse se sonIiqisuodsar
qof wuoyrod o) SfIos
JUSIOLINS JJBNSTOWIP 0} d[qeu)

‘qof a1} Jo syusuraInbox
o) 3)B[NOTHE O} S[qeU)

*ATIuQ)sISTOOUT
sampasold pue serorjod [ooyos
Jo Surpuejsiopun orseq sorpddy

‘orenrdordde uoym

UOTJBOTJLIE[O JOJ SSY 'SO0IN0SaX
d1qe[eAe Jo Surpue)sIopun

J1SBq SEJENSUOWS(]

‘SISO
)M UOHBOIUNUIUIOD A[QATIOSS
01 S[[IS JISeq $OJENSUOUIA(]

"aoueping /uoisiatadns
Suro3uo yim

pauSisse se sonnp qof uuoped
0} ST[IS dIseq SAJRISUOWS(]

‘sopnp qof Jo Surpue)siopun
J1sBq B ATHO S9JEenSuouwa(]

‘Aerendordde moyy
saridde pue s00IMOSaI JO IeMy

"WYY} SMO[[0] APUISISUOD
pue sampasoxd pue £s1od jooyos
Jo o8pojmouy Sunjom SIqIIXg

'Somn
[I2 18 J910 YNM UOTBIIUNTINIOD
2AN03]J9 Ul sageduy

PMoIZ
aanisod Suro8uo sajensuouIa(|

‘sonrumaoddo yuomrdojosep
reuorssojoxd ur sajedionied

*Aryuspuadapur
sapqisuodsar qof suoys g

*qof o) uroyxed o) parmbax
sampasoxd pue senpqisuodsas
qol Jo 28pajmous] Funpom SIqIXT

saniqisuodsar pue sfos qof
ur Aoua)admos sAe[dsIp sAem[y e

‘soonoed 1saq pue
STIIs Jeuorssajoxd Jo a8pajmony
ured 0 $}29S {PAIBAIIOW-J]OS e

"SIofI0
1o yoedu pue uoneziuesio oy} Jo
suorouny Jpo o) 0} drgsuoneos
3] pue senIqisuodsox

qof spueiszopun ANy e

‘sangeo[oo Yim A[Surim
S[[P[s pue o5pojmouy saleqs e

‘uonisod
9y} 10] s)uataIINbox SUIAJOAD UO
Aareudordde syoe pue sajedionuy e

*saanpadoad

J0 I3pamomy| qof Juardrgnsur
Jo e sAefdsip saLodmy

pue sapnp qol jo Surpurysiopun

*soanpadoad
pue sannp jo surpurisiIpun
d1seq 0) [ewarur syuasaadaa
agpamomy qof s, d3Lojdmy

*saanpadoad

pue sagnp ‘oSpapmowy qof JusaInd

pue 3)eINIIE SIqIYXI RLo[duy

PPIM0I3 pue dndexd
pasoadur 10§ goaeas 3umunuod
© JO J0UIPIAI SUIMOYS ‘IAISTIIXI

SI saanpadoxd pue sonnp
gof ay) jo adpojmomyy s saiojdmy

spaepue)s jowmup)

juammdAoxduy spaaN

pIBpUE)S SIIA

plIepuels SpIadXy

ISpo[MoUd] qOf SANBIISUOWI(] :] pIepue)s

YIMO.ID) [BUOISSIJOL] J10] dLIqy]
(991a198 pooy ‘Terpoysn)) ‘aoddng 9O ‘jeuorssajordere )
UONEN[EAT JJEIS [EN)OBIUO)-UON




*soSueyo 0} uado IO S[qIXS 10U S|

‘souropms pue
SHOTONIISUI 90U ISOP/IOIBNSIUIIPE
MO[[O] 10U $30(]

‘KJoAnosJe owr o3euewr
Jo/pue JIom oZTuRFIO 10U S90(]

*9JRINOORUT JO/PUR
oerdwoour aIe syse) psusissy

*AN[ENUSp U0 UTRUIB JOU
$90p {sjuswaxmbal AjenUopUOD
aje[NONME 0] d[qeun S]

‘suonejoadxa
JOOYDS M 90UBPIODOE UI JOTABYS]
JeuorssayoId NqIYxe 10U Sa0(]

"sa3ueyo YN AIqrxayy
SAIBNSUOWIP A[JUAISISUOOU] o

Ajrenga

OOUR)SISSE 53[99§ ‘sourfopIing

10/ pUe SUOTIOLNSUL

‘sompaooid ‘sororjod
SMO[[O] A[JUSISISUOOU] @

‘uonezuesIo
JI0M PUR JUSUISSEURIH SUIT)
Ul SO10UQ)SISUOOUT sAe[dsi(] o

‘Area syse} pougisse Jo
[9A9] Aiuenb Jopue Aend) e

*ATJUSISISHOD

Anrenusprguod sonoeid jou

§90(J ANfenuspuoo sonoeid
0) PoOU ) AJB[MOTHE UBD) o

“JOTARYDq APUS)SISUOOUT

S[opow pue SJIqIYXa

g [101ABYSq [euorssayord

Surpredal suone)oadxa
ale[noIMe 0) O[qe 9 AR\ e

‘sagueyd ANIqrxayy
S2IBNSUOWIP APU)SISTO))

"SONSSI JUIOS UO
90UB)SISSE §)[008 ‘sourjapms pue
sgononnsur ‘sampasod ‘sarorjod
MO[[O] 0] SSoUSUI[[IM JO/puE

ATIqe oy} SJIqQIYXe AJJUSISISUO)

JuswoSeusur
STIT) SATJOSYJO SHTYXA

pue “jIom soziuedIio APJULISISUO) e

"Au2)SISuoD pue A[syeInooe

syse) paugisse sa[dmo) e

‘Sown
TTe 18 Apenuspryuos saoyoeid

pue SuIejuIRew ‘SpuRISIopU) e

*SISB(q JUSISISHOD
B U0 JOTARYQQ [euolIssajoid

2JENSUOWSP PUE S)E[NOIIE UBD) o

‘UOT)RZIURFIO 3T} 0} SINILIUOD
Aroanisod yep suonsed3ns
sayepA ‘suonsonb SwIAJLIRO SYSY e

‘sourjoping

pue sarmpadoid ‘sarorjod

‘SUOTIINISUL MO[[0] 01 SSOUTUITIA
Jo/pue AJIiqe oY) SHQIYXD SABM]Y e

‘SS¥) [BUONIPPE

s1daooe A[SuIjim/s1aepunyoa

pue ‘syse) saSeurur A[2AOSJJ0
NIom sozZIueSIo sAem[y e

"PoUSISSe ST 1BYM PuUokeq pue
aA0qe syse) 10J s)sonbor sojentuy e

-o1erdordde usym ssusassiul
pue S9JB[NOIME ‘AN[eNUSPIJUCO
soonoeid pue SUIRIUIR]A] e

“AJIqeIjol Pue IShy) Sopnxq e
"SIOYIO0 YIm a3pajmony]

sateys AJSUIIA “sown [[e
1€ IO1ARYDQ [eUOISSaJoId S[OPOIAl e

IR WUOIIATY
[ooyas 3y} ur suone)dadxa
Jo Surpue)sIIPUN [EUITUIT
Audsip 0 ajqeun 10 Junmun

*30Ud)oduI0d JO [9AJ] JISB(q
SI)BIJSUOWIIP PUE PUE)SIIPU[)

‘suone)dadxd
pue dudjedurod qof juaysisuod
SI)BI)SUOWIP PUE SPUB)ISIIPU()

‘o) uodn droxdumn
0) SIS PUE JUIUWUOIIATD [00T[IS
& u1 suone)dadxassonoead 1saq
Jo Surpue)js.tapun pIos & S)qIYXH

spaepue)g jomu()

judswdAsoaduay spaaN

pIepue)s S}

pIepuels Spaddxy

udjdmo) qop sdjer)suowd( :7 pIepur)s

YIMO.IL) [BUOISSIJOI] J10) dLIGqMY
(991198 pooy ‘ferpoisn)) aoddng 0330 ‘Jeuoissajordere)
uoneneAqy Jjjeis [enjoe.nuo)-uoN




"Ayorerory
uorsiazadns 10 sta)sAs Sunjeredo jJo
Surpue)sIopUN [BWITUTE SO}EX)SUOWS(]

sogueyo

papusuIIooal juanrardur

pue }2BGPIS] IATIONASUOD
ydasoe o) Surimun ojqeun) e

"UONEBNYIS [TYSSANS/NOIJIP
2 05BURBWI IO QA[OS
woapqoxd o) Jurimun/o[qeun) e

‘SISO
[IIA SSUEPUNOQ pue s3]
Iea[d Jos 0} SuI[IMUn/e[qeU)

"S197[J0 IOJ UOT)RISPISUOD
SpMINE SANRIOEB[[0D
pue oAnIsod B JIqIYX2 10U S90(]

"SIoUI0
i sngorerp sanonpoid-uon ur
so8e8uy "e)eINOoRUI IO JUDISIXI

-UOU ‘[eWIUTI ST WONESUNWO) e

"SUOLR)IWI] PUE SSN[eA ‘SaIM)No
JJeIsuopms Jo oremeuns] e

‘o[qeryar
Jo/pue [emound A[JuaISISUOS J0U S|

'suoneoadxo
Josiatadns pue swoIsAs

Jo Surpuestopun Tened suqryxsy

*SIO)0 WO J0eqpasy
QATJONIISUOD 0) A[JUSISISTOOUT
sydosoe pue A[oanisod spuodsoy

‘orerrdoxddeur
SOWT)AUWIOS a¥e SUOORIIUL

“SHOTJEMIS JNOTLJIP
a8euew Jo swajqoId 2Aj0sal 0)
AJITIqe sajensuowap A[IUL)sIsuou|

*sanges[[oo
PUE STESPNIS YIIM SOLIEPUNOq
Ppue SITUII] 299 S10§ APUSISISHOOU]

“JUS)SISUOIUT
SI JJels pue Sjuapn)s 10y Suropour
Jotaeyaq ajenrdordde pue s1ayjo 10§
UONBISPISUOD ‘@pme aanisod v

*JUQISISUOOUT ST UOHBOIUNUIIOD
QAT)OQJJ PUE S1RINOOY

"SOuIT} Je SUONB)IWI] PUB
‘sanfeA ‘SIMTo IITI0 0} SANISUDS §]

"a[qerfes

pue [emound APUSISUO) @

"A[JUD)SISTOD
uoIsiAzadns Jo st2)s£s
SOZI[TIN PUE 9JB[NOTHE UB))

-*Aynoey/aosiazedns woly orqPa9)

pue uornoamp sydaooe pue

Ayoantsod spuodsar APueisISmo)) e

‘orenidordde pue juoysIsuod
are ‘xouesuwap reuorssajord

PUE [n]105dSoI 109[jo1 SUOTIORINNU] e

"son3es[joo pue SjUSPIS
Qs Suras pwin] pue AIEpunoq

JIeo[O S2JENSUOWSp AJUSISISUO))

‘JJeIS pue SJUSPIIS YHM SIOIABYSQ
9591} S[OPOUI PUE 2JBISPISUOD
ST ‘OpTIjIe SAIJEIOQE[0D pue

2AIISod © SQIIX9 APJUSISISUOD)

"91BINOOE PUR SAT)OSIIO “JUSIOLTO

sAem[e ST UONEOIUNIMIO)) o

“SISYJ0 JO SUOTJEWI] PUE SIn[eA

‘saxm[no s100dser pue 10 SMO[[Y e

-sonjoe1d 9ouLRyUS O) SISeq JUAISISUOD €
U0 UONBUIOIUT $30as pue uorsiatadns
Jo su10)s4s SOZINN PUE SPUBISIOPU[] e

S[IFIS pue
o8parmot] saoxdwr 0} JoBqPIT) SIS e

"97e[BISO A3Y) 210J9q
SONSST QAJOSAI pUe AJNUIDPI 0} A[qY o

“S[EAPIALPUL
SpIemoO)] UI139U0 sumuas e Sunospjor
‘Inp20dsar A10A 918 SUOTIORIS] e

syl pue sapepunoq ajerrdordde jes
0} SI19Y10 SA[OY "SISO YN SITUH] pue
SOLIEPUNO( 1B3[O SUIRJUTBIN SABM[Y  »

‘SIOTABYS( 9SO UI
93e8uo 0) s1oy0 soFeInoous ‘opmine
aAnIsod ‘a1eIopISUO0D B SIAIYXD SAEM[Y e

*QATIRIOQRI[OD PUE S)eINOoR
‘DANDJJJS JUSIONIIA ST UOHBOIUNWIWIO)) e
*K[9AT}03130 93pa[Mmon] ST} oIeyS pUB
Adde 01 9[qe S[ °SISUIO JO SUOTIEBITWIT]
PUE ‘2IMNI ‘SAN[BA 97} 0} AJATIISUIS
SNQIYXD AJoAanoeold pue spuejsiopup) e

