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                                          Kindness Matters  

 

         K ~ Kind   

         I  ~ Invested in learning      

         N ~ Need to include   

         D ~ Determined to do our best  

 . 

We make kindnes s matter .   

We invest  in learning.  

We need  to include everyone .  

We do our be st . 
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Welcome! 
 

Whether you are a new or returning family, welcome to Happy Hollow School!  This handbook was prepared in 

conjunction with the PTO to provide answers to some questions you may have. 

 

The Happy Hollow School focuses on basic academic skills in a caring and nurturing environment, while 

providing exploration opportunities in the arts.  The schoolôs CORE Values promote a learning community and 

challenges students: 

 

 

CORE Values 

 

The Happy Hollow School is a place where: 

 

1. We treat all people - teachers, students, and ourselves - with courtesy and respect. 

2. We care for one another, our country and world. 

3. We are friendly and cooperative with others. 

4. We know right from wrong and take responsibility for our actions. 

5. Everyone is safe and has a feeling of belonging. 

6. Everyone can learn and strive for excellence. 

7. Everyoneôs performance is improved through a lifestyle, which includes vigorous physical activity on 

the playground before school and at recess during the school day. 

8. We try our best, take risks and learn from our mistakes. 

9.          We feel successful when we work hard and learn new skills. 

 

We invite you to participate in your childôs learning by joining our efforts in maintaining the high expectations 

and traditions that have made Happy Hollow School a wonderful learning community. The following is our way 

to bring our core values alive in a way that all can remember what they mean. This is our Happy Hollow rap: 
 
 

                                          Kindness Matters  

 

         K ~ Kind   

         I  ~ Invested in learning      

         N ~ Need to include   

         D ~ Determined to do our best  

 . 

We make kindness  matter.   

We invest  in learni ng.  

We need  to include everyone.  

We do our best.  

 
 
 
 
 
 
 
 
 



 

 

     



 

 

 



 

 

 

 

 
 

 
WAYLAND SCHOOL COMMITTEE 
 

 

Jeanne Downs, Chair Jeanne_Downs@wayland.k12.ma.us 

Ellen Grieco, Vice Chair Ellen_Grieco@wayland.k12.ma.us  

Nate Buffum Nate_Buffum @wayland.k12.ma.us 

Kim Reichelt  Kim_Reichelt@wayland.k12.ma.us  

Kathie Steinberg Kathie_Steinberg@wayland.k12.ma.us 

 
 
 

general email  info @ waylandschoolcommittee.org  
mail  Wayland School Committee, 41 Cochituate Road, Wayland MA 01778  

 
 

 

 

 

SCHOOL HOURS 

 

Traditional Kindergarten  7:55  - 11:30 

Kindergarten: 7:55- 2:25  (Wednesday 7:55 - 1:15).   

Grades 1 ï 5:  7:55- 2:25  (Wednesday 7:55 - 1:15).  Children should not arrive at school before  7:40 A.M. since 

there are no teachers present for playground supervision before that time. 

 

PARENT ACCESSIBILITY:  

 

It is imperative that parents are accessible by telephone at all times that their child is in our care! The school must 

have your proper contact information for this purpose. 

 

 

SUPERINTENDENTôS OFFICE 

Arthur Unobsky  508-358-3774 Superintendent of Schools 

Parry Graham 508-358-3772 Assistant Superintendent  

Susan Bottan 508-358-3750 Director of Business Affairs  

Linda Lavenda 508-358-3752 Director of Human Resources 

Richard Whitehead 508-358-3752 Director of Student Services 

Pamela Sanderson 508-358-3759 Coordinator of Early Childhood 

TRANSPORTATION 

Susan Bottan 508-358-3750  
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REPORT CARDS AND PARENT-TEACHER CONFERENCES 

 

The principal means of reporting to parents about their child's school adjustment and progress is through an 

individually scheduled conference with one or more teachers.  These are scheduled two times during the year with 

every parent being invited to school at least twice. 

 

The first conference period is scheduled during the early fall on the following Wednesday afternoons:   

October 2, October 16, October 23,  October 30 and November 6. Teachers may choose to arrange times outside 

of these listed times as times as they deem necessary.  

 

This conference will focus on each child's adjustment to the new grade, new teacher and new class composition.  

Emphasis at this meeting will be placed on sharing ideas, developing strategies and, if necessary, goal setting for 

the child. Each child's progress-to-date will be articulated at this time.  THERE WILL BE NO WRITTEN 

REPORT SENT TO PARENTS PRECEDING THESE CONFERENCES. 

 

Reports are sent out mid-year, date to be determined. 

 

The second conference period will be held March 11, March 18, March 25, April 1 and April 8.  Any subsequent 

meetings with parents will be scheduled by mutual agreement on an as-needed basis. 

 

The principal means of reporting to parents about their child's school adjustment and progress is through an 

individually scheduled conference with one or more teachers.  These are scheduled two times during the year with 

every parent being invited to school at least twice. 

 

 

 

PTO 

The Happy Hollow Parent Teacher Organization (PTO) is a vital resource for our school community. The 

organization is made up of Happy Hollow parents, guardians, and teachers.  Our goals are to promote 

communication amongst the school community, and, through fundraising and volunteering, provide support for 

activities and/or materials which directly contribute to the quality of education at Happy Hollow.  As an 

organization the PTO provides: 

ǒ Financial support through annual stipends, wish list funding, etc.  

ǒ Volunteer support through coordination of our Room Parents, library and art volunteers, and other 

opportunities that arise throughout the school year;  

ǒ Enrichment events, activities, and scholarships through visiting authors, musicians, and artists; Just 

Like Me program; and field trips and other activities;  

ǒ Student activities such as movie night, talent show, BINGO Night, school pictures, and book fairs; and  

ǒ Informational and community-building events such as Coffee with Mr. Lee, curriculum nights, school 

picnics, and other parent forums. 

 

PTO Financial Support to Happy Hollow 

The Happy Hollow PTO participates in the district-wide Gift Your Child fundraising campaign to raise 

$100,000 annually.  All of the funds raised directly benefit our elementary school students the following school 

year.  These funds are distributed between the elementary schools based on staffing and student numbers.  Your 

tax deductible, Gift Your Child donations enhance the quality of education above and beyond the provisions of 

the townôs school budget.  The PTO Boards consult with the school administration to manage the allocation of 



 

 

funds.  In addition to specific Happy Hollow events and activities, your Gift Your Child donations contribute to 

the following across all of our elementary schools: 

ǒ Reimbursement of classroom supplies to teachers for classroom materials beyond what they typically 

spend of their own money;  

ǒ Funding for educational programs such as special programs, field trips, and equipment; and 

ǒ Ad hoc requests from principals, teachers, and/or staff to enhance the classroom/learning experience for 

our children.  

 

To learn more about Gift Your Child or to make a donation, please visit:    http://waylandpto.org/elementary-

ptos-paypal/.  More information about Gift Your Child will be distributed at the start of the school year. 

  

PTO Meetings 

PTO meetings are held regularly throughout the school year and are open to the entire Happy Hollow school 

community.  Meetings are announced through school email and newsletters as well as our PTO Facebook page.  

In addition, we have numerous opportunities for parents, guardians, and teachers to get involved.  We invite you 

to join us.   

  

 2019-20 Happy Hollow PTO Board of Directors 

Board members are available to address any questions. 

 

ROLE NAME  EMAIL ADDRESS  

President Sheetal Acharya happyhollowpto@gmail.com 

Vice President David Green snooty1@verizon.net 

Secretary Jessica Greenfield jessicafine@gmail.com  

Treasurer April Forst happyhollowtreasurer@gmail.com 

Ways/Means - Backpack Auction Danielle Ayegman  dagyeman16@gmail.com 

Ways/Means - Gift Your Child Stephanie Berman stephbw@gmail.com 

Social Tarrah Zedower tmzcali@gmail.com 

Past President Jennifer Pearlman jenpearlman00@gmail.com 

 

 

 

STUDENT COUNCIL  
 

The Student Council is an organization of classroom representatives who meet regularly to deliberate on matters of 

real concern to all of our elementary school children.  Each homeroom chooses its student member and alternate in 

individual classroom elections.   
 

The major purpose of the Student Council is to teach children that their involvement through the representative 

process counts.  Service, citizenship, leadership, group awareness, spirit, and pride are all developed through the 

children's serious participation in this organization. 
 

On occasion, the Council will run fundraisers of their choosing to promote projects, which will better the 

quality of life for all at school.  They will also sponsor school-wide campaigns, which reach out to help others 

beyond the school community. 
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SCHOOL RULES 
 

School rules exist for a number of reasons.  SAFETY, ORDER, RESPECT, and RESPONSIBILITY are the four 

reasons for all of our rules.  They are important so that everyone can get along happily with each other.  It is a 

central school goal for all people - pupils and adults - to treat one another with fairness, respect and dignity.  The 

spirit of good will and cooperation will make Happy Hollow a safe and pleasant school.   
 

Rules for Inside the School 

¶ People must walk at all times - - running is never allowed. 

¶ Pupils must follow the directions of adults at all times. 

¶ People may talk softly in the school hallways and cafeteria. 

¶ People must respect the rights of others to study and work without interruption -- in the classroom and the 

library.  Loud talking, yelling or other types of interruption will not be permitted. 

¶ People must respect the rights of others' property.  Only with the owner's permission may another's property 

be used. 

¶ It is the responsibility of every person to help keep the school clean and free of unnecessary dirt -- this 

includes each person's classroom, the hallways, the toilet facilities, and the area around the school.  It also 

means that desks, walls, and windows are to be left unmarked. 

¶ Shoes, sneakers, or sandals must be worn at all times; bare feet or stocking feet are not permitted. 

¶ Cafeteria behavior should not include yelling, fighting or throwing food. 

¶ Pupils are to remain inside their classroom at all times, unless the teacher has given permission to leave for 

a specific purpose and time. 

 

Rules for Outside the School 

¶ Games that are played outside must have safety as a central goal.  Certain types of games cannot be safely 

played at recess.  These are: tackle football, baseball (with a hard ball), "chicken fights", or other rough 

games. 

¶ Throwing stones and sticks is never allowed. 

¶ Pupils must remain in the play yard at all times.  No pupil is allowed to leave the school grounds without 

the principal's permission. 

¶ The throwing of snowballs is not permitted.  The principal will discipline children who are caught throwing 

snowballs. 

¶ Those who ride school buses must sit in their seats and talk softly.  Disruptive behavior that endangers the 

safety of others may result in the loss of bus-riding privileges. 
 

Rules for Inside the Classroom 

¶ It is the responsibility of each teacher to set rules for classroom order and behavior with his/her pupils. 

 

Violations of School Rules 

Violation of school rules will be addressed in the way that is most helpful to pupils.  Generally, the classroom 

teacher will deal with a problem first.  If it is necessary, or if an incident is serious, the principal will deal directly 

with the pupil and the pupil's parent. Discipline of the pupil will: 

¶ Be appropriate for the offense as outlined in the student handbook. 

¶ Be direct, explicit and involve a consequence aimed to promote learning and growth, such as an active 

apology. 

¶ Be an opportunity for the student to take responsibility for his/her actions. 

¶ Be fair, dignified, and in good temper. 

¶ Involve parents when necessary. 
 

The following actions are considered to be serious misbehavior:  

¶ Bringing to school any weapon and/or object that could be considered dangerous or harmful  



 

 

¶ Fighting and /or physical abuse  

¶ Racial/ethnic/sexual orientation/religious slurs  

¶ Verbal and /or physical intimidation (bullying) 

¶ Stealing  

¶ Destruction of property 

¶ Leaving the school building or outside area without permission 

 

The most explosive and potentially serious form of disruptive school behavior is fighting.  Fighting is never 

tolerated for any reason.  Pupils who fight (punching, slapping, kicking or hitting another with an object) will be 

disciplined by the classroom teacher or the school principal.  Because every situation differs, the consequences 

following such behavior will vary.  However, students who are involved in more than one aggressive altercation 

will be subject to suspension for one or more days. In the most serious of cases, the police may also be involved. 

Some elementary school-age children have difficulty controlling their urge to hit or use other forms of violent 

behavior.  School personnel view this most seriously.  Children who use these forms of behavior will be sent to the 

principal who will contact parents and set forth logical consequences.  In matters of these types, it becomes 

imperative for school and home to help children work toward peaceful conflict resolution.  

 

 

SCHOOL POLICIES AND PROCEDURES 

Taking Children Out of School 
  

Students are not permitted to leave the school building during the hours that school is in session without specific 

approval of their parents and school authorities. 
 

If it is necessary for a student to leave school early for a medical appointment or for a similar reason, a request to 

this effect, signed by the parent or guardian, should be presented to the childôs teacher at the start of the school day 

(or when the parent arrives at the office if it is an unexpected reason for dismissal). 
 

For the protection of students, the school requires that emergency requests for early dismissal be made by the parent 

in person; telephoned requests will be accepted only under unusual circumstances.  All emergency requests made 

by telephone and in any other cases of doubt will be verified before the student is released. 
 

Parents picking up children during the school day should meet their children in the office rather than in the 

classroom or playground (unless otherwise directed by the office staff). 
 

In any emergency situation where parents cannot be contacted, children will be released to those designated on each 

child's Medical Emergency card.  Others, even if they are known to the school and to the parents, may not take 

children home in such situations.  Parents must designate in writing the names of other adults who may be called 

upon in emergency childcare situations. 
 

Parents often ask about the advisability of taking children out of school for extended vacations, to visit with 

grandparents, and the like.  While each situation has certain merits and disadvantages to consider, it should be clear 

that in addition to being an illegal absence, there is the further danger of giving a child the impression that school 

and schoolwork are low in importance.  Classroom lessons and experiences are so rich and interactive that the 

school cannot, in reality, compensate for the days that are missed.  These matters are best discussed with the 

principal well in advance.  The same caution needs to be considered regarding dental and medical appointments 

during the school day.  If it is absolutely necessary to take your child on a leave outside the schoolôs normal 

vacation schedule, we will provide you with a list of activities that will maximize the educational experiences 

presented by any form of extended travel. 

 

 

 

 



 

 

Safety 

It is essential that parents and the school cooperate to insure against accidents as the children go to and from school 

and during their hours in and around the building. 
 

Parents are urged to emphasize the importance of bicycle, scooter, unicycle, etc. safety to their children, especially 

noting that unless there is a sidewalk, the cyclists should stay to the right, move with traffic, and follow the 

regulations and hand signals which apply to automobiles.  Only one person at a time is allowed on a bicycle or 

other self-propelled vehicle.  Children in any grades may ride bicycles to and from school provided they have their 

parent(s) permission.  When children appear at school on their bicycle, it is assumed parents have given consent.  