*s13730 Pism jroddex
Jo de[ J10 32adsaisIp SHIqIYXT

*SUUT) & JUIPIAD
SI s19130 i yxodder a0 yoadsay

JUIPIAD APUIISISUOD
ST 1910 Y)IM Jaoddex pue 3oadsay

*SIIT}0 J0J pIjopowt
pue judsisuod st yioddes pue ydadsay

spaepue)g jowmus}

JudWdAOIdUI] SPIIN

pIepue)s S}OIA

pICpuB)§ SPIIIXTY

yuswruoaAuy pue sdigsuonePy SUNLIoAN AN SUIBIUIRIA] i€ PACPUR)S

[IMO.IL) [BUOISSIJOLJ 10] JLIqNY

(a91A198 pooy ‘Terpoisn)) ‘proddng 20130 ‘[euorssajoadere)

uonen[eAy JJeis [en)deruo)-uoN




(010 ‘wiseoIES SIZI[TIN ‘O0I0A SASTRT
‘s0188nns Jomod ojur s100)) J0TARYEq
areudoxdde ur seyensuowma(g

*SJUIPMS JO Spaau
JeIotARyaq /[euoromwS I Surpiegor
suondooradstu sojensuomo(T

“PooU [ENPIAIPUL
U0 paseq uononnsur o} sayoeordde
10 eLIS)eUl SY) PUBISISPUN JOU S30(]

*aouapusdapur a3ernoous jou
SOOP ISUIBI] QAJOR UE SEB JUIPMS
25e3us 0) s)dureyie [ewITIIUT SOYEN

"UOAIS UOII3IIP MO[[O] 0 SISNJax
Jo/pue oSeuewr 25Bo/I10sTATedNS
WOIJ 20UL)SISSE JO 0ULpPINg

01 uado Jo/pue }99s J0U SA0(]

*SUOTIEPOTIONDE

P3)e[NOILIE MO[[O] 0} SAShJol JO/pue
SUOT)EPOTIIIONIR SJUIPIS paugisse
‘ss0001d SuTuIRs] O} pUBISISpUN

10 wes| 01 1dua)ye (BT SR

*SOIZIRIS

UOIJUSAIdIUL 2ZI[IN 0) ANjIqe
PaNuIl] SMOYS IO/pUe SIUAPMS

JO SP22u [RIOIABYR(/[BUOCTIOW? o1}
Jo Surpuejsiopun pajwry sAefdsiq

“posu TenplArpur

uo paseq soonoeld [euononnsul
AXeA 0} 9[qeUn ‘uoT)onISul

0} sayoroxdde pue sar3arens

JO IoquInu pajIul] € Sajensuoa(]

“aouspuadopur Jusprys

912210 0) ANJIqR JO/PUR S[[IS
Sumonsonb [ewrurwr sAe[dsiq
"s1[nsal peuaruu opiaoid Surures]
ut syuspmys a3esus o) sydwany

‘papraoxd

suonoaxp sarpdde AJjusisisuoouy
“I1o8euew ases/Josialodns woxy
90UR)SISSE 5159NbaI AT)UL)SISUO))

‘sBumas paLrea Jo sIofio 0 }deouos
suonepounodsoe Ajdde 10 sjemonae
0] 9[qeu() ‘SUOTEPOUIIO0L
WOOISSE[D [BIoUaT SMOJ[O,]

*SONSST JUSPIYS JUBAS[L
uo SI108eUBUE 9S8 PUER SISO}
[IM S21BIOqE[O0 AJUSISISHO)) o

*SJUSPTYS JO SPOOU [BUOTIOLUS

oy} oA10521d 0} PUB TOTJUSAISIUT

Tero1ARYRq 03 soyoeoxdde Jo L1eurea
€ sjuowo[dut pue So)enNSUo3( e

"AIpIqesip pue o418 Surures| Juspms
U0 paseq uononnsut 0} sagoeordde
JO AJoLIRA B JO 95T O} SOIBIISUCIS(] e

"SIUSPINS O} JUSWIIOIOJUIDI
areudoxdde sopiaoiq eouspuadopu
9)eaI0 0} pue suonsanb pepus uodo
3uisn e P[RS YSne) Fureq s[[nys
Y] 2SN PUB SSNOSIP “INOqe Uy
AJoAn)oe 0] sjuopnys sageInoouy e

"SI9Y10 WO

aoue)sIsse pue soueprng sjdoooe

A13unip IoFeurw oseo /1osiazodns
wrogy suonoanp sarjdde A[2ANOJ e

"SIagio
01 )depe 10/pue Sunias UO paseq
SUONEPOWTIOIOE PAZI[ENPIAIPUL
juowspdun ueo pue s[eo3
sjuoptys poudisse ole[nonie Ue) e

"uoTBN)IS JO/PUR TUSWIIOIIAUD
“JuapTs JO SPaau UO Paseq SII3orens
UONUSAIIUI [RIOIABYD(/[RUOTIOW
oAnoapgo sorddy e

‘SONSST JUSPNIS JUBAI[II A[OSII PUE
Amuop1 A1eanoeoid o) s1oSeurr osed
PUE SIOYIE) (NIM JADRNIUI SR, o

‘Spasu
JUIPMIS TenPIAIPUT J9W O} UOTJOTLI)SUT
0} saydeosdde pue s[[{s mau INo
$3[998 ATIUS)SISUOY) "SUTUIRI] JUIPTYS
0} sayoroidde Jo LjoueA e SurpIedar
[IFIS JO [9AS] USIY € SqQIYXy o

"SIOA[OS Wd[qo1d pue SISWIEI] 0AIOR
o1e £otp) YOTYM UT JIOM PISTO0]
ur poAjoaur ATySNY sJUSPIYS 5190) o

"Sjuspnys Jo a3popmony]
U0 Paseq SUONEPOUIIONIE
juspnys 10J suonsadgdns Sundaooe pue

Sunjew 0} uadQ (pPaIsIURd JUSPMIS S| e

*Sposu JUopNIs pue
8uines uo paseq SUOHEPOUITIODOE
SJUSPYS PIUSISSE SOJRNUDIALIP
pue sjusws[dwl ‘sale[noy e

SJUIPNIS JO SUOHBHUII[/SPIIU

SJEIPNIS JO SUOIJE)IWII]/SPIU
Ay Jo/pue ssadoad

*SJuIPN)S
JO SUOIRITI[/SPIIU STOLIBA

*so1gaje.s eudoxrdde sonjdde
Apua)sisuo) Juruaed] JuIpnys

ay) Jo/pue ss3d0.ad Surmied] Jo
SuIpuE)SIIPUN PIYWI] B SPYIYX

U0 SHONE)IWI[/Spadu Jo yoedunn
9y} pue s3ssdad01d SurmIed] snoLeA
JO 33PaMom] PI[OS € SI)RNSUOTI([

Sunwiea] ay) Jo Surpuejsiopun
JUOS SIPRIISUOWI([

at) pue ssadoad Surmaed ayg)
Jo a8pajmouny sAefdsip Apuajsisuo)

spaepue)s joumun yuowdAoxduy SPIAN

pIepue)§ SN paepue)g SpIdXY

SPOdN JUIPN)S JO ITPI[MOWY] $JRIISUOWII(] :f PIBPUEB)S

[IMO.ID) [BUOISSIJOIJ 0] dLIgNY
(9d1a109g pooy ‘Teiporsn)) ‘roddng 20)Q ‘Teuoissojorderey)
uonen[eAf jjelS [BN}IEIU0)-UON




aonoerd
POOURYUD SPIEMO])
sossardord snonunmod
SO)BIISUOTUSP PUER
S[e03 POYUSI[qeISa SJO3J e AL
10J sanIAnoe o170 1o werdord Sururen
"SOATIETITUT g3nony ostgadxa pue 9Fpa[Mowy SIS e
‘sanmumIoddo o1sippusuniedop
‘sanmumyoddo Furures] yo9s A[2an0e01d SuruIes] pue s90IN0SoI M JUQISISUOD sTe0d ‘Sururen )29 pue Pmois jeuorssayord
10 S9OINOSII S[QR[TEAR SN JOU SSO(J o Jo o8ejueape pojnur] Soye], e pouLop puR JEo[O §19S e pue [euoszad 10] seare mou sq)edionUy e
*s1e03 yustndo[essp "s[e03 justudojoasp ‘swresgoid  9o1AT0S-UI,, ‘Jusunredop /uonezuedio o
T[S 193WI PUR 135 O] SUI[[IMUN/O[qeu) e [ITS OWIOS S}O0WI PUL 5195 o ut soyedionaed £joAnoy e | Jo spasu oty Sunedionue ofmym s[eoS s10g e
*‘SuruIes [eurIoyuY "Surures| [eULIOJUI/[RULIOY ‘uonedonred sonrunpoddo
Jo [euo] Aue ot ojedronied j0u sao(] ur sojedionted A[jeuoisedd) e s1sonboi pue Surmien 1uswdoraasp Jeuorssajoid pue
oeudoidde o sxj00g e sweidord sowres-ur ut sojedroted A[ng o
"sonnp qof oty ‘S[Iys paxmboe owros
Jo Surpuesiopun AIB)USUWIPnI S2JeNSUOIIAp sorpdde pue senifiqisuodsar ‘SIS sarjdde Apuaisisuoo "s[Ioys A1dde 0) SI9)O ISISSE 0) SATIRIIUT
SSTIIS SHIOM OISB( S)BNSUOWA(] o qofjsour spuesiopur) e |qisuodsor qof spuejsiopu) e soxe} pue sanIiqisuodsar qol S[SpojA] e
[ YIM0I3 ~-sanianoe ur sdyedronred ]
JudmdofaAIp pue Yismoas [euoissajoad [euorssajord 10y sapranyioddo | pue qmoss feuoissogod uoneddnied pue Apnjs snonunuoed
spaeamo) ssaxdoxd ou 1o pajrury : o ° ggnoay) Afeuoissajord moisd o) saALn§
o spiemo) ssaagoad swog J0J paau IY) spue)sidpun : *
spaepuelg Jowau)) juamasoady spaapN PIBPURIS SINA pIepur)g Spaadxy

judurdoaAd(] pUe YIMOIL) [BUOISSIJOIJ Ul sajeddnaed A[PANDY S PIBPUE)S

YIMO.I5) [BUOISSIJO.1 J0J dLIqNY
(391A19G pooy ‘Teipoysn)) ‘yioddng 1yJQ ‘[euoissajorderey)
uoneneAf JJels [enjdenue)-uoN



Apjuaroryye sum

SuiSeuews jou sa0p (AFo[ouTos] SPIoAR
‘syse) 9191dwros 01 spoyiew parordur
JO/PUE MU SIS 0) FUI[IMTN/S[qeun S|

“STOTIoR/APIINE
o[qrxoy ‘eamisod € JIQIYXe J0U $80(T

*AIT[eTIUSPIJUOD
UTRIUTRUI O} SUI[Imun/a[qeun
SI 10 puB)SIapUN 10U S20(]

‘susi3AY reuosiod
pue ssarp 1odoid ureyurews 30U s90(]

“JouuBw A[oW) € Ul pue Ajejemooe
s1eaysawm ‘syuomrusisse yromroded
e[dwros 0y dn moq[oJ sexmboy

‘sjoo0y01d
pue sampadsoxd ‘serorjod 101SIp
MO[OJ 10U S0P PUE JO 2IBMEBUN ST

“TONRJUSTINIOP
pamnmnbal SYoE[ J0/pUE OTIOU PAYWI] YIIM
Ul S[[e0 pue SIJeusq JJo W SASnqy

Apusroryye owr) Suideurw
Aynogip sey {ASurreds
ASoroun]o9) sosn ‘syyse)
9191dwos 01 spotjeur paaoidur
IO/puB MU S90S WOP[AS

*SUOT)OB/OpTIINE S[QIXS[J
‘aAntsod SJIqIYxe AJIUSISISHOOU]

‘suoneoadxs AN[eNuapyuod
SUTBIUTRW AUS)SISUOIU]

-oua1gAy
[euosiaod pue ssa1p 1adoxd
SuTurejuTRW UT JUQ)SISUOOUT ST

‘ATowun) pue A[2)eInooe s)o9ys
suwn ‘syusurusisse sromroded
Sune[dwod U JuSISISUOOUI ST

‘sjooojord

pue sampasoxd ‘sororjod 10msIp
SMOT[O] APJUSISISUOD JOU S0P
JO/pUe JO 9JBME 9q J0U AR

"PI[NPAYDS SE oM
sunsse 0} Apeal jou st Jo/pue
20UBpPUSYE UL JUSISISUOITT ST

‘pepasu se AZojouyos)

sasn {syse) a[dwon

0} spoypour pasoxduy 10/pue
AMOU S90S SOWTIOWOS o

‘SuoIoR/opmINE
o[qIxoy} ‘oansod SyqQIXY e

AN[enUSpIuOd SUTRJUIRIN o

*ouaI3AY [euosIod
pue ssorp 1odoid surejuiRly e

‘Kjouur) pue A[ajeInsoe
$195YSowW ‘SJUWUIISSe
Spromiaded sojopdwion) e

‘sfoo0301d pue
sampaooid ‘satorjod joinsip
SMO[[O] PUE JO OIEME S] e

-ouT)
9AB9[ JO 2SN PUE UOT)BOINIOU
1adoad sojensuowa(q
sanIqIsuodsar
ownsse 0} Apear sy

pue o) U0 jIOM O} sHodoy] e

Auarorgo

ouIn sadeurll {A[2A1EAID S AZ0]0UY03)
sosn {sse) 019[dwoo o] spoylew
PaA0IdwuT J0/pUR MU SIS SABM[Y

"SISO J0J ST} S[OPOUI pue
suonoe/spmIe S[qrxa[y ‘amsod syquyxy

"UONBULIOJUT [BRUSPIJUOD A[[erjusiod
Jo amsorosip SurpreSax uonsanb ojur smoypo
S[T0 ‘sotun [[e 1B AN[eNUSPIIUOD SUIEIUTRIA

"ousi34Y jeuosiad
pue ssa1p 1odoid 10] prepue)s oy} 810§

‘amIm) uo paprwqns pue ajo[dwos
‘Q)1BINOOE SJB SISOYSIWI |, SIUWugIsse
“pomiaded ySnosor ‘peziuedio sepraoigd

*JOTABYQ( SoFeuent

J1°s pue suorioe Jo Joeduwr ssjedronuy
‘sjooojoid pue sampadoid ‘sarorjod
JOLIISIP SMOJ[O] PUE JO oTeme A[ny S|

‘pasanbai se AJeo

QALLIR JO 9)e[ A®)S 0] SUIIA "Souasqe

JO 201)0U 90UBAPE SIPIACIJ ‘JUISQR WOP[OS
SI pue o[qerjar pue remound sAemje S|

‘uonednaed

derdoadde pue sioiaeydq 10)[uOM 03

JJIUR)SISSE JUEISUOI SPIIN °IAMPINI)S

PUE SPadu WI)SAS pue)sSIdpuUn Jou S0

‘uonedrnaed
eridoadde pue sio1aeyaq
J0JIUOW 0} JIUR)SISSE SPIIN
*3INJINI)S PUE SPIIU WI)SAS

Jo Surpur)sIapun AIejUIWIPNY

‘noyednnaed pue s101aeydq
Jo Surio)iuow y3noay)
uopeZIuEsIo0 JumonIuny
-[IPM & 0) INqLI}UO))
*3INJONLI)S PUB SPIJU WII)SAS
spugjsiapun A[[eIdudx)

‘uonedpnied

PUE SIOIARYI] JO SULIO)UOT SNONUNUOD

[SNoJY) HONEZIUE3I0 SUIHONIUN] -[[oM ©

31oddns 03 spaau sajedpPuy “2IN)INIIS
pUE SPI2U WId)SAS SpuelsIopun Afnjg

spliepue)s Jomup)

ymawdAoxduy spaaN

pIepue)ls SN

PJABPUE)S SPIIIXHY

YIMO.IN) [EUOISSIJoIJ 10] dLIqNy

(321198 pooy ‘Terpoisn)) ‘Jaoddng 91O ‘[euoissojorderey)

HoneNn[eA JJ¥IS [eNJOBIIUOD)-UON

syudwaIbay [euoyeziuEsIQ 9 pIEpUE)S |



YIMOIX) [BUOISSIJOIJ JI0) dLIqNY
(3214098 pooy ‘[erpoysn)) ‘proddng MO ‘feuoissajordere )
uoneneAq Jjelrs [En)Oenuc)-uoN



Phone: 978-369-6550 Fax: 978-371-2400

€ Carlisle Public Schools

83 Schoot Street  Carligle, MA 01741

Academic Excellence Creativity Respect Responsibility
Performance Evaluation
Name: Reviewed By:
Position: Date:
Exceeds Meets Needs Unmet
Standard | Standard | Improvement Standards
Demonstrates an
understanding of job
expectations

Demonstrates collaboration
with others

Demonstrates knowledge of
student needs

Demonstrates a positive
rapport with all students

Actively participates in
professional growth &
development

Completes tasks in an
organized and timely manner

Demonstrates
professionalism/
dependability

Comments:

Supervisor’s Signature /Date

Paraprofessional’s Signature/Date




A1-School District Legal Status
(Formerly Policy #01.04.2003)

The legal basis for public education in the District is vested in the will of the people as expressed
in the Constitution of Massachusetts and state statutes pertaining to education

Under the General Laws of Massachusetts,

"... Every town shall maintain... a sufficient number of schools for the instruction of all children
who may legally attend a public school therein."

The public educational system of the Carlisle Public Schools structurally is a department of the
town operated under laws pertaining to education and under regulations of the Massachusetts
Board of Elementary and Secondary Education. The area served by the Carlisle Public Schools is
coterminous with the Town of Carlisle.

The Carlisle School Committee is the governing board of the town's public school system.
Although it functions as a duly elected committee of town government, the School Committee
has, unlike other town boards, autonomous and absolute authority within limitations established
by the Commonwealth of Massachusetts to carry out the educational policies of the state and
guide the educational process.

LEGAL REFS.: M.G.L. 41:1 and 71:37 specifically, but powers and duties of School
Committees are established throughout the General Laws of Massachusetts Relating to School
Committees.

HISTORICAL NOTE: Massachusetts has the oldest public school system in the nation. Dating
back to 1647, the laws of the Massachusetts Bay Colony required towns to provide for a program
of public education.

SOURCE: MASC

Adopted: 11/05/03

Reaffirmed: 11/15/06, 10/14/09,
02/12/13 Revised: 01/11/17
Reaffirmed: 03/17/21



A6-Harassment Policy
(Formerly Policy #07.07.1999)

Harassment of students by other students, employees, vendors, and other 3rd parties will not be
tolerated in the Carlisle Public Schools. The alleged harassment must involve conduct that
occurred within the school's own program or activity, such as whether the harassment occurred at
a location or under circumstances where the school owned, or substantially controlled the
premises, exercised oversight, supervision or discipline over the location or participants, or
funded, sponsored, promoted or endorsed the event where the alleged harassment occurred,
against a person in the United States. This policy is in effect while students, faculty, and/or staff
are on school grounds, School District property, or property within the jurisdiction of the School
District, school buses, or attending or engaging in school sponsored activities.

Harassment prohibited by the District includes, but is not limited to, harassment on the basis of
race, sex, gender identity, creed, color, national origin, sexual orientation, religion, marital status
or disability. Behavior found to be in violation of this policy will be subject to disciplinary
action up to and including suspension or expulsion pursuant to disciplinary codes. Employees
who have been found to violate this policy will be subject to discipline up to and including,
termination of employment, subject to contractual disciplinary obligations.

Employee-to-Student Harassment means conduct of a written, verbal or physical nature that is
designed to embarrass distress, agitate, disturb or trouble students when:

+ Submission to such conduct is made either explicitly or implicitly a term or condition
of a student's education or of a student's participation in school programs or activities; or

» Submission to or rejection of such conduct by a student is used as the basis for
decisions affecting the student.

Student- to-Student Harassment means conduct of a written, verbal, or physical nature that is
designed to embarrass, distress, agitate, disturb or trouble students, when:

* Such conduct has the purpose or effect of unreasonably interfering with a student's
performance or creating an intimidating or hostile learning environment.

Employee-to Employee Harassment means conduct of written, verbal, or physical nature that is
designed to embarrass, distress, agitate, disturb or coerce fellow employees.

e Submission to conduct considered unwelcome determined by a reasonable person to be
so severe, pervasive, and objectively offensive that it creates an intimidating, hostile, or
offensive work environment.

Harassment, as described above, may include, but is not limited to:



e Written, verbal, or physical (including texting, blogging, or other technological
methods) harassment or abuse;
Repeated remarks of a demeaning nature;
Implied or explicit threats concerning one's grades, achievements, or other school
matter.

e Demeaning jokes, stories, or activities directed at the student.

By law, what constitutes harassment is determined from the perspective of a reasonable person
with the characteristic on which the harassment is based. Individuals should consider how their
words and actions might reasonably be viewed by others.

The District will promptly and reasonably investigate allegations of harassment through the
designation of Title IX Coordinator or building based employees, who may include principals or
their designees. The superintendent will recommend, in consultation with the principals,
opportunities to the designated recipients for appropriate training.

Sexual harassment is unwelcome conduct of a sexual nature. The definition includes
unwelcome conduct on the basis of sex that is so severe, pervasive, and objectively offensive that
it effectively denies a person equal access to the school's education program or activity it also,
includes unwelcome sexual advances, requests for sexual favors, and other verbal, nonverbal, or
physical conduct of a sexual nature. Sexual harassment includes conduct by an employee
conditioning an educational benefit or service upon a person's participation in unwelcome sexual
conduct, often called quid pro quo harassment and, sexual assault as the Federal Clery Act
defines that crime. Sexual violence is a form of sexual harassment. Sexual violence, as the Office
of Civil Rights (OCR) uses the term, refers to physical sexual acts perpetrated against a person's
will or where a person is incapable of giving consent (e.g., due to the student's age or use of
drugs or alcohol, or because an intellectual or other disability prevents the student from having
the capacity to give consent). A number of different acts fall into the category of sexual violence,
including rape, sexual assault, sexual battery, sexual abuse and sexual coercion. Massachusetts
General Laws Ch. 119, Section 51 A, requires that public schools report cases of suspected child
abuse, immediately orally and file a report within 48 hours detailing the suspected abuse to the
Department of Children and Families. For the category of sexual violence, in addition to Section
51A referrals, these offenses and any other serious matters shall be referred to local law
enforcement. Schools must treat seriously all reports of sexual harassment that meet the
definition of sexual harassment and the conditions of actual notice and jurisdiction as noted
above. Holding a school liable under Title IX can occur only when the school knows of sexual
harassment allegations and responds in a way that is deliberately indifferent (clearly
unreasonable in light of known circumstances).

While it is not possible to list all those additional circumstances that may constitute sexual
harassment, the following are some examples of conduct, which if unwelcome, may constitute



sexual harassment, depending on the totality of the circumstances, including the severity of the
conduct and its pervasiveness:

» Unwelcome sexual advances-whether they involve physical touching or not;

+ Sexual epithets, jokes, written or oral references to sexual conduct, gossip regarding
one's sex life; comment on an individual's body, comment about an individual's sexual
activity, deficiencies, or prowess;

* Displaying sexually suggestive objects, pictures, cartoons;

* Unwelcome leering, whistling, brushing against the body, sexual gestures, suggestive
or insulting comments;

* Inquiries into one's sexual experiences; and,
e Discussion of one's sexual activities.

The legal definition of sexual harassment is broad and in addition to the above examples, other
sexually oriented conduct, whether it is intended or not, that is unwelcome and has the effect of
creating an environment that is hostile, offensive, intimidating, to male, female, or gender non-
conforming students or employees may also constitute sexual harassment.

Because the District takes allegations of harassment, including sexual harassment, seriously, we
will respond promptly to complaints of harassment including sexual harassment, and following
an investigation where it is determined that such inappropriate conduct has occurred, we will act
promptly to eliminate the conduct and impose corrective action as is necessary, including
disciplinary action where appropriate.

Please note that while this policy sets forth our goals of promoting an environment that is free of
harassment including sexual harassment, the policy is not designed or intended to limit our
authority to discipline or take remedial action for conduct that we deem unacceptable, regardless
of whether that conduct satisfies the definition of harassment or sexual harassment.

Retaliation against a complainant, because they have filed a harassment or sexual harassment
complaint or assisted or participated in a harassment or sexual harassment investigation or
proceeding, is also prohibited. A student or employee who is found to have retaliated against
another in violation of this policy will be subject to disciplinary action up to and including
student suspension and expulsion or employee termination.

The complainant does not have to be the person at whom the unwelcome sexual conduct is
directed. The complainant, regardless of gender, may be a witness to and personally offended by
such conduct.