Bicycles must be walked and not ridden across the school grounds and may not be used during the school day.  

Also, the school cannot assume liability for theft or vandalism of a bicycle left in the schoolyard during the day.  

Teachers will make reasonable efforts in their supervisory responsibilities to keep children from tampering with 

bicycles at recess periods. 
 

Safety for wearing ñheeliesò should also be reviewed with your child.  Wheels must be kept inactive in the closed 

position during all times in the school building and on school grounds. 
 

The safety of bus students requires high standards of conduct and behavior, both at the bus stops and while riding 

the bus.  The students, while on the bus, are subject to the directions of the bus driver and bus safety rules.  Those 

students who habitually disregard the safety of themselves and others will be denied the privilege of school bus 

transportation.  Students should sit flat and not stand until the bus is completely stopped. 
 

Written bus conduct reports about children who disregard the safety and welfare of other riders will be sent home to 

parents.  It will be the principal's practice to meet with the child about such incidents and to take appropriate action 

to see that the behavior is improved.  First reports will be treated as a warning; second reports will warrant an after 

school detention; all subsequent reports will result in suspension of bus riding privileges. 
 

To insure the maximum safety in the event of fire within the school building, fire drills are conducted regularly 

during the year.  From the first day of school, directions for a prompt and orderly exit are reviewed in each 

classroom so that pupils will be prepared in case of emergency. We also review shelter in place procedures with our 

students should they have to stay in the building to remain safe. For example, there was a bear siting in the area 

during one school year and we had to notify the students and staff that we were in a shelter in place pattern and that 

no one was to go outside the building. We keep this simple so that the procedure is not threatening to any child, yet 

safely in place. We review with staff steps for a lock down and evacuation as well and students would be led by 

responsible adults during any such emergency.  
 

Dogs and pets on school grounds can be a real threat to safety.  At the least, they constitute a nuisance to the people 

and activities which take place there.  Even the most docile and affectionate animal can become confused and over-

excited among groups of active children.  For this reason, the town and state have imposed strict regulations 

prohibiting dogs and pets from school grounds during the day.  Please see that your family pet does not wander 

onto the grounds during the day. 

 



 

 

Dropping off/Picking up Children  
 

Parents who opt to drive children to and from school may use the driveway (one way counter clockwise), but they 

are cautioned to use extreme care at all times.  They must never pass a bus that is boarding or unloading children or 

when lights are flashing. 
 

THERE ARE NO WAYLAND LATE BUSES.  Parents wishing to pick up their children at the conclusion of 

school directed activities may do so in the driveway between 3:05 and 3:20.  During this period there will be 

supervision by a member of the school's staff. 
 

Bus arrivals and departures are supervised by school staff.  During these relatively short but intense periods, 

supervisors must give their full attention to the many children arriving and departing school.  In the name of safety 

we ask that parents not engage them in conversation during these times. 

 

 

SCHOOL BUSES 

 

Policy Statement For Use Of Seatbelts On School Buses 

 

The Wayland School Committee will have seat belts installed on Town-owned school buses and those buses 

in regular service by the Town's school bus contractor as a convenience for those students who choose to use 

seat belts.  The contractor's reserve buses, which are available to the Town for emergency use, may not be 

equipped with seat belts.  State law provides that a percentage of students on a school bus will be permitted 

to stand and this practice will continue.  A student's use of seat belts, therefore, is neither guaranteed nor 

compulsory.  Though seat belt use is entirely voluntary, parents will be notified of the availability of seat 

belts on certain buses and students will be instructed in their proper use at the beginning of the school year. 

 

Guidelines for Instruction In Seat Belt Use 

 

The decision to use seat belts will be made solely by students and their parents.  To enable students to carry out a 

decision to use seat belts, the school shall instruct students as to their use.  This instruction shall consist of three 

parts: 

 

¶ Instruction in the proper use of school bus seat belts will be added to current classroom instruction in safe 

riding practices. 

¶ Students riding school buses will be instructed in the use of the seat belt at the commencement of the school 

year. 

¶ The twice-yearly on-bus emergency evacuation drills will include instruction in and testing of students' 

ability to unfasten their seat belts in an emergency situation. 

 

Busing Policies 
 

Students in Kindergarten through grade 6 living more than two miles from their districted schools are eligible to 

receive town-paid transportation.  Students in Kindergarten through grade 6 living less than two miles from 

their districted schools and all students in grades 7 to 12 are eligible for fee-based transportation, based on space 

availability.  

 

The transportation fee for the 2019-20 is listed on the district webpage with many other important district-wide 

information. 

 

For your convenience, there are two ways to register for school bus transportation: On-line Registration and 

Mail-in Registration: 



 

 

 

On-line Registration -   Register for school bus transportation and pay the transportation fee on-line via  

UniPayGold at  https://unipaygold.unibank.com/Default.aspx?customerid=741 

There is a $0.25 charge for payment by electronic check and an additional fee for payment by credit or debit 

card. For more information, the fee schedule is posted on the UniPayGold website. 

 

Mail -in Registration - Complete the 2019-2020 School Bus Registration form found at   

http://www.wayland.k12.ma.us/administration/student_transportation and deliver the form with a check made 

out to ñWayland Public Schoolsò to the Transportation Office, Wayland Public Schools, 41 Cochituate Road, 

Wayland MA 01778-0408.  Forms will also be available in the Transportation Office.   

 

Financial assistance is available for eligible families. The application form and information about financial 

assistance is available on the Student Transportation Page on the school districtôs website.  Please submit your 

application for financial assistance on or before June 22, 2019. 

 

Late registration is subject to the availability of space regardless of town-paid or fee-based status.  Bus routes 

and bus stops are based on registrations received by the June 22, 2019 deadline.   

 

Bus passes will be issued by the end of August, upon payment in full, qualification for free service (K-6 

students who reside more than two miles from their school), or approval for financial assistance (completed 

application required for determination of approval).  For the safety of all, student riders will be asked and must 

present bus passes to drivers before boarding. 

 

For more information about school bus transportation, please contact the Wayland Public Schools 

Transportation Coordinator, Susan Bottan, at Susan_Bottan@wayland.k12.ma.us. 

 

It is measured by using the walking route from the center line of the public way in front of 

the childôs home to the bus drop area of their assigned school. The Town of Waylandôs 

Geographic Information System data is used for determining these distances and has been 

imported into the districtôs transportation routing software for calculating distances. 

 

Bus routes will be established with reasonable revisions to current routes, based on the 

number of riders, their residences and space availability on buses for the 2018Ȥ2019 school 

year. Routes are finalized and published in late August. 

 

The parent(s) or legal guardian(s) of elementary school children who voluntarily attend a 

school outside of their assigned district are responsible for transportation to and from 

school. They may purchase a bus pass for their child by requesting assignment to an 

already established bus route serving their childôs school. 

 

Parents must complete a transportation registration form for every child, whether or 

not they intend to use school bus transportation and whether or not their child is eligible 

for transportation solely at district expense. A bus registration form is required for every 

student attending the Wayland Public Schools. This enables the School Department to 

appropriately plan transportation routes for the coming school year. 

 

Additional transportation registration forms are available on the districtôs website at 

http://www.wayland.k12.ma.us/district/district_info/departments/transportation/index.htm 

or from the School Departmentôs Business Office (2nd floor, Wayland Town Building). 



 

 

 

Every student who either pays a fee or is eligible for free transportation will be issued 

a bus pass that s/he must show each day upon entering the bus. The pass entitles the 

student to bus ride to and from school on an assigned bus with an assigned bus stop. Bus 

passes will be mailed to families approximately 2 weeks prior to the start of school in 

September. New bus passes are issued each year. 