NOTICE OF SEXUAL HARASSMENT




The regulations require a school district to respond when the district has actual notice of sexual
harassment. School districts have actual notice when an allegation is made known to any school
employee. Schools must treat seriously all reports of sexual harassment that meet the definition
of harassment and the conditions of actual notice and jurisdiction as noted whether or not the
complainant files a formal complaint. Holding a school liable under Title IX can occur only
when the school knows of sexual harassment allegations and responds in a way that is
deliberately indifferent (clearly unreasonable in light of known circumstances). Schools are
required to investigate every formal complaint and respond meaningfully to every known report
of sexual harassment.

The regulation highlights the importance of supportive measures designed to preserve or restore
access to the school's education program or activity, with or without a formal complaint. Where
there has been a finding of responsibility, the regulation would require remedies designed to
restore or preserve access to the school's education program or activity.

DUE PROCESS PROTECTIONS

Due process protections include the following:

1) A presumption of innocence throughout the grievance process, with the burden of
proof on the school;

2) A prohibition of the single investigator model, instead requiring a decision -maker
separate from the Title IX Coordinator or investigator;

3) The clear and convincing evidence or preponderance of the evidence, subject to
limitations;

4) The opportunity to test the credibility of parties and witnesses through cross
examination, subject to "rape shield" protections;

5) Written notice of allegations and an equal opportunity to review the evidence;

6) Title IX Coordinators , investigators, and decision-makers must be free from bias or
conflict of interest;

7) Equal opportunity for parties to appeal, where schools offer appeals;

8) Upon filing a formal complaint the school must give written notice to the parties
containing sufficient details to permit a party to prepare for any initial interview and
proceed with a factual investigation. For K-12 schools a hearing is optional but the
parties must be allowed to submit written questions to challenge each other's credibility
before the decision-maker makes a determination. After the investigation, a written
determination must be sent to both parties explaining each allegation, whether the
respondent is responsible or not responsible, including the facts and evidence on which



the conclusion was based by applying either the preponderance of the evidence or the
clear and convincing standard; however, a school can use the lower preponderance
standards only if it uses that standard for conduct code violations that do not involve
sexual harassment but carry the same maximum disciplinary sanction. As long as the
process is voluntary for all parties, after being fully informed and written consent is
provided by both parties, a school may facilitate informal resolution of a sexual
complaint.

A district may establish an informal investigation process that may, upon the request of the
complainant be followed by a formal process.

The Superintendent in consultation with the Title IX Coordinator shall designate the principal of
each school in the district, or their designee (or some other appropriate employee(s)) as the initial
entity to receive the sexual harassment complaint. Also, in a matter of sexual harassment, the
district shall require that the Title IX Coordinator be informed, as soon as possible, of the filing
of the complaint. Nothing in this policy shall prevent any person from reporting the prohibited
conduct to someone other than those above designated complaint recipients. The investigating
officer may receive the complaint orally or in writing, and the investigation shall be conducted in
such a way as to maintain confidentiality to the extent practicable under the circumstances and in
compliance with applicable law. The investigation will be prompt, thorough, and impartial, and
will include, at least, a private interview with the person filing the complaint and with witnesses.
Also, the alleged harasser will be interviewed. When the investigation is completed, the
complaint recipient will, to the extent appropriate, inform the person filing the complaint and the
person alleged to have committed the conduct of the results of that investigation.

Any employee who would like to review specific details and timelines regarding investigations
should refer to Carlisle’s Sexual Harassment Procedures. Documents can be found in the
Business Olffice, Student Services Olffice, and linked to the policy in the annual employee policies
and procedures training document. All families who would like additional information please
contact the Superintendent of Schools or Director of Student Support Services.

RECORD KEEPING REQUIREMENTS

Schools must create and maintain records documenting every Title IX sexual harassment
complaint. This could include mediation, restorative justice, or other models of alternative
dispute resolution. Schools must keep records regarding the school's response to every report of
sexual harassment of which it becomes aware even if no formal complaint was filed, including
documentation of supportive matters offered and implemented for the complainant.

This policy, or a summary thereof that contain the essential policy elements shall be distributed
by the Carlisle School District to its students and employees and each parent or guardian.
Carlisle District's Title IX Coordinator is the Director of Student Support Services, Lori Bruce,
978-369-3758.



Please note that the following entities have specified time limits for filing a claim.
The Complainant may also file a complaint with:
* The Mass. Commission Against Discrimination, 1 Ashburton Place, Room 601
Boston, MA 02108.
Phone: 617-994-6000.
* Office for Civil Rights (U.S. Department of Education)
5 Post Office Square, 8th Floor
Boston, MA 02109.
Phone: 617-289-0111.
* The United States Equal Employment Opportunity Commission,
John F. Kennedy Bldg.
475 Government Center
Boston, MA 02203.

LEGAL REF.: M.G.L. I51B:3A

Title IX of the Education Amendments of 1972

BESE 603 CMR 26:00

34 CFR 106.44 (a), (a)-(b)

34 CFR 106.45 (a)-(b) (1)

34 CFR 106.45 (b)(2)-(b)(3,4,5,6,7) as revised through June 2020
Note: A summary of the attached Policy, as adopted, must be sent to parents/guardians,
students, employees, unions, and prospective employees of the school district including

Title IX Coordinator(s), investigator(s) and the decision-maker. The above referenced
employees must attend training sessions on the implementation of the Policy.

SOURCE: MASC July 2020
Revised and Reaffirmed: 03/17/21



B1-School Committee By-Laws
(Formerly Policy #01.03.1997)

1. School Committee: In accordance with Massachusetts General Laws ("General Laws"), the
Carlisle School Committee ("the Committee" or "the School Committee") is the agent of the
state and the duly constituted authority of the Town of Carlisle in all matters relating to the
operation of the Public Schools.

2. Membership: The membership of the School Committee, terms of office and method of
election of members shall be in accordance with the applicable General Laws and bylaws of the
Town of Carlisle.

ARTICLE II Powers and Duties

1. General Charge: The Committee shall have general charge of all of the public schools of the
Town and shall exercise such other responsibilities as specifically provided by law.

2. Policies: The Committee shall determine policies regarding the program and operation of the
schools. In carrying out their responsibilities, the Committee shall act as a legislative body,
delegating executive functions to the Superintendent of Schools and his or her staff.

3. Vision and Goals: The Committee shall work with the administration to establish the guiding
vision and goals for the schools and to develop a program to implement them.

4. Superintendent: The Committee shall employ a Superintendent, who shall be the chief
administrative officer of the schools. The Superintendent shall be certified in the Commonwealth
of Massachusetts. When the position of Superintendent is vacant, the Committee shall appoint an
Acting Superintendent.

5. Staff: The Committee shall maintain a staff of qualified instructional and non- instructional
personnel adequate for the effective operation of the schools.

6. Instructional Services: The Committee shall establish instructional services to help the
children and youth of the community in becoming responsible and effective members of our
society.

7. Pupil Services: The Committee shall establish appropriate services for the general health,
safety, and welfare of the pupils.

8. Public Relations: The Committee shall provide for and assist in communicating with the
public regarding the purposes, values, conditions and needs of the schools.



9. Budget: The Committee shall adopt an annual budget which will meet the needs of an
effective educational program in the schools.

10. Property and Maintenance: The Committee shall arrange for suitable housing, materials and
equipment and maintain them in the best possible order for effective instruction and the health
and safety of all persons involved.

11. Quorum: The number of Committee members that constitutes a quorum is 3 members.
Unless otherwise required by the General Laws or these bylaws, Committee action requires a
majority of the members present at a meeting at which a quorum exists. Presence shall include
remote participation to the extent authorized by the Board of Selectmen.

12. Committee Action: The Committee shall take all official action and make all decisions as a
unit. An individual member or individual members shall not, unless specifically empowered by
vote of the Committee, make any commitment for the Committee or take any action which
would be binding on the Committee. The Chair of the Committee serves as the spokesperson for
the Committee regarding actions the Committee has taken.

The Committee may, from time to time form ad hoc study or advisory committees for the
purpose of studying matters of concern to the Committee and report findings and
recommendations to the Committee. Such ad hoc committees may, but need not, include
members of the School Committee.

The School Committee may from time to time form a Negotiating Sub-Committee for the
purpose of carrying on negotiations with such of its employees as are empowered by the General
Laws to engage in collective bargaining regarding wages, hours and conditions of employment.
Such Negotiating Sub-Committee shall make periodic progress reports to the School Committee
and shall make recommendations to the School Committee regarding the terms of any collective
bargaining agreement. Final approval of any collective bargaining agreement shall be the
responsibility of the School Committee.

12. Carlisle Public Schools School Committee Member Code of Ethics: Members of the Carlisle
School Committee shall abide by the Carlisle Public Schools School Committee Policy
Regarding School Committee Ethics.

ARTICLE III Organization

1. Meeting for Election of Officers: At the first regular meeting of the Committee after election,
the Committee shall elect a Chair and Vice-Chair of its own membership. The Committee shall
appoint a secretary who need not be a member of the Committee.



2. Terms of Office: Officers of the Committee shall hold office until the next annual election of
officers.

3. Vacancies: If a vacancy occurs in the School Committee, the vacancy shall be filled according
to the provisions of applicable General Laws of the Commonwealth.

4. Officers:

1. Chair: The Chair shall preside at all Committee meetings. The Chair shall act as
parliamentarian and be responsible for the appropriate conduct of all meetings. The Chair
shall sign legal documents and contracts for the Committee and perform other duties, all
as the Committee may determine.

2. Vice-Chair: The Vice-Chair shall serve in the absence of the Chair, and in the
performance of this service he shall exercise all the powers of the Chair.

3. Secretary: The secretary shall maintain permanent records of the proceedings of the
Committee, an original copy of which will be retained in the Superintendent's office.
Minutes will be posted on the school website and sent to the town clerk.

ARTICLE IV Meetings

1. Regular Meetings: A schedule for regular meetings for the upcoming Committee year shall be
set by the Committee at the reorganization meeting (the first meeting after Town Election) each
year. The time and place may be changed with the consent of the Committee.

2. The Carlisle School Committee will hold all meetings in accordance with Chapter 303: An Act
Further Regulating Meetings of Governmental Bodies. (See 2003 Town of Carlisle Committee
Handbook.)

3. Order of Business:

I. Call to Order

II. Public Comments

III. Reading of the Minutes

IV. Information/Discussion Items

V. Communication/Correspondence

VI. Superintendent's Report



VII. Members'/Committee Reports

VIII. Action Items

IX. Warrants

X. Other Business

XI. Citizens' Comments on Agenda Items

XII. Adjournment

4. Rules of Order: Robert's Rules of Order shall govern the proceedings of the Committee except
when those rules are in conflict with the Committee's approved policies and these bylaws.

5. For all items requiring a vote of the Committee, the Committee shall discuss the item at one
meeting and delay the vote until the following regularly scheduled meeting in order to allow for
citizen input. This rule may be waived, with the consent of the Committee, for items meriting
immediate action.

6. Public Participation in Meetings: The Chair, at his or her discretion may, under the Order of
Business (Article IV, item 3 - II) recognize members of the audience who are Carlisle residents
or invited guests for the purpose of addressing the Committee. This period will be limited to 15
minutes, with a 3 minute limit per speaker. These time periods may be extended at the Chair’s
discretion in exceptional circumstances. Subjects raised by the audience will not be formally
discussed without being on the agenda in accordance with Article IV item 7. An additional
public comment period may, under the Order of Business (Article IV, item 3 - X) recognize
members of the audience for the purpose of addressing the Committee on agenda items.

During other portions of the meeting the Chair may, with Committee approval, open a topic to
discussion from the audience.

7. Agenda: A preliminary agenda shall be forwarded through the office of the Superintendent to
each member of the Committee preferably not later than 48 hours prior to the Committee
meeting. [tems not appearing on the agenda shall be considered by the Committee only with
majority consent of the entire Committee and in compliance with the Open Meeting Law then in
effect in the Commonwealth.

Persons not members of the Committee desiring to place subjects on the agenda shall submit
these in writing to the Superintendent seven days prior to a regular meeting. Copies of all
submitted items shall be sent with the agendas, whether or not the Chair has placed the item on
the agenda.



8. Appeals: Any complaint or representation, other than matters of general policy, which any
person or persons desire to make about school matters must be presented to the Superintendent
of Schools. An appeal from the decision of the Superintendent may be made to the Committee.
An appeal to the Committee must be made in writing and signed or the complainant must appear
before the Committee in person.

ARTICLE V Amendments

1. These Bylaws may be amended by a vote of the majority of the Committee at a regular or
special meeting of the Committee, provided written notice and the text of the particular change
proposed has been given to each member at least fourteen days in advance.

2. If any article or section of any article of these Bylaws is declared unconstitutional or illegal by
any court, or if disapproved by any state authority having jurisdiction, the validity of the
remaining provisions of these Bylaws shall not be affected thereby.

Adopted: 11/18/97

Revised: 06/17/03

Revised: 12/20/06, 2/12/13, 5/10/17
Revised and Reaffirmed: 3/17/21



B3-Warrant Signature Policy
(Formerly Policy #01.07.2016)

On November 7, 2016, the Municipal Modernization Act, which changed the signature
requirements for bills/warrants became law as follows:

Part 4: Financial Management and Governance Approval of Bills/Warrants (Sections 57-58)
Allows any multi-member boards, committees, and commissions heading departments, including
select boards, to designate one of its members to review and approve bills or payment warrants,
with a report provided at the next meeting.

Currently, a board or committee heading a department may delegate authority to approve
payrolls to a member, with a report to the next meeting of the full committee. Absent a charter or
special act, boards and committees currently have to approve bills or payment warrants by
majority vote at a meeting subject to the Open Meeting Law.

Based on this Act, the Carlisle School Committee, at its annual re-organization meeting, shall
appoint one member as the designated signatory and one member as the alternate signatory for
bills/warrants.

A copy of each warrant will be emailed to all committee members for their review. The business
manager will include with that email any information thought to be pertinent to any invoice on
the warrant. The signatory or alternate will sign the warrant.

At the following school committee meeting the warrants will be on the agenda and kept on
records in the minutes signatory will present the warrant with the signed cover sheet so it can be
reported to the committee.

LEGAL REF.: Municipal Modernization Act, Part 4, Sections 57-58
Established: 1/11/17
Revised and reaffirmed: 03/17/21



C6-School Council
(Formerly Policy #03.01.1998)

Carlisle Public Schools, in compliance with Section 53 of Chapter 71 of the Massachusetts
Education Reform Act of 1993, shall form a school council.

Purpose of the Council

The purposes of the School Councils are to:
1. Advise the Principal in the identification of the educational needs of the students;
2. Advise the Principal in the formulation of a school improvement plan based upon
schools and system goals; and
3. Participate in a review of the annual school budget proposal.

Membership

The Principals have the responsibility of defining the composition of and forming a School
Council pursuant to the requirements stated in M.G.L. 71:59C. The membership of the council
shall consist of the following:

- A school Principal who will serve as co-chair

- A minimum of two teachers elected by the professional staff of the school

- A minimum of three parents elected, from among volunteers, by the parents of the
school, with the election conducted by the school's parent group in consultation with the
Principal. (Note: the number of parent members of the Council must equal the number of
professional personnel on the council.)

- At least one person selected by the Principal from interested citizens who do not have a
child in the school

When creating the School Council the following tenets will be maintained:

- School Councils should be broadly representative of the racial and ethnic diversity of the
school and school community.

- The School Council is considered a municipal agency and its members are considered
municipal employees for purposes of the conflict of interest law. (M.G.L.268A)

- Elections will be conducted in a fair and open process with results announced publicly.

Eligibility for Membership

- Parent organization officers and School Committee members are not encouraged to
serve as members of the Councils.

- Non-teaching employees of the Carlisle Public Schools may not serve as members of the
Councils except for the Principals and teachers mentioned in the previous section.

- Membership shall be consistent with M.G.L. 71:59C.



Term of Office

Members of the Councils will serve three-year terms, which will be staggered to provide
continuity. When a person resigns, an election will be held to fill the vacancy. The School
Committee encourages schools to hold School Council elections prior to the close of school in
June.

Meeting Calendar

The first meeting of the Council must take place no later than forty (40) days after the opening
day of each school year. Councils meet at least once each quarter. Meetings will be held at the
school in an area designated by the Principal in accordance with the Open Meeting Law. The
agenda for the meeting will be prepared by the School Council co-chairs.

Meeting Procedures

At the first meeting of the Council a member will be designated to serve as co-chair with the
Principal. The meetings are to be conducted in accordance with the requirements of
Massachusetts Open Meeting Law and must be posted 48 hours in advance with the Town Clerk.
Information about the Open Meeting Law is available from the Superintendent's Assistant or
from the Carlisle Town Clerk. The Superintendent, any member of the staff, any parent, any
student, or any member of the Council wishing to have an item included on the agenda may
request its inclusion to the Principal no later than one week prior to the meeting. Meetings will
be conducted in accordance with the prepared agenda, additional items may be added at the
discretion of the co-chairs. Minutes of each meeting will be prepared by a member of the
Council designated by the co-chairs and include the date, time, place, members present, or absent
and action taken at each meeting. Minutes must be filed with the Superintendent of Schools.

Communication

The channel for official Council communication between and among the School Council, the
Principal, the Superintendent, and the School Committee is as follows: the School Council
(through the Principal) to the Superintendent, the Superintendent to the School Committee. All
official council communication between parent and non-parent Council members and the school
staff is initiated through the Principal. Visits to the school are arranged with the Principal.

Decision Making
The Council, by law, is to advise and assist the Principal and to serve as a consultant in the

formulation of educational goals for the school. Thus the formation of consensus on particular
items, rather than votes, would be especially helpful to the Principals.



School Improvement Plan/Education Goals

The School Improvement Plan, which establishes the school's Educational Goals, must be
consistent with the educational standards and goals established by the Superintendent and the
School Committee, must meet the requirements of the Education Reform Law and is submitted
to the Superintendent and School Committee each May or June on a date established by the
School Committee. Each School Improvement Plan shall utilize available data to develop a
strategic plan addressing the following issues:

- The educational goals for the school consistent with the District Goals and standards,
including student performance standards, as adopted by the Massachusetts Board of
Education and by the School Committee.

- As assessment of the needs of the school in light of the proposed educational goals.

- The enhancement of parental involvement in the life of the school, safety, and discipline.
- Professional development for school staff and the allocation of professional development
funds supported by the district.

- Safety and discipline.

- The maintenance of a welcoming school environment characterized by tolerance and
respect for all people.

- Extra-curricular activities.

- The development of means for meeting the diverse learning needs of all students

- And such further subjects as the Principal, in consultation with the School Council, shall
consider appropriate, except that:

e The council shall have no authority over matters that are subject to
Chapter 150E, the collective bargaining law, and

¢ The council may not expand the scope of its authority beyond that
established in law or expressly granted by School Committee policy

- It is important that the School Council be aware of certain expectations of the School
Committee regarding the school improvement plan. The school improvement plan should:

e Focus on improvement of student learning

e Specify expected student outcomes and measurable / observable results
within a specified time period.

e Align with the Mission of the school district and any goals and policies of
the school district.

¢ Be consistent with state and federal law, school district policy, established
curriculum and negotiated agreements.

e (learly identify actions to be taken on how changes will be implemented.

e Include a plan on how to solicit community support for the changes to be
developed.

e Indicate anticipated costs and available funding sources.

e Delineate the method of evaluating and reporting progress and results.



If the school improvement plan is not approved by the Superintendent, it shall be returned to the
Principal with specific comments as to the reason(s). The Principal shall revise the plan in
cooperation with the School Council, and resubmit it for approval.

School Council Resources

The School Committee recognizes the importance of the Council’s job and realizes that Council
members must be given sufficient supportive information and materials to enable them to operate
successfully. In order to facilitate members' efficiency and knowledge, the Committee
encourages that Council members be given information pertinent to their schools such as
standardized test scores from recent years, school handbooks, budgetary information, the state
school profiles, curriculum guides, and any other materials the Principal or Superintendent
determines is useful to Council members.

Source: MASC/Bedford Public Schools
Revised 10/20/98, Reviewed 10/05/05
Revised 10/07/09, 01/02/13, 9/13/17
Reaffirmed: 03/17/21



C8-Website Publication
(formerly Web Page Publishing Policy 06.06.07)

I. PURPOSE

The School District has established a district-wide website for educational purposes only, in
furtherance of the educational mission of the Carlisle School District. All published pages and
corresponding links to other sites must relate to the district's educational mission.

II. SUPERVISION AND APPROVAL OF WEB PAGES

The Superintendent will work with the Webmaster to overseeing the school district's website in a
manner consistent with this policy and the school district's Responsible Use Guidelines. In
collaboration with the Superintendent, the Webmaster will review all links from the district web
pages to other sites on the Internet, to ensure that the links are related to the district's educational
mission.

Staff members may publish web pages related to their class projects or courses on thei school's
website. Staff members may not publish or link to personal web pages as part of the school
district web site.

III. CONTENT STANDARDS

Web pages must not contain copyrighted or trademarked material belonging to others unless
written permission to display such material has been obtained from the owner and the owner is
credited on the school's web page. All items posted on the district website are considered the
intellectual property of the district and shall not be share or reproduced beyond district use.
(Amanda is refining this legal language.)

IV. SAFETY PRECAUTIONS

A. In General

Identifying information about students, such as first and last names, personal phone numbers or
home addresses, will not be published. First names or first names and the first letter of the
student's last name may be used where appropriate.

B. Student photographs

Student photographs may be published only with the written consent of the student's parent or
guardian.

Student photographs will not be accompanied by identifying information about the student(s).

C. Student work
Student work, e.g. voice, likeness, quotes, written material, musical pieces, and graphic or other
artwork, may be published only with the written consent of the student's parent or guardian.

D. Staff photographs, identifying information and work
Photographs of staff members, accompanied by the staff member's full name, may be published
only with the staff member's written consent.



Staff work, e.g. voice, likeness, quotes, written material, musical pieces and graphic or other
artwork, may be published only with the staff member's written consent.

SOURCE: MASC
Established 9/5/01

Revised 06/06/07
Revised and Reaffirmed: 03/17/21



E3-Life Threatening Allergy
(Formerly Policy #07.01.2003)

The Carlisle Public Schools are committed to promoting actions, behaviors and learning that
create a healthy and safe environment for students and staff with life-threatening allergies.
Recognizing the increasing prevalence of life-threatening allergies among school populations,
Carlisle Public Schools will maintain a system-wide procedure for addressing life threatening
allergies, and work in cooperation with parents, students, and physicians to minimize risks
and to provide a safe educational environment for all students and staff.

Pursuant to Massachusetts Department of Public Health regulations, the District shall strive to
provide and maintain a safe and secure environment for students with diagnosed life-threatening
food allergies. A comprehensive approach to compliance with the policy requires, but is not
limited to, a focused effort by parents/guardians, students (when developmentally appropriate),
school staff, school physicians and bus/van transportation personnel. The District will support
procedures that include, but are not limited to; education, training, emergency plans and
procedures.

The major goals of these procedures are to reduce the risk of exposure to allergens that could
trigger life-threatening responses during the school day, to educate the community, and to
maintain an evidence based response should a life-threatening reaction occur. The health needs
and well-being of all children will take place without discrimination or isolation of any child in
the school environment and curriculum, and school related programs or activities.

Updated: 5/05/08, 5/02/12, 5/11/16
Revised and Reaffirmed: 03/17/21



F2-Use of Cameras for Safety and Security
(Formerly Policy #07.20.2016)

The School Committee authorizes the use of external video cameras on Carlisle School District
property to promote the health, welfare and safety of all students, staff and visitors on district
property, and to safeguard district facilities and equipment. Video cameras may be used in
locations as deemed appropriate by the Superintendent.

The district shall notify staff and students through student/parent and staff handbooks that video
surveillance may occur on district property.

Students or staff identified on surveillance cameras in violation of School Committee policies
will be subject to appropriate disciplinary action.

A video recording used for security purposes on school property shall be the sole property of the
school district. Access to video recordings from security cameras shall be limited to school
administrators. Law enforcement and emergency response officials may also be granted access to
video recordings or the security system by the Superintendent of Schools or his/her designee. In
such instance, the School Committee shall be notified in a timely manner.

The School Committee will be notified prior to the installation of security cameras on school
grounds and told of the need for and placement of such cameras.

Source: MASC & Concord Public Schools
Approved: 9/14/16
Reaffirmed: 03/17/21



F5-Pest Management
(Formerly Policy #12.18.2001)

The Carlisle Public Schools is committed to providing a safe and properly maintained
environment for all staff, students and visitors. To achieve this end, the School District will
implement integrated pest management procedures for its buildings and grounds. The integrated
pest management procedures shall include implementation of appropriate prevention and control
strategies, notification of certain pesticide and herbicide uses, record keeping, education, and
evaluation. Integrated pest management procedures will determine when to control pests and
what method of control to choose. Strategies for managing pest populations will be influenced by
the pest species, location and whether and at what population level its presence poses a threat to
people, property or the environment. The full range of action alternatives, including no action,
will always be considered.

I. OVERVIEW AND GOALS

1. The Carlisle Public Schools shall develop, implement , and maintain an integrated pest
management program in accordance with State regulations.

2. An integrated pest management program is a pest control approach that emphasizes using
a balanced combination of tactics (cultural, mechanical, biological, chemical) to reduce
pests to a tolerable level while using pesticides and herbicides as a last resort to minimize
health, environmental and economic risks.