 

In the event a student loses a bus pass, a duplicate pass may be obtained from the School 

Departmentôs Transportation Office for a $10.00 replacement fee, payable by check or 

money order only. (No cash is accepted.) 

 

Parents who opt to purchase a pass for their child later in the year, provided space is 

available on the bus serving their neighborhood, will be required to pay the full dollar 

amount of the fee. There is no proȤrating of the fee until the second half of the school year. 

 

No refund will be issued unless the student unȤenrolls from the Wayland Public Schools 

prior to the start of the school year. Once a child has been registered for feeȤbased 

transportation, the parent or guardian has agreed to pay the full cost of the seat for the full 

year, regardless of how often the child chooses to use this service. 

 

A full payment is due for each feeȤbased rider along with the studentôs Transportation Registration Form.  

 

The district accepts credit card payment for transportation fees. Details are spelled out on 

the 2019Ȥ2020 registration form. 

 

The School Committee has established an incomeȤbased waiver program for feeȤbased 

riders that offers reduced fees to qualifying families. An explanation of the Financial 

Assistance program and an application form can be found on the districtôs website at: 

http://www.wayland.k12.ma.us/district/district_info/departments/transportation/index.htm 

or at the School Departmentôs Business Office (2nd floor, Wayland Town Building). 

 

A fee of $25.00 will be assessed and must be paid in addition to the bus fee before a 

bus pass will be issued. 

 

In order to plan the bus routes and prepare passes for mailing in August, the Business 

Office must receive all transportation requests by the June deadline, excepting those from 

families who move to Wayland after the deadline has passed. 

 

Students may only ride their assigned bus. Transportation to social events, play dates, 

day care or religious classes is not permitted. For an additional fee of $90.00 for the school 

year, we offer a second pass, based on space availability, to students with two residences in 

Wayland. 

 

Due to the narrow width of the school bus aisle and the height of the seat backs, no 

large instruments (e.g. cellos, French horns), large projects or large objects may be brought 

on the bus. In addition, a child must be able to carry and contain any and all items between 

his/her legs or on his/her lap during the course of the ride to and from school. 

 

Out of concern for the safety of students, particularly those who suffer from life-threatening allergies, food, 

including any type of candy or gum, and drinks are strictly prohibited from consumption on the school bus. All 

food, drink and candy must remain contained while on the school bus. 



 

 

 

If your child has lost an item on the school bus, call the First Student Contract Manager at (508) 358Ȥ7543. 

 

Questions and concerns about the day-to-day operation of the school bus should be directed to the First Student 

Contract Manager at (508) 358Ȥ7543. 

 

Exceptions 
. 

¶ Instances of family emergencies as reported by written note or telephone to the principal will be considered. 

¶ In the case of a temporary medical emergency, a walker may be considered for transportation as deemed 

necessary by the school principal or school nurse. 

 

EMERGENCY CLOSING OF SCHOOL  

 

The closing of school because of bad weather or other severe emergencies will be announced during early morning 

broadcasts on WBZ, WEEI and WHDH radio. Although it is unlikely to occur, parents should be prepared for an 

emergency school closing before the usual dismissal time.  Children should know where to go if you are not at 

home.  In the event children are confused or upset in such situations it is the school's policy to keep them at school 

until parent contact is made. 

 

In the event that school has to close early during the course of a school day, we will use a calling system and email 

notifications. Please make sure that the office has your best and most immediate contact information to be used in 

any emergency situation.  

 
 

 

ABSENCE AND TARDINESS 

 

Massachusettsôs school law requires that all school-age children attend school.  When a child is 

absent from school, whether it is for part of the school day, a full day or several days, it is the 

responsibility of the school to record the absence in its attendance register.  It is the responsibility of 

the child's parent or guardian to notify the school, in writing, of the reasons for the absence. 

 

Tardiness, since it is a partial absence, is covered by the same policy that relates to general absence.  Parents who 

know that their child will be late in arriving at school should send a note, with the child, stating the reason for the 

tardiness.  In this way, the school knows that the parent is aware of the situation and the reasons for it. 

  

All cases of continued or excessive absence and tardiness are referred to the Director of Pupil Services (Truancy 

Officer), a Public Health Nurse and the principal for investigation. 

 



 

 

SAFE-TO-SCHOOL PROGRAM 
 

If your child will be absent or tardy, you must call the Happy Hollowôs attendance line: 

 

Á Call 508-358-8641 EXT 1, the Happy Hollow Safe-to-School line, before 8:00 a.m. if your child will be 

late or absent from school.  You must call even if youôve notified your childôs teacher of the 

absence/tardy. 

 

Á State your childôs name, teacherôs name, and date(s) of absence or late arrival.  Feel free to report future 
scheduled absences/late arrivals ahead of time. 

 

Á Each morning, we will reconcile attendance records with messages left on the Safe-to-School recorder.  

If a child is absent and we did not receive a call, we will call the childôs parent/guardian. 

 

MESSAGES TO CHILDREN 

 

It is sometimes necessary for parents to call the school to ask that a message be delivered to children.  Every effort 

should be made, before the child leaves home in the morning, to see that he or she has information about changes in 

the after-school routing.  It is the school's policy however, to try to deliver all messages just prior to dismissal every 

afternoon. 
 

Also, if a forgotten homework paper, book, lunch, etc., is dropped off at the school office after the teaching day has 

begun, children will be encouraged to stop at the office to see if the article is there.  The classroom will not be 

routinely interrupted for such announcements. All emergency messages will, of course, be delivered at once. 

 

VISITING THE SCHOOL  
 

Parents are encouraged to visit the school. You must sign in and report where you are going and let the office know 

when you exit  We request that the classroom teacher be informed as to the day and time of visits so as to avoid any 

conflicts with the school schedule.  In visiting classrooms, parents must realize that the teacher's first responsibility 

is to the children, and the teacher will be unable to converse at any length with the visitor.  If a conference is 

desired, arrangements will be made for an appointment, either before or after school hours. Please remember that 

all visitors must report to the main office upon entering the building.  They will be required to sign in and state their 

business in the building.  

 

FIELD TRIPS  
 

Trips of varied educational nature are part of each teacher's program. Well in advance of a trip, parents will be 

notified of all the necessary information.  Trips may vary from class to class. Teachers and volunteer parents 

supervise groups.  Transportation may be by bus or in individual cars, depending on the size of the group and its 

destination.  No students will be allowed to participate unless a signed parental permission slip is returned to the 

school before the trip takes place.   

 

AFTER SCHOOL CHILD CARE PROVISIONS  
 

Children receive after school supervision from a wide and varied group of providers.  Most go directly home at 

dismissal, but many go elsewhere.  It has become virtually impossible for the school to keep track of children's after 

school schedules particularly when they change from day to day.  Parents are therefore encouraged to write notes to 

teachers so as to avoid confusion at dismissal.  Also, in the absence of clear directions from parents about where to 

go at a day's end, children must be encouraged to speak up and make their confusion known.  Rather then send a 

child off with doubt, the school will keep the individual in its care until parents or day care providers have been 

contacted. 

 



 

 

RECESS SCHEDULES & MORNING SNACKS /Birthday Treats and Special Celebrations Involving Food: 

 

At mid-morning all children receive a 10-15 minute break from schoolwork.  This is also the designated snack 

time. For those that have an early lunch, the short recess break may be in the afternoon.  