3. Pesticides and herbicides will be used only as a last resort, based on a review of all other
available options.

The integrated pest management program shall strive to

Reduce any potential human health hazard.

Reduce loss or damage to school structures or property.
Minimize the risk of pests from spreading in the community.
Enhance the quality of facility use for school and community.

M e

Minimize health, environmental and economic risks.

II. RESTRICTIONS ON USE OF PESTICIDES AND HERBICIDES



1.

When pesticides or herbicides are used, they must be classified as an EPA Category III or
IV. Application of any pesticide or herbicide may be performed only by certified
applicators.

Application of pesticides and herbicides may only be accomplished during a school break
or when the building will be clear of students for at least 48 hours.

III. NOTIFICATION OF PESTICIDE AND HERBICIDE USE

1.

When pesticides or herbicides are used outdoors, notice of their use will be provided to
parents, staff and students and will also be posted in a common area

When pesticides and herbicides are used in a building, the site will provide a 48-hour
pre-notification in the form of posting the product name, purpose, application date, time
and method and the Material Safety Data Sheet on all entrance doors. A contact person
will also be listed.

In the event of an EPA registered pesticide or herbicide application in or around a
building site during the school year or summer session, a notice (including the product
name, purpose, contact person, and application date, time and method), will be emailed to
parents and guardians at least 5 days prior to application and will be posted on the school
website.

IV. RECORD-KEEPING

1.

The District will keep a record of pesticides and herbicides used, amounts and locations
of treatments and will keep any Material Safety Data Sheets, product labels and
manufacturer information on ingredients related to the application of the pesticides or
herbicides.

All records of pesticides and herbicides used and correspondence will be available for
public review upon notice and during normal school hours.

V. STAFF RESPONSIBILITIES AND EDUCATION

1.

Designated staff (School Nutrition, Buildings and Grounds, etc.) will participate in
sanitation and pest exclusion procedure appropriate to their roles. For example: keeping
doors closed, repairing cracks, removing food waste within 12 hours, keeping lids on
garbage receptacles and keeping vegetation properly out.



2. Ongoing education of all appropriate District staff will be a priority to ensure a safe and
clean environment.

Adopted 12/18/01
Reviewed 10/05/05, 1/21/09, 03/06/13, 04/12/17
SOURCE: Massachusetts Association of School Committees

LEGAL REF.: Chapter 85 of the Acts of 2000, "An Act to Protect Children and Families from
Harmful Pesticides."

Reaffirmed: 03/17/21



F6-Public Access Defibrillation Program Policy
(Formerly Policy #07.17.2006)

Automatic External Defibrillators (AED) will be maintained on the premises of Carlisle Public
School. The AED shall be used in emergency situations warranting its use.

The Carlisle School nurse will inform staff of the location of devices at the beginning of each
year, and develop procedures for the operation, proper usage, and maintenance of the equipment.
The health office will coordinate staff training on a periodic basis for both new staff and as a
refresher for staff previously trained.

Adopted 06/07/06, Revised 03/17/10
Reviewed 12/04/13, Revised 02/08/17
Revised and Reaffirmed: 03/17/21



F8-Use of School Facilities
(Formerly Policy #06.02.1998)

The Carlisle Public Schools are the caretakers of the educational properties for the Town of
Carlisle. Their primary purpose is to provide for the regular school day program and for
school-related after-school programs.

The public schools belong to the people who created them by consent and support them by
taxation. The Carlisle School Committee desires that other townspeople also enjoy use of the
school property when this use does not interfere with educational uses.

The public school property must be used in a responsible manner and preserved and protected for
the enjoyment of all. All applicable local, state and federal laws and regulations and all Carlisle
School Committee policies must be observed by property users.

The administration shall develop rules, regulations and procedures for the use of school facilities,
and shall oversee the management and scheduling of the facilities.

The facilities covered under this policy shall include buildings and grounds.

Established: 06/02/98

Revised: 03/05/2008, 03/07/12, 12/04/13
Reviewed: 03/08/17

Reaffirmed: 03/17/21



F9-Use of School Playing Fields
(Formerly Policy #06.04.1977)

In the interest of facilitating the scheduling of use of the school playing fields, the Carlisle
School Committee designates to the Carlisle Recreation Commission control over scheduling
and use of the playing fields when they are not needed by the schools. In all instances the schools
will have priority in the use of the fields.

Adopted: 04/12/77
Reaftirmed: 12/17/03, 10/04/06, 10/07/09, 02/12/13, 03/08/17, 03/17/21



G2-Drug and Alcohol Free Workplace
(Formerly Policy #07.06.1997)

In accordance with the Drug-Free Workplace Act of 1988, the Carlisle Public Schools issues the
following statement:

It is the policy of the Carlisle Public Schools to maintain an alcohol-free and drug-free
workplace. The unlawful manufacture, distribution, dispensation, possession or use of controlled
substances or alcohol is prohibited while on duty or on school property. Any violations of this
policy will be grounds for disciplinary action up to and including immediate suspension and
dismissal.

It is a condition of employment that each employee abide by this policy and notify the
Superintendent of Schools of any drug-related arrests or criminal drug convictions within five (5)
days. The Carlisle Public Schools have an obligation to notify the appropriate federal agency
within ten (10) days of receiving a notice of conviction. Further, no later than thirty (30) days
after notice of a conviction, the Superintendent of Schools will take disciplinary action up to and
including a recommendation to the School Committee that the employee be dismissed from
employment.

Further, in accordance with state mandate, the following is the policy of the Carlisle Public
Schools.

The Carlisle School Committee will not tolerate supplying, selling, possessing, using, or being
under the influence of illicit or illegal substances anywhere on school property or at school
sponsored activities for students. This includes alcoholic beverages, the illegal use of
prescription drugs, and the possession of drug paraphernalia. Such behavior will require
disciplinary action. It is not only personally detrimental, but is destructive to the safe, productive
environment, which is critical in the operation of our schools.

School personnel have a responsibility to take action regarding substance abuse in the school
community, including faculty, staff, students, and families. The school health curriculum is
intended to deter student use of illegal drugs, including alcoholic beverages, and to help students
who seek and need assistance with drug/alcohol related problems. Programs for education,
prevention, identification, intervention, and referral are within the scope of services provided or
endorsed. It is the Carlisle Schools policy to take action that deters such behavior and
rehabilitates those who seek assistance.

Established 11/18/97
Reaffirmed: 10/20/04, 11/07/07, 12/01/10, 03/05/14, 03/17/21






G4-Staff Conduct
(Formerly Policy #10.05.2008)

All staff members have a responsibility to familiarize themselves with and abide by the laws of
the Commonwealth as these affect their work, the policies of the School Committee, and the
regulations designed to implement them.

In the area of personal conduct, the Committee expects that teachers and others will conduct
themselves in a manner that not only reflects credit to the school system but also sets forth a
model worthy of emulation by students. Staff members are responsible for using social media
appropriately.

All staff members will be expected to carry out their assigned responsibilities with conscientious
concern and conduct becoming of a professional, including but not limited to respecting
confidentiality.

Essential to the success of ongoing school operations and the instructional program are the
following specific responsibilities, which will be required of all personnel:

1. Respectful interactions with students, colleagues and other constituents.
2. Faithfulness and promptness in attendance at work.
3. Support and enforcement of policies of the Committee and their implementing

regulations and school rules in regard to students.

4. Diligence in submitting required reports promptly at the times specified.
5. Care and protection of school property.
6. Concern for and attention to their own and the school system’s legal responsibility

for the safety and welfare of students.

LEGAL REFS.: M.G.L. 71:37H; 264:11; 264:14

Source: Massachusetts Association of School Committees
Concord Public Schools

Approved: 11/5/08, reviewed 01/04/12, revised 12/09/15
Reaffirmed: 03/17/21



I1-Access to Digital Resources
(Formerly Policy #11.08.2017B)

The School Committee supports the right of students, employees, and community members to
have reasonable access to various information formats and believes it is incumbent upon users to
utilize this privilege in an appropriate manner.

Safety Procedures and Guidelines

The Superintendent, in conjunction with the Director of Technology/Network Manager, shall
develop and implement appropriate procedures to provide guidance for access to digital
resources. Guidelines shall address teacher supervision of student digital device use, ethical use
of digital resources and issues of privacy versus administrative review of electronic files and
communications. In addition, guidelines shall prohibit utilization of digital resources for
prohibited or illegal activities and for the use of other programs with the potential of damaging or
destroying programs or data.

Internet safety measures shall be implemented that effectively address the following:

Controlling access by minors to inappropriate matter on the Internet as defined by the Children's
Internet Protection Act (CIPA) and the Children's Online Privacy Protection Act (COPPA);

Safety and security of minors when they are using digital tools and communications;

Preventing unauthorized access, including hacking, viruses, and other unlawful activities by
minors online;

Unauthorized disclosure, use and dissemination of personal information regarding minors.

The School District shall provide reasonable public notice to address and communicate its
internet safety measures.

Responsible Use Guidelines

All students and faculty must agree to and sign a Responsible Use Guidelines form prior to the
student or staff member being granted independent access to digital resources and district
networks. The required form, which specifies guidelines for using digital resources and district
networks, must be signed by the parent or legal guardian of minor students (those under 18 years
of age) and also by the student. This document shall be kept on file as a legal, binding document.
In order to modify or rescind the agreement, the student's parent/guardian (or the student who is
at least 18 years old) must provide the Director of Technology/Network Manager with a written
request.

Employee Use

Employees shall use district email, district devices, and district networks only for purposes
directly related to educational and instructional purposes.



Community Use

On recommendation of the Superintendent in conjunction with the Director of
Technology/Network Manager, the district shall determine when and which computer
equipment, software, and information access systems will be available to the community. All
guests will be prompted to, and must accept the district's Access to Digital Resources Policy
before accessing the district network.

Disregard of Rules and Responsibility for Damages

Individuals who refuse to sign required Empowered Digital Use documents or who violate
district rules governing the use of district technology or networks shall be subject to modification
or restriction of the privilege of using equipment, software, information access systems, and
network.

Individuals shall reimburse the district for repair or replacement of district property lost, stolen,
damaged, or vandalized while under their care.

SOURCE: MASC
LEGAL REFS: 47 USC § 254

Note: FCC regulations that went into effect April 20, 2001, implementing The Children's Internet
Protection Act (47 U.S.C. § 254) require each school/district to certify compliance with certain
policy requirements in order to maintain eligibility for Internet access discounts and other
services provided by the federal government.

Adopted: 12/13/2017
Revised and Reaffirmed: 03/17/21



I12-Animals in School Policy
(Formerly Policy #07.18.2011)

The Carlisle Public School District is committed to providing a high quality educational program
to all students in a safe and healthy environment.

No animal shall be brought to school without prior permission of the building Principal.

School Principals, in consultation with the School nurses, shall utilize the Department of Public
Health publication “Guidelines for Animals in Schools or on School Grounds" and review
student health records to determine which animals may be allowed in the school building. The
decision of the Principal shall be final.

Educational Program

Use of animals to achieve specific curriculum objectives may be allowed by the Principal
provided student health and safety are not jeopardized and the individual requesting that the
animal be brought to school is responsible for adhering to conditions established by the Principal
to protect the health and well-being of students.

Service Animals (Guide or Assistance Dogs)

The Carlisle School Committee does not permit discrimination against individuals with
disabilities, including those who require the assistance of a service animal. The District will
comply with Massachusetts law concerning the rights of persons with guide or assistance dogs
and with federal law and will permit such animals on school premises and on school
transportation.

For purposes of this policy, a “service animal includes any dog that has been individually trained
to do the work or perform tasks for the benefit of an individual with a disability”. The regulations
further state that “a public entity shall make reasonable modifications in policies, practices, or
procedures to permit the use of a miniature horse OR DUCK by an individual with a disability if
the horse has been individually trained to do work or perform tasks for the benefit of the
individual with the disability”.

The District shall not assume or take custody or control of, or responsibility for, any service
animal or the care or feeding thereof. The owner or person having custody and control of the dog
shall be liable for any damage to persons, premises, property, or facilities caused by the service
animal, including, but not limited to, clean up, stain removal, etc.

If, in the opinion of the School Principal or authorized designee, any service animal is not in the
control of its handler, or if it is not housebroken, the service animal may be excluded from the
school or program. The service animal can also be excluded if it presents a direct and immediate
threat to others in the school. The parent or guardian of the student having custody and control of
the dog will be required to remove the service animal from District premises immediately.



If any student or staff member assigned to the classroom in which an service animal is permitted
suffers an allergic reaction to the animal, the person having custody and control of the animal
will be required to remove the animal to a different location designated by the Building Principal
or designee and an alternative plan will be developed with appropriate District staff. Such plan
could include the reassignment of the person having custody and control of the animal to a
different classroom assignment. This will also apply if an individual on school transportation
suffers an allergic reaction. In this case, an alternate plan will be developed in coordination with
appropriate school, District, and transportation staff including the involvement of the
parents/guardian of the students.

When a student will be accompanied by a service animal at school or in other District facilities
on a regular basis, such staff member or such student’s parent or guardian, as well as the
animal’s owner and any other person who will have custody and control of the animal will be
required to sign a document stating that they have read and understood the foregoing.

The Superintendent of Schools or his/her designee shall be responsible for developing
procedures as needed to accommodate a student’s use of an assistance dog in District facilities
and on school transportation vehicles.

Source: MASC
Established 06/01/11, Reaffirmed 12/10/14, Revised 12/13/17
Revised and Reaffirmed: 03/17/21



I3-Empowered Digital Use
(Formerly Policy #11.08.2017A)

Purpose

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

Availability

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

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

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

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

An individual's personal information (such as full names, personal identification numbers,
personal address and phone numbers, and user IDs) and that of others shall be kept private.

Individuals will show respect for themselves and others when using technology including social
media.

Users shall give acknowledgement to others for their ideas and work.
Users shall report inappropriate use of technology immediately.

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

SOURCE: MASC
Adopted: 12/13/2017
Revised and Reaffirmed: 03/17/21



I16-Homework Policy
(Formerly Policy #08.10.2004)

The purposes of homework are to improve the learning processes, to aid in the mastery of skills,
and to create and stimulate interest on the part of the student.

Homework is a learning activity that should increase in complexity with the maturity of the
student. With increased maturity, learning should become an independent activity. This should
be established through consistent assignments, which encourage students to investigate for
themselves and to work independently as well as with others.

Homework assignments should be consistent in terms of the amount given each day and the time
required for each assignment so that the teacher and/or the student can establish a pattern of
meaningful homework. The information for any homework assignment should be clear and
specific so that the student can complete the assignment.

Homework assignments should take into consideration individual differences of students such as
health, ability, conditions at home, and educational resources at home. Homework should not
require the use of reference materials not readily available in most homes, school libraries, or the
public library, and should require the use of those materials only when the student has had
instruction in the use of them.

The amount of homework assigned to students at the Carlisle Public School should be set by the
grade level teams at the beginning of each school year in consultation with the principal. Each
team will issue in writing his/her homework guidelines to parents and students at the beginning
of the year.

There are many other learning activities in the life of a student besides homework. Things such
as participating in school activities, pursuing cultural interests, participating in family living, and
exploring personal interests should be considered by teachers when planning homework
assignments.

Adopted 08/10/04
Revised 5/11/09
Reviewed 02/12/13
Reaffirmed: 03/17/21



17-Library Materials Selection Policy
(Formerly Policy # 04.03.2001)

The School Committee endorses the School Library Bill of Rights, as adopted by the American
Library Association, which asserts that the responsibility of the school library is to:

1. Provide materials that will enrich and support the curriculum, taking into
consideration the varied interests, abilities, and maturity levels of the students served.

2. Provide materials that will stimulate growth in factual knowledge, literary
appreciation, aesthetic values, and ethical standards.

3. Provide a background of information that will enable students to make intelligent
judgments in their daily lives.

4. Provide materials on opposing sides of controversial issues so that young citizens
may develop under guidance the practice of critical reading and thinking.

5. Provide materials representative of the many religious, ethnic, and cultural groups and
their contributions to our American heritage.

6. Place principle above personal opinion and reason above prejudice in the selection of
materials of the highest quality in order to assure a comprehensive collection appropriate
for the users of the library.

Initial purchase suggestions for library materials may come from all personnel--teachers,
coordinators, and administrators. Students will also be encouraged to make suggestions. The
librarian will recommend materials to be included in the school library.

Gifts of library books will be accepted in keeping with the above policy on selection.

Concerns about library books will be handled in line with concerns about instructional materials.

SOURCE: MASC
LEGAL REF.: 603 CMR 26:05
CROSS REF.: KEC, Public Complaints about the Curriculum or Instructional Materials

Adopted: 12/04/01

Revised: 06/07/06, 03/10/10, 06/17/15
Revised and Reaffirmed: 03/17/21



J1-Activity Fee Policy
Policy# 02.01.2000

The Carlisle Public Schools make every effort to provide an excellent educational program to the
students of Carlisle. There are some activities that are considered outside the required
educational program. The Commonwealth of Massachusetts Department of Education Legal
Department Advisory states that:

Certain provisions of the General Laws do authorize School Committees to charge fees
for participation in particular programs. Moreover, reasonable fees may be charged to
those students who can afford to pay for their participation in extracurricular activities.

Fees for extracurricular supplies or activities are permissible when the amount of the fee is
reasonable, only participating students are charged, there is no sanction for nonpayment, and
students financially unable to pay are exempted.

In the alternative, an organization such as the Parent Teacher Organization or a booster club
could donate funds to be used for activity fees.

At its discretion, the Carlisle Public Schools under the jurisdiction of the Carlisle School
Committee may institute such fees, as it deems appropriate and necessary. Consideration will be
given for families in need of financial support.

Source: Commonwealth of Massachusetts Department of Education Legal Department Advisory

Adopted: 6-20-2000

Revised: 11/16/05, 10/14/09
Reviewed: 01/02/13, 05/08/17
Revised and Reaffirmed: 03/17/21



J5-Homeless Students
(Formerly Policy #08.12.2007)

As required by law, the district will work with homeless children and youth and unaccompanied
youth 1 (collectively, "homeless students") as well as their families or legal guardians to provide
stability in school attendance and other services. Special attention will be given to ensuring the
enrollment and attendance of homeless students not currently attending school. Homeless
students will be provided district services for which they are eligible, including Head Start and
comparable pre-school programs, Title I, similar state programs, special education, bilingual
education, vocational and technical education programs, gifted and talented programs, school
nutrition programs, summer programming and extracurricular activities.

Homeless students are defined as lacking a fixed, regular and adequate nighttime residence,
including:

1. Sharing the housing of other persons due to loss of housing, economic hardship, or
similar reason;

2. Living in motels, hotels, trailer parks or camping grounds due to the lack of alternative
adequate accommodations;

3. Living in emergency or transitional shelters;

4. Being abandoned in hospitals;

5. Living in public or private places not designed for or ordinarily used as regular
sleeping accommodations for human beings;

6. Living in cars, parks, public spaces, abandoned buildings, substandard housing,
transportation stations or similar settings; and

7. Migratory children living in conditions described in the previous examples.

Students Remaining in Schools of Origin

It is presumed to be in the best interest of homeless students to remain in their schools of origin,
i.e. the school that the student was attending at the time he or she became homeless, or the last
school the student attended prior to becoming homeless. Homeless students may continue to
attend their school of origin for as long as they remain homeless or until the end of the academic
year in which they obtain permanent housing. For homeless students who complete the final
grade level served by the school of origin, the term "school of origin" shall also include the
receiving school in the same school district educating students at the next grade level.

Homeless students are entitled to transportation comparable to that provided for all other
students attending school in the district. The district will transport students who are sheltered or
temporarily residing within the district to the students' school of origin. For homeless students
attending a school of origin located outside the district in which the student is sheltered or
temporarily residing, the district in which the school of origin is located will coordinate with the
district in which the student is sheltered or temporarily residing to provide the transportation
services necessary for the student, and these districts will divide the cost equally. Formerly
homeless students who find permanent housing mid-school year will continue to receive
transportation services until the end of the school year.



Students Enrolling in District Where Sheltered or Temporarily Residing

Parents or guardians may elect to enroll homeless students in the school district in which the
student is sheltered or temporarily residing, rather than having the student remain in the school of
origin. Enrollment changes for homeless students should take place immediately.

If homeless students are unable to provide written proof of their shelter or temporary residence in
the district, the homeless liaison will work with the family seeking enrollment to determine
homelessness. Information regarding a homeless student's living arrangement shall be
considered a student education record, and not directory information. Records containing
information about the homeless student's living arrangement may not be disclosed without the
consent of the parent or satisfaction of another student-privacy related exemption.

If the student does not have immediate access to immunization records, the student shall be
permitted to enroll under a personal exception. Students and families should be encouraged to
obtain current immunization records or immunizations as soon as possible, and the district
liaison is directed to assist. Emergency contact information is required at the time of enrollment
consistent with district policies, including compliance with the state's address confidentiality
program when necessary. After enrollment, the district will immediately request available
records from the student's previous school.

Attendance rights by living in attendance areas, other student assignment policies, or intra and
inter-district choice options are available to homeless families on the same terms as families who
reside in the district. Accordingly, the district will provide transportation services to school in a
manner comparable to the transportation provided for all other students in the district.

Dispute Resolution

If the district disagrees with a parent or guardian's decision to keep a student enrolled in the
school of origin and considers enrollment in the district where the student is sheltered or
temporarily residing to be in the student's best interest, the district will explain to the parent, in
writing and in a language the parent can understand, 2 the rationale for its determination and
provide parent with written notice of their rights to appeal the district's determination to the
Massachusetts Department of Elementary and Secondary Education 3. During the pendency of
any such appeal, the student should remain enrolled in the school selected by the parent or
guardian, receiving transportation to school and access to other available services and
programs.

The Massachusetts Department of Elementary and Secondary Education's Advisory on Homeless
Education Assistance contains additional information about educating homeless students and the
appeal process. This advisory is available at the following

link: http://www.doe.mass.edu/mv/haa/mckinney-vento.docx

Homeless Liaison

The Superintendent shall designate an appropriate staff person to be the district's liaison for
homeless students and their families. The district's liaison for homeless students and their
families shall coordinate with local social service agencies that provide services to homeless
children and youths and their families; other school districts on issues of transportation and
records transfers; and state and local housing agencies responsible for comprehensive housing



affordability strategies. This coordination includes providing public notice of the educational
rights of homeless students in locations such as schools, family shelters and soup kitchens. The
district's liaison will also review and recommend amendments to district policies that may act as
barriers to the enrollment of homeless students. The liaison shall ensure district staff receive
professional development and other support on issues involving homeless students.

LEGAL REFS.: The McKinney-Vento Act and Title I, Part A, as Amended by the Every
Student Succeeds Act of 2015

SOURCE: MASC October 2019

Reviewed 10/02/07, 11/03/10, 11/06/13. 04/12/17
Revised and Reaffirmed: 03/17/21



K2-Gifts To and Solicitations By Staff
(Formerly Policy #01.02.1996)

Gifts

The acceptance of gifts worth $50 or more by school personnel in a calendar year when the gift
is given because of the position they hold, or because of some action the recipient could take or
has taken in his or her public role, violates the conflict of interest law. Acceptance of gifts worth
less than $50, while not prohibited by the conflict of interest law, may require a written public
disclosure to be made.

In keeping with this policy, no employee of the school district will accept a gift worth $50 or
more that is given because of the employee's public position, or anything that the employee
could do or has done in his or her public position. Gifts worth less than $50 may be accepted,
but a written disclosure to the employee's appointing authority must be made if the gift and the
circumstances in which it was given could cause a reasonable person to think that the employee
could be improperly influenced. The value of personal gifts accepted is aggregated over a
calendar year (4 gifts of $20 value is the same as 1 gift of $80 if given in the same calendar

year).

In general, homemade gifts without retail value are permissible because a reasonable person
would not expect an employee would unduly show favor to the giver, so no disclosure is
required. Such gifts could include homemade food items (cookies, candy, etc.), handpicked
flowers, and handmade gifts worth less than $10 (ten) dollars.

Class Gifts

There is a specific exception to the prohibition against accepting gifts worth $50 or more, when
the teacher knows only that the gift is from the class, not from specific donors. A single class
gift per calendar year valued up to $150 or several class gifts in a single year with a total value
up to $150 from parents/guardians and students in a class may be accepted provided the gift is
identified only as being from the class and the names of the givers and the amounts given are not
identified to the recipient. The recipient may not accept an individual gift from someone who
contributed to the class gift. It is the responsibility of the employee to confirm that the individual
offering such gift did not contribute to the class gift.

Gifts for School Use

Gifts given to a teacher solely for classroom use or to purchase classroom supplies are not
considered gifts to an individual employee and are not subject to the $50 limit. However, an
employee who accepts such gifts must keep receipts documenting that money or gift cards were
used for classroom supplies.

Solicitations

In spirit, the School Committee supports the many worthwhile charitable drives that take place in
the community and is gratified when school employees give them their support. However, the
solicitation of funds from staff members through the use of school personnel and school time is
prohibited by the conflict of interest law. Therefore, no solicitations of funds for charitable



purposes should be made among staff members. Staff members of course remain free to
support charitable causes of their own selection.