 

Due to the many serious peanut allergies at Happy Hollow School, we ask that you not send a morning snack that 

has peanut or peanut products as an ingredient. 

 

LUNCH PROGRAM  

 

Lunch and recess are 50 minutes.  Children will eat lunch before recess Times for each grade are as follows: 

Lunch Periods   

(Times include lunch period and recess) 

 

Grade Start  End 

4 10:30 to 10:55 

1 10:55 to 11:20 

5 11:25 to 11:50 

K 11:50 to 12:10 

2 12:10 to 12:35 

3 12:35 to 1:00 
 

The Happy Hollow cafeteria serves a non-profit lunch consistent with the standards of the National School Lunch 

Program.  A half-pint of milk alone is available for to those children who wish to bring their lunch from home. 

Complete lunches or milk must be paid using a scan card.  The system is a prepayment system, in which all 

students are issued ID cards.  A complete monthly menu is sent home at the beginning of each month and is 

published weekly in The Town Crier, and The MetroWest Daily News or found online at 

https://www.wayland.k12.ma.us/administration/food_services/lunch_menu. Elementary school lunch costs $3.50 

with $0. 75 - $1.00 a la carte options. 
 

Students who wish may bring peanut products for lunch.  Peanut free tables are available for all who require such 

protection.   

Free or reduced-price lunches are available to qualifying families.  If you feel you may be eligible, additional 

information may be obtained at the school office. 
 

Please be aware, that in Compliance with the new state guidelines, the Wayland Public Schools Food Service 

Department has implemented the following policies: 
 

*All students who purchase lunch will be required to take at least ½ cup serving of fruit or vegetable on their 

tray 

* 4 ounce juice or 8 ounce water can be purchased, but it cannot be a replacement for 1% or fat-free milk 

(except with a valid physicianôs note).  A la carte milk can also be purchased.  

*Juice, Water, Seltzer and Milk can be purchased using the Nutrikids prepaid lunch account, but if you prefer to 

restrict your child from doing so, please notify the Food Service Department at 508-358-7904 or 

Cheryl_Judd@wayland.k12.ma.us, and we will place a restriction on the account.    

*Under the National School Lunch Program, we are required to offer a meat/meat alternate (8-10 ounces/week); 

a grain (8-9 servings/week); vegetables (3 ¾ cups/week); fruit (2 ½ cups/week) and milk (8 ounces/day).   

https://www.wayland.k12.ma.us/administration/food_services/lunch_menu
mailto:Cheryl_Judd@wayland.k12.ma.us


 

 

SCHOOL LIBRARY MEDIA CENTER  
 

The Happy Hollow School Library is maintained for the use of all students and teachers.  It contains an up to 

date collection of books, reference materials, periodicals, and recorded books - all accessible from the 

computerized catalog network. We also have World Wide Web access, subscriptions to on-line encyclopedias 

and connections to the Minuteman Library Network. 

 

Students may access the library during their regularly scheduled library class or at other times when the 

librarian is present. Students are expected to take care of borrowed materials and return them in a timely 

manner. Damaged or lost books are replaced at the parents' expense. 

Students who have not paid for lost books or have overdue books forfeit their privilege to borrow additional 

books. 

 

The Grades 1-5 Library Media Curriculum consists of a sequential progression of skills, which integrate 

literature, information, and technology skills with grade level curriculum topics. The goal of the program is to 

prepare students to become independent, lifelong learners by fostering an appreciation of good literature and an 

understanding of the tools needed for research. 

 

VOLUNTEERS 
 

The Happy Hollow School welcomes volunteers in its programs.  Principal areas of volunteer services include the 

Library, computer lab, our Just Like Me Program, and some classrooms as deemed necessary and beneficial by 

the classroom teacher. The opportunities are many and varied.  Those interested in participating in a volunteer 

program should contact the PTO Volunteer Services Chairperson or the classroom teacher directly. 

 

STUDENT TELEPHONE USE 

 

The school telephone is reserved for official business only.  Outgoing calls by students are allowed only on an as-

needed basis to be determined by the office, classroom, guidance and special needs staff. 

 

LOST AND FOUND 

 

Nothing is truly lost if the child's name is on it, for it can be returned to the owner.  However, all unclaimed articles 

will be kept in collection containers in the hallway.  The containers will be labeled by type of clothing for easy 

retrieval.  At the end of the school year, all unclaimed items are sent to a charitable organization.  While the school 

attempts to maintain reasonable safeguards over student property, it cannot guarantee against loss or theft. 

 

The sooner an item is reported as lost, the more likely it is to be found.  Please notify the teacher immediately when 

something is missing so she/he can help your child initiate a search.  Also, children are discouraged from bringing 

large amounts of money or valuable possessions to school.  When they are brought to school, please ask your child 

to give them to the teacher for safekeeping. 

 

PHYSICAL EDUCATION  
 

For safety reasons, sneakers are required for all indoor and outdoor physical education activities. 
 

The school does not have a locker room where children may change and properly store clothing.  Children are, 

therefore, encouraged to wear comfortable clothing that is appropriate for physical education activity. 



 

 

GIFTS TO STAFF MEMBERS 

 

Pupils, parents, and other patrons of the Wayland Public Schools shall be discouraged from the presentation of gifts 

to school employees. 

 

State law provides that gifts in excess of $50.00 per year per family to a public employee are improper and must 

be reported to the State Ethics Commission, and gifts of $200.00 or more to either individual schools or 

classrooms must be presented to the School Committee for approval and acceptance. The State Ethics 

Commission takes the position that its rule applies equally when a group of parents combine resources for a 

single gift if the value is more than $50.00. It is important to note that staff members who accept gifts in excess 

of the stateôs $50.00 notification requirement or the School Committeeôs $200.00 limit risk being cited by the 

state or disciplined by the administration for failure to comply with established policy and/or state law. 

 

The School Committee shall consider as always welcomed, and in most cases more appropriate than gifts, the 

writing of letters to staff members expressing gratitude or appreciation. 

 

The Committee also suggests that as a means of expressing gratitude a cash donation may be made to the Wayland 

Public School Foundation in honor of a particular staff member.  Wayland staff will be advised in writing that a 

contribution has been made in their honor.  No specific information will be sent about contribution amounts or 

names of contributors. 

 

The Foundation has been instrumental in funding district-wide school projects that have added resources for 

students at all levels of the system.  Contributions made to the Foundation are tax deductible. 

 

The school system's policies are not intended to discourage acts of generosity or simple remembrances expressive 

of gratitude or affection. 

 

 

 

 

SCHOOL-RELATED PROBLEMS AND CONCERNS 

 

From time to time, parents may have problems or concerns that they wish to bring to the attention of appropriate 

school officials.  To assist parents in this regard, the following general guidelines may be helpful: 

 

¶ The parent should first raise any concern regarding a school-related matter with the staff member most 

directly involved. (i.e. questions regarding the content of instructional materials or homework assignments 

should be raised with the teacher involved.) 

¶ If the matter remains unresolved, the parent may wish to speak with the building principal.  Appointments 

can be scheduled by contacting the office of the principal involved. 

¶ If the matter still is unresolved, the parent may wish to speak with the superintendent.  For an appointment, 

simply contact the superintendent's office (358-3774 or write: Superintendent of Schools, P.O. Box 408, 

Wayland, MA  01778). 

¶ If the matter still remains unresolved, the parent may wish to bring it to the attention of the School 

Committee by requesting that the superintendent, as the executive officer of the School Committee, place 

the matter on the agenda, or by communicating directly with the Chairman of the School Committee. 

 



 

 

The following are examples (not an all-inclusive list) of issues, which are more-appropriately raised at the levels 

indicated. 

 

Teachers: 

¶ Student homework assignments, quizzes, and tests 

¶ Course content, instructional materials 

¶  Issues related to student discipline 

 

Guidance Counselors: 

¶ placement information 

¶ Course selections and students' schedules 

¶ Personnel matters relating to students 

¶ Problems between school and home 

¶ Problems between teacher and pupil 

 

Principals: 

¶ Any issues arising out of a school building when no other staff member can be specifically 

identified 

¶ Student placement issues 

¶ Instructional and co-curricular program issues 

¶ Matters relating to the physical plant 

¶ Complaints, dissatisfaction, or concerns regarding school personnel 

¶ Student records 

 

Superintendent: 

¶ Any questions regarding School Committee policies and administrative   

Procedures 

¶ School Committee meeting and agenda items 

¶ Any school system records or documents 

¶ Budgetary matters 

¶ Hiring and supervision of staff 

¶ Instructional Program 

¶ Complaints, dissatisfaction, or concerns regarding school personnel or services which have not 

been resolved at the principal's level 

¶ Suggestions or requests for changes in the curriculum 

¶ Transportation matters 

 

School Committee: 

¶ Any matters pertaining to policy 

¶ Requests for specific courses and programs 

¶ Complaints regarding school personnel services 

¶ School Committee minutes and agenda items (Chairman of School Committee) 

¶ Budgetary matters 

 



 

 

HAPPY HOLLOW HOMEWORK GUIDELINES: 
 

During the 1999-2000 school year, the Happy Hollow School Council studied the issue of homework practices.  

As a result of its survey of parents and after faculty deliberation, a revised set of practices was drafted.  What 

follows is an outline. 
 

Homework is a normal and expected part of school life.  Its purpose is to practice class work, to deepen a 

studentôs knowledge about a topic of study and to develop solid work habits where the student learns to manage 

independent study time.  Often, homework is assigned by the teacher with instructions that it be completed by 

the next day or by a specific, short term due date.  Teachers may also assign a packet of homework on a weekly 

basis with the intention of parts being completed on designed days during the week.  In our schoolôs two upper 

grades, more involved homework projects may be assigned over several weeks.  These will be organized and 

outlined by teachers with clear instructions as to when each part is due.  Teachers will regularly check with 

students in class about their progress.  Depending on the topic and interest of the class or of individual students, 

a fourth type of homework may be assigned which provides a challenge or an extension of class activities.  

Teachers will make clear to students and parents as to whether these are mandatory or optional.  They will most 

often be assigned in addition to rather than in place of other regularly assigned homework.   

 

The Parent Connection with Homework 
 

Most parents accept the necessity of homework as part of school life.  Experience has shown that while 

homework may be routine for one student, it is sometimes a source of stress and avoidance for others.  Teachers 

are aware no two students approach any assignment the same way.  Parents play a crucial role in the 

homework/school alliance by creating an atmosphere of support.   Establishing a homework routine, a space for 

study and a set of ground rules are key at the beginning of the year.  This may include variables such as 

playtime, television, telephone use and other recreational out-of-school factors.  These ground rules are best 

when they are worked out jointly between parent and child.  They should be reviewed regularly with the intent 

of becoming an integral part of home life. 
 

Parents can best help children with homework when they coach, encourage or assist by clarifying instructions.  

They should not do the homework for their child, nor should they sit with or hover over the child for the entire 

time.  The goal is to gradually lead children to a place of greater independence.  This growth develops slowly 

and it requires patience and practice. 

 

The Issue of Time on Task 
 

The greatest parental complaint about homework is that some children take excessive amounts of time to 

regularly complete assignments.  Claims that children have ñno time for playò require contact with the teacher.  

While there are different factors at work that may extend the approximate time predictions estimated by 

teachers, children must have time for after school exercise and play.  Even at Grade 5, no child should regularly 

exceed one hour in completing home assignments, provided there is reasonable and consistent application.  In 

such cases where this is a problem, contact with the teacher is essential.  Modifications in homework 

expectations may be necessary for certain children.  These must be worked out with teachers. 

 

 

 

The Place for Reading At Home 

 

Teachers at all grades encourage regular reading practice at home.  This increased fluency, comprehension and 

confidence.  In the earliest grades this may take the form of parents reading aloud to children where time is left 

for questioning, discussion of story content or predicting outcomes.  As a childôs skill develops, taking turns in 

reading aloud is good practice.  Above all, when adults in any home read as a way of life, children most often 

follow. 



 

 

 

Expectations by Grade Level 

 

Kindergarten  ï Parents should read to kindergartners aloud daily; they should integrate counting, letter and 

number recognition into daily living tasks.  Occasionally students are asked to bring small projects into school. 
 

Grade 1 - Homework time usually means working with family members.  Independent reading or reading aloud 

is recommended 10 minutes daily.  This shifts from very little at the beginning of the year to 10 minutes toward 

the end of the year.  Spelling word practice, 10 minutes daily, begins in the second half of the year.  Occasional 

math assignments throughout the year as well as special projects are assigned throughout the year. 
 

Grade 2- Homework should not be a chore but rather a time to work together.  Each teacher has his or her own 

way of structuring assignments; all successful home activities depend on parental follow-through.  Independent 

reading or reading aloud should occur for 10-20 minutes a day.  In addition, approximately 10 minutes of 

language art or math practice will be assigned several times a week.  Some long-term projects throughout the 

year can be expected. 
 

Grade 3 - Third grade is a transition year for homework.  Each evening will include independent reading, at 

least one other subject, and regular skills practice.  As the year progresses, the demands and expectations in 

terms of time and content will increase.  Occasionally, long-term projects are assigned which will be broken 

down into small units and checked by the classroom teacher. 
 

Grade 4 - Students will be assigned 15-20 minutes of math and 15-20 minutes of language arts work 4 times a 

week.  All students are expected to read independently for at least 20 minutes each evening.  Several times 

throughout the year, long-term assignments are given requiring some work at home.  
 

Grade 5 - Homework is assigned in two or more of the major subjects nightly, Monday through Thursday.  In 

addition, students are encouraged to read nightly for 20 minutes from an independent reading book.  There is an 

expectation that a minimum of one independent book be completed each month.  Additionally, fifth grade 

students are expected to learn to manage long-term assignments.  In order to facilitate this, long-term 

assignments are broken down into short, more specific tasks and checked regularly.   
 

 

OTHER INQUIRIES  

Discussion of the academic program exceeds the scope of this handbook.  Inquiries related to any phase of the 

educational program may be directed to the school office or to the office of the superintendent. 

 

The Wayland School Committee meets at the Town Administration Building on the second and fourth Mondays of 

the month.  The stateôs open meeting laws govern these sessions.  Visitors are welcome, and two intervals during 

each meeting are put aside for comments from the public. 



 

 

CHAPTER 622 

 

The following legislation affecting the public schools was passed in August 1971.  This law, Chapter 622 of the 

General Laws Acts of 1971, is referred to as "An Act to Prohibit Discrimination in the Public Schools".  The law 

reads as follows: 

 

   No person shall be excluded from or discriminated against in admission to a 

public school of any town, or in obtaining the advantages, privileges and 

courses of study of such public school on account of race, color, sex, religion 

or national origin. 