SOURCE: MASC December 2012
Legal Ref: M.G.L. 268A:3; 268A:23; 930 CMR 5.00
CROSS REFS.: KHA, Public Solicitations in the Schools

Adopted: 03/19/96

Revised: 10/17/00, Reviewed 10/05/05, Revised 12/17/08, Reaffirmed 12/07/11
Updated and Reaffirmed: 11/12/14

Revised and Reaffirmed: 03/17/21
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Town of Carlisle
DETAIL INVOICE LIST

00000

01/29/2021 16:55
1075nancyd

02/01/2021

5221

WARRANT :

TREASURER’S CASH

10200

CASH ACCOUNT:

CHECK

VOUCHER

DOCUMENT

INVOICE/AMOUNT

TYPE DUE DATE

PO

G/L ACCOUNTS

VENDOR

99713

2,550.00

2,550.00

40
2,550.00
CHECK TOTAL

21307 INV 02/01/2021
Contracted
Invoice Net

00000
SPED

52408

11914 BETH ARINSBURG-FITZPAT
1 12302

99620

4705639
80.77

80.77
CHECK TOTAL

02/01/2021

21433 INV
Maintenanc Supplies
Invoice Net

00000

54401

11978 EASYKEYS.COM INC
1 14233

80.77

90,427.65

16,116,920.60

90,427.65

WARRANT TOTAL

CASH ACCOUNT BALANCE

55 INVOICES
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9
apwarrnt

P

WARRANT SUMMARY

|Town of Carlisle

01/29/2021 16:55
1075nancyd

02/01/2021

5221

WARRANT :

AVLB BUDGET

AMOUNT

FUND ORG

90,427.65

WARRANT SUMMARY TOTAL

90,427.65

GRAND TOTAL

** END OF REPORT - Generated by Nancy Donnelly **



MUNIS FINANCIAL MANAGEMENT SOLUTIONS s . - — |‘
WELCOME TO THE NEIGHBORHOOD | .: ; :

01/ 29/ 2021 14:53 Town of Carlisle
1075pri sl ACCOUNTS PAYABLE WARRANT REPORT apwar r nt

DATE:

P 1

01/ 29/ 2021 WARRANT: 5021 AMOUNT:  $ 394, 102. 45

TO THE TREASURER OF THE TOMN OF CARLI SLE
Pay to each of the persons naned bel ow, the sum set
agal nst their respective names, anounti nP |n the aggregate

Pr| scilTa Dunka, Town Account ant
Ti ot hy D. CGoddard, Chief Procurenent O ficer

Barbara T Arnold, Sel ectnen

Luke R Ascolill 0, Sel ectnen

Alan L Lewi s, Sel ectnen
Seth D Mbdel , Sel ect nen

Kat herine T Rei d, Sel ectnen




MUNIS FINANCIAL MANAGEMENT SOLUTIONS - - = N | i
WELCOME TO THE NEIGHBORHOOD ; = p
: 4 : " 2 4 -
P 2

01/ 29/2021 14:53 | Town of Carlisle
1075pri sl | PREPAID | NVO CE LI ST apwar r nt
WARRANT: 5021 01/ 29/ 2021

VENDOR VENDOR NAME R DOCUMENT PO TYPE DUE DATE AMOUNT VOUCHER CHECK COMMVENT

CASH ACCOUNT: 00000 10200 TREASURER S CASH

4?%1\/0(]&(/:{59' | other g 00000 99639 DD 01/29/2021 371, 153. 26 1000358

?'%Npaa\&:ol | other g 00000 99640 DD 01/29/2021 4,474.74 1000359
4I '%Npua\(/]rzé)l | other g 00000 99641 DD 01/29/2021 18, 474. 45 1000360

394, 102. 45 CASH ACCOUNT 00000 10200 TOTAL


https://yvwlndash063.tylertech.com/sites/mu1075/LIVE/_layouts/15/DashboardMunisV6.3/PassThru.aspx?-E=1cW8tQlJeg%2BuauczPi/jDdiH/WR8KnQvNKTC10C90NcfJLkGj4UZ4liXcDoUYBG7&
https://yvwlndash063.tylertech.com/sites/mu1075/LIVE/_layouts/15/DashboardMunisV6.3/PassThru.aspx?-E=1cW8tQlJeg%2BuauczPi/jDdiH/WR8KnQvNKTC10C90NcfJLkGj4UZ4liXcDoUYBG7&
https://yvwlndash063.tylertech.com/sites/mu1075/LIVE/_layouts/15/DashboardMunisV6.3/PassThru.aspx?-E=d8dN0DQUsGYYHe3MLGEbcDUREOr19VSoXu78ubbxzvI0SBBzjADksoj3Qy42CPSrf8kawnpDKy%2BgABAcy2NfGg==&
https://yvwlndash063.tylertech.com/sites/mu1075/LIVE/_layouts/15/DashboardMunisV6.3/PassThru.aspx?-E=XR0zTWrYThf0zrrX12pXS8/pLDFIwD64l1lRmA2dFqHk4%2BrbV1qCqGP2w/eo%2BtDK&
https://yvwlndash063.tylertech.com/sites/mu1075/LIVE/_layouts/15/DashboardMunisV6.3/PassThru.aspx?-E=XR0zTWrYThf0zrrX12pXS8/pLDFIwD64l1lRmA2dFqHk4%2BrbV1qCqGP2w/eo%2BtDK&
https://yvwlndash063.tylertech.com/sites/mu1075/LIVE/_layouts/15/DashboardMunisV6.3/PassThru.aspx?-E=v5yKJ9lLiWkvy82YO2FnoMM3y2PiRSCiIfnJKS6%2BACY5qgl6j1clWsMteINLwKwf48DcbUlii18RolbnFJh%2BZQ==&
https://yvwlndash063.tylertech.com/sites/mu1075/LIVE/_layouts/15/DashboardMunisV6.3/PassThru.aspx?-E=BQIUe%2BzHP5jRoq0NuTvCtBH1lwDHRd6ysxNFgdIYtN0J5saatnjti5YlbX4SOp6x&
https://yvwlndash063.tylertech.com/sites/mu1075/LIVE/_layouts/15/DashboardMunisV6.3/PassThru.aspx?-E=BQIUe%2BzHP5jRoq0NuTvCtBH1lwDHRd6ysxNFgdIYtN0J5saatnjti5YlbX4SOp6x&
https://yvwlndash063.tylertech.com/sites/mu1075/LIVE/_layouts/15/DashboardMunisV6.3/PassThru.aspx?-E=yEk70K9K1hxcbYFjsmp7c9LtSuN09gLOFfi3iL8H7tcJUMIOqoULDZdI5hj0y%2BuxAVPCtn3T7WVHYxK1cyDTvQ==&

MUNIS FINANCIAL MANAGEMENT SOLUTIONS g “ = 2 4 i
WELCOME TO THE NEIGHBORHOOD : l 1
i : B H -
P 3

01/ 29/ 2021 14:53 Town of Carlisle

1075pri sl | DETAIL INvVA CE LIST apwar r nt
CASH ACCOUNT: UNDEFI NED ACCOUNT. WARRANT: 5021 01/ 29/ 2021
VENDOR G L ACCOUNTS R PO TYPE DUE DATE I N\VO CE/ AMOUNT DOCUMENT VOUCHER CHECK

** END OF REPORT - Cenerated by Priscilla Dunka **



MUNIS FINANCIAL MANAGEMENT SOLUTIONS s . - — |‘
WELCOME TO THE NEIGHBORHOOD | .: ; :

02/ 12/ 2021 13:41 Town of Carlisle
1075pri sl ACCOUNTS PAYABLE WARRANT REPORT apwar r nt

DATE:

P 1

02/ 12/ 2021 WARRANT: 5421 AMOUNT:  $ 400, 727. 73

TO THE TREASURER OF THE TOMN OF CARLI SLE
Pay to each of the persons naned bel ow, the sum set
agal nst their respective names, anounti nP |n the aggregate

Pr| scilTa Dunka, Town Account ant
Ti ot hy D. CGoddard, Chief Procurenent O ficer

Barbara T Arnold, Sel ectnen

Luke R Ascolill 0, Sel ectnen

Alan L Lewi s, Sel ectnen
Seth D Mbdel , Sel ect nen

Kat herine T Rei d, Sel ectnen

>



MUNIS FINANCIAL MANAGEMENT SOLUTIONS - - = N | i
WELCOME TO THE NEIGHBORHOOD ; = p
: 4 : " 2 4 -
P 2

02/ 12/ 2021 13: 41 | Town of Carlisle
1075pri sl | PREPAID | NVO CE LI ST apwar r nt
WARRANT: 5421 02/ 12/ 2021

VENDOR VENDOR NAME R DOCUMENT PO TYPE DUE DATE AMOUNT VOUCHER CHECK COMMVENT

CASH ACCOUNT: 00000 10200 TREASURER S CASH

4?%1\/0(]&(/:{59' | other g 00000 100008 DD 02/12/2021 376,594. 21 1000371

?'%Npaa\&:ol | other g 00000 100009 DD 02/12/2021 4,335. 33 1000372
4I '%Npua\(/]rzé)l | other g 00000 100010 DD 02/12/2021 19, 798. 19 1000373

400, 727. 73 CASH ACCOUNT 00000 10200 TOTAL


https://yvwlndash063.tylertech.com/sites/mu1075/LIVE/_layouts/15/DashboardMunisV6.3/PassThru.aspx?-E=A8rOtbA2udxpDh09hnAaUNlT%2BB4vEaENsgqGf3RH8g%2Bl7REfs%2Bit7LrlARdsEoM6&
https://yvwlndash063.tylertech.com/sites/mu1075/LIVE/_layouts/15/DashboardMunisV6.3/PassThru.aspx?-E=A8rOtbA2udxpDh09hnAaUNlT%2BB4vEaENsgqGf3RH8g%2Bl7REfs%2Bit7LrlARdsEoM6&
https://yvwlndash063.tylertech.com/sites/mu1075/LIVE/_layouts/15/DashboardMunisV6.3/PassThru.aspx?-E=UFQqR/Aj5GU9xEAe45A%2BRRHnzkFHHXzhHkyZ6I3xR92CYBytpKoqZY7U67oGfW6U4uInYdzNY%2BCJXprDKsbn8A==&
https://yvwlndash063.tylertech.com/sites/mu1075/LIVE/_layouts/15/DashboardMunisV6.3/PassThru.aspx?-E=MWFtoNsIe9oqzdiG5%2BCE%2BfLXDNyZsKB6Z0lFSr/VeFnQk/y2fw1J%2BTVedlyefB3/&
https://yvwlndash063.tylertech.com/sites/mu1075/LIVE/_layouts/15/DashboardMunisV6.3/PassThru.aspx?-E=MWFtoNsIe9oqzdiG5%2BCE%2BfLXDNyZsKB6Z0lFSr/VeFnQk/y2fw1J%2BTVedlyefB3/&
https://yvwlndash063.tylertech.com/sites/mu1075/LIVE/_layouts/15/DashboardMunisV6.3/PassThru.aspx?-E=Q2YWIXmIFhMoXsOFYYjlhDdf7N7NQe5h2Z7ZkPuosrcfnEM3JCrLesHe4AqvNUYbPso%2B4SVW1TqHLqnYAnY46Q==&
https://yvwlndash063.tylertech.com/sites/mu1075/LIVE/_layouts/15/DashboardMunisV6.3/PassThru.aspx?-E=bnbtPBATuN%2BJQNObjBqJVY1UlnVyUSTEQpcyWmySqsUlrLKMZRJGcK95xUpua%2BEM&
https://yvwlndash063.tylertech.com/sites/mu1075/LIVE/_layouts/15/DashboardMunisV6.3/PassThru.aspx?-E=bnbtPBATuN%2BJQNObjBqJVY1UlnVyUSTEQpcyWmySqsUlrLKMZRJGcK95xUpua%2BEM&
https://yvwlndash063.tylertech.com/sites/mu1075/LIVE/_layouts/15/DashboardMunisV6.3/PassThru.aspx?-E=tk3/DCz1g7Tci5%2B/eeAg5kmVrg/5DPYqjiCvYH6gSKc27vNvGrplDKybx/l3kqcCE7k8QGB0y6LTDJ7WFHWDww==&

MUNIS FINANCIAL MANAGEMENT SOLUTIONS g “ = 2 4 i
WELCOME TO THE NEIGHBORHOOD : l 1
i : B H -
P 3

02/ 12/ 2021 13:41 Town of Carlisle

1075pri sl | DETAIL INvVA CE LIST apwar r nt
CASH ACCOUNT: UNDEFI NED ACCOUNT. WARRANT: 5421 02/ 12/ 2021
VENDOR G L ACCOUNTS R PO TYPE DUE DATE I N\VO CE/ AMOUNT DOCUMENT VOUCHER CHECK

** END OF REPORT - Cenerated by Priscilla Dunka **
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