 

This law, as does Federal Law Title IX, makes it clear that all aspects of public school education must be fully open 

and available to members of both sexes and of minority groups.  No school may exclude a child from any course, 

activity, service, or resource available in that public school on account of race, color, sex, religion, or national 

origin of such child. 
 

On June 24, 1975, the State Board of Education approved regulations for Chapter 622.  These regulations address 

five areas of school policy: school admission, admission to courses of study, guidance, course content, and 

extra-curricular and athletic activities. 
 

If you have any questions or concerns regarding Chapter 622, please do not hesitate to contact Mr. Graham.  Copies 

of the law and the regulations can be obtained from the Bureau of Equal Educational Opportunity, 182 Tremont 

Street, Boston, MA 02111 (727-5880). 
 

Parry Graham, Assistant Superintendent of Schools, has been appointed as the Coordinator of Chapter 622 and 

Title IX programs for the Wayland Public Schools.  If after contacting the principal relative to any Chapter 

622-related issue, you have further concerns or questions, you may contact Mr. Graham by telephoning 358-3772. 

 

 

HEALTH  
 

The responsibility for the student's health and well-being rests with the family.  School health programs supplement 

the efforts of the family and the private physician by providing an expanded health team consisting of school and 

health personnel. 

A school nurse is on site daily, between 8:45am and 3:00pm. 
 

The school attempts to provide a safe and healthy environment for the student.  If an accident or sudden illness 

occurs at school, the school nurse will administer first aid and notify the parent so that the student may be taken 

home or to a private physician. In serious emergencies, the student will be transported to the nearest hospital by 

ambulance and the parent(s) will be notified.  For these reasons, it is important that parents provide the school with 

the following information to be included on the student verification form: 
 

¶ The address and telephone numbers where parents can be reached, both at home and at work. 

¶ The name, address, and telephone number of a neighbor or nearby relative who has agreed to assume 

responsibility when parents cannot be reached. 

¶ The name, address, and telephone number of the family physician. 

¶ The school will give no treatment, other than first aid.   

 

Children who are ill should not attend school nor should students return to school after recovering from an illness 

until they are able to participate in the total school program.  If any modifications of the school program need to be 

made, the parent and private physician should inform the school.   

 



 

 

When should a student stay at home: 

¶ If your child has vomited due to illness; they should remain out of school for a minimum of 24 hours after 

vomiting has ceased 

¶ If your child has a fever of 100.4 degrees F or higher; they should remain out of school for 24 hours after 

the fever is gone without fever reducing medication 

¶ If your child has been treated with an antibiotic for a contagious infection they need to be on an antibiotic 

for at least 24 hours before returning to school 
 

Medication Policy 

Children should never carry medication in school. Only the school nurse can administer medication. Whenever 

possible, a childôs medication schedule should be arranged so that it may be taken at home. 
 

When children need to take medication during school, parents must bring the medication, along with a 

completed medication order/permission form signed by both a parent and the childôs physician, to the school 

nurse. Medication forms can be obtained from the school nurse or from a link on the Happy Hollow School web 

page under Health Services/Forms. 
 

All medication-both prescription and over the counter- must be in its original container.(you may ask your 

pharmacist for a school bottle). Prescription medication must have the pharmacy label. Prescription medication 

given for 10 days or less does not require a written doctorôs order. They do however, require written parental 

permission and must be in an original container from your pharmacist. 
 

This academic school year over the counter medications may be administered by the school nurse with parental 

permission. These include: ibuprofen (motrin), tylenol (acetaminophen),benadryl, tums, bacitracin, neosporin , 

and hydrocortisone 1% cream. Parent permission has to be signed on the student verification form filled out 

each September. 
 

Reactions to Insect Stings & Allergic Reactions 

If your child has been diagnosed by a physician with a life-threatening allergic reaction, and requires an 

Epinephrine (Epi-Pen), please notify the school nurse. A doctorôs order and parent permission form must be 

completed at the start of each academic school year and submitted to your school nurse. Forms may be obtained 

from the school nurse, or from the link on the Happy Hollow School web page under Health Services/Forms. 

Head Lice (Pediculosis) 

Head lice are found worldwide and are common among children attending elementary schools. It is parental 

responsibility to be checking your childôs head daily for the detection of head lice. The school nurse should be 

notified if your child has an active case of head lice, and the student must be treated.  

The school nurse is available as a resource to help families when needed.   

Physical Exams 

Reports of physical exams, including immunization records, are required for all kindergarten, new entrants, and all 

students in grades 4,7, and 10.If a medical reason precludes immunization, a physicianôs written statement to this 

effect must be presented before the child is admitted to school; if there is a religious reason, a written statement 

must be submitted by the parent before admission. Studentôs immunizations must all be up to date to attend school.  

Health Screenings 

The Massachussetts Department of Public Health requires screenings as follows: 

¶ Vision Grades 1-5; K+ must have an eye exam by their physician and documented on the physical for 

school entry 

¶ Hearing Grades K-3 

¶ Scoliosis Grades 5 

¶ BMI (height & weights) Grades 1 and 4 

Parents/guardians will be notified in writing, only if the student does not pass the screening. 

Please contact the school nurse at 508-358-8648 with any questions. 



 

 

 
CIVIL RIGHTS LEGISLATION 
 
Title I: Title I of the Americans with Disabilities Act of 1990 

Prohibits discrimination, exclusion from participation, and denial of benefits on the basis of disability in the areas of 
employment. 

Title II: Title II of the Americans with Disabilities Act of 1990 

Prohibits discrimination, exclusion from participation, and denial of benefits on the basis of disability in the 
areas of educational programming and activities. 

Title VI: Title VI of the Civil Rights Act of 1964 

Prohibits discrimination, exclusion from participation and denial of benefits based on race, color, and national 
origin. 

Title IX: Title IX of the Education Amendments of 1972 

Prohibits discrimination, exclusion from participation, and denial of benefits based on sex. 

MGL, Ch. 76, Section 5: Massachusetts General Laws, Chapter 76, Section 5 
Prohibits discrimination in all public schools on the basis of race, color, sex, national origin, religion, and sexual 
orientation.  

Section 504: Section 504 of the Rehabilitation Act of 1973 
Prohibits discrimination, exclusion from participation, and denial of benefits based on disability. 

 
Contact Personnel   
 

 
DISTRICT CLAYPIT HILL HAPPY HOLLOW LOKER MIDDLE SCHOOL HIGH SCHOOL 

Title I 
Parry Graham 

358-3773 
Christie Harvey 

358-7401 
Tricia OôReilly 

358-8641 
Brian Jones 
358-8601 

Betsy Gavron 
655-6670 

 Allyson Mizoguchi 

358-7746 

Title II 
Parry Graham 

358-3773 
Christie Harvey 

358-7401 
Tricia OôReilly 

358-8641 
Brian Jones  
358-8601 

Betsy Gavron 
655-6670 

Allyson Mizoguchi 358-7746 

Title VI 
Parry Graham 

358-3773 
Christie Harvey 
Michael Hehir 

  
Tricia OôReilly 

Beth Santomenna 
 
 

Brian Jones 
Laurel Pirelli 

 Betsy Gavron 
George Benzie 

 

Allyson Mizoguchi Marybeth 
Sacramone 

  

Title IX 
Parry Graham 

358-3773 
Christie Harvey 
Michael Hehir 

Tricia OôReilly 
Beth Santomenna 

 

 Brian Jones 
Laurel Pirelli 

Betsy Gavron 
George Benzie 

 

Allyson Mizoguchi Marybeth 
Sacramone 

MGL, 
Ch. 76 

Parry Graham 
358-3773 

Christie Harvey 
Michael Hehir 

Tricia OôReilly 
BethSantomenna 

 

Brian Jones 
Laurel Pirelli  

Betsy Gavron  
George Benzie 

 

Allyson Mizoguchi Marybeth 
Sacramone 

Section 
504 

Richard Whitehead 
358-3756 

Michael Hehir 
Beth Santomenna 

 
Laurel Pirelli Suzanne Bernstein Marybeth Sacramone 

  

 
 

Standardized Testing Programs 

Massachusetts Comprehensive Assessment System (MCAS2.0) ï Spring 

 

 

 

Grade 3 ELA, Math 

Grade 4 ELA, Math 

Grade 5 ELA, Math and Science/Technology 



 

 

 

Curriculum Exemption  

Massachusetts General Law Chapter 71, Section 32A 
 

Parents have the right: 

1) to exempt their children from any portion of the curriculum that primarily involves human sexual 

education or human sexuality issues, through written notification from the parent/guardian to the school 

principal; and  

2) to inspect and review program instruction materials for these curricula. 

School officials will: 

1) provide reasonable access to these materials; 

2) notify parents of curricula which pertains to sex education; and 

3) ensure that parents know how to exercise their rights relative to this law. 
 

 

 

STUDENT RECORD REGULATIONS, STUDENT RIGHTS  

 

Rights belong to students upon reaching 14 years of age or upon entering the ninth grade, whichever comes 

first. 

¶ Student records consist of two parts: the transcript (contains minimum information necessary to reflect 

the studentôs educational progress ï name; address; course titles; grades; course credit; grade level 

completed; year completed) and the temporary record (contains all other information ï standardized test 

results; class rank; school-sponsored extra-curricular activities; evaluations and comments by teachers, 

counselors, and other persons; disciplinary records). 

¶ Student transcripts may only be destroyed 60 years following graduation, transfer, or withdrawal from 

the school system. 

¶ When a student transfers, the school district should keep the original transcript and send a copy of the 

transcript to the new school. 

¶ School districts must provide written notification of the anticipated date of destruction of studentsô 
temporary records.  Notice in the newspaper is not sufficient.  Notice should be included in graduation 

packets, and must also be given to a student at the time of transfer or withdrawal from the school 

system.  (When a student leaves the system to begin home schooling, the principal should provide 

written notice.) 

¶ School districts must keep temporary records for seven years after the submission of the annual End of 

Year Pupil and Financial Reports.  The data to keep pertains to registers, pupil census, IEPs, etc. that 

substantiate figures on reports. 

¶ If immunizations are administered in the district, documentation must be kept for 10 years following the 

calendar year in which the vaccine was administered. 

¶ The school nurse should send health records of a transferring student directly to the school nurse of the 

new school. 

¶ As per 603 CMR 23.00: Student records, except for the provisions of CMR 23.07(4)(a) through 

23.07(4)(h), no third party shall have access to information in or from a student record without the 

specific, informed written consent of the eligible student or the parent.  Exceptions include the policy of 

this school to forward studentôs records to schools in which a student seeks or intends to enroll.  For a 

complete copy of regulations regarding the release of student records, you may contact your childôs 

school or see the regulations at www.doe.mass.edu/lawsregs/603cmr23/studrecscmr.html. 

 



 

 

  
File: JICFB 

BULLYING PREVENTION  

 

The Wayland Public Schools is committed to providing a safe, positive and productive educational environment 

where students can achieve his/her own highest academic standards. No student shall be subjected to bullying, 

or cyber-bullying.   

 

ñBullyingò is the repeated use by one or more students or school staff members of a written, verbal, or 

electronic expression, or a physical act or gesture, or any combination thereof, directed at a target that: 

 

ǒ causes physical or emotional harm to the target or damage to the targetôs property; 

ǒ places the target in reasonable fear of harm to him/herself, or of damage to his/her property; 

ǒ creates a hostile environment at school for the target; 

ǒ infringes on the rights of the target at school; or 

ǒ materially and substantially disrupts the education process or the orderly operation of a school. 

 

ñCyber-bullyingò is defined as bullying through the use of technology or any electronic communication, which 

shall include, but shall not be limited to, any transfer of signs, signals, writing, images, sounds, data or 

intelligence of any nature transmitted in whole or in part by wire, radio, electromagnetic, photo-electronic or 

photo-optical systems, including but not limited to, electronic mail, internet communications, instant messages 

or facsimile communications. 

 

Cyber-bullying shall also include the creation of a web page or blog in which the creator assumes the identity of 

another person or knowingly impersonates another person as author of posted content or messages, if the 

creation or impersonation creates any of the conditions enumerated in the definition of bullying. 

 

Cyber-bullying shall also include the distribution by electronic means of a communication to more than one 

person or the posting of material on an electronic medium that may be accessed by one or more persons, if the 

distribution or posting creates any of the conditions enumerated in the definition of bullying. 

 

Bullying and cyber-bullying may occur in and out of school, during and after school hours, at home and in 

locations outside of the home. When bullying and cyber-bullying are alleged, parents or guardians of students 

involved in incidents of bullying, cyber-bullying or retaliation are expected to cooperate fully with the 

administration.  

 

For the purpose of this policy, whenever the term bullying is used it is to denote either bullying, or cyber-

bullying. 

 

It is a violation of this policy for any student or school staff members to engage in Bullying, or for any 

employee of the Wayland Public Schools to condone or fail to report acts of bullying that they witness or 

become aware of.  

 

 



 

 

 

Bullying is prohibited:  

 

ǒ On school grounds;  

ǒ On property immediately adjacent to school grounds;  

ǒ At school-sponsored or school-related activities, functions or programs, whether on or off school 

grounds; 

ǒ At school bus stops; 

ǒ On school buses or other vehicles owned, leased or used by the school district; or, 

ǒ Through the use of technology or an electronic device owned, leased or used by the Wayland Public 

schools; 

 

Bullying is also prohibited at a location, activity, function or program that is not school-related or through the 

use of technology or an electronic device that is not owned, leased or used by the Wayland Public Schools if the 

act or acts in question: 

 

ǒ create a hostile environment at school for the target; 

ǒ infringe on the rights of the target at school; and/or 

ǒ materially and substantially disrupts the education process or the orderly operation of a school, as 

determined by school administrators. 

 

Prevention and Intervention Plan 

 

The Superintendent and/or his/her designee shall oversee the development of a prevention and intervention 

plan, in consultation with all district stakeholders, which may include teachers, school staff, professional 

support personnel, school volunteers, administrators, community representatives, local law enforcement 

agencies, students, parents and guardians, consistent with the requirements of this policy, as well as state and 

federal laws. The Bullying Prevention and Intervention Plan shall represent the School Districtôs philosophy of 

prevention built-on education, discipline, and intervention, and it shall set forth the administrative guidelines 

and procedures for the implementation of this policy. Such plan shall include, but not be limited to; procedures 

for reporting, responding to and investigating reports of bullying or retaliation; the range of disciplinary actions 

that may be taken against a perpetrator for bullying or retaliation or against someone for making a false 

accusation of bullying; procedures for remedying incidents of bullying and restoring a sense of safety for a 

target of bullying and assessing that targetôs needs for protection; strategies for protecting from bullying or 

retaliation a person who reports bullying or provides information during an investigation; any notification 

requirements consistent with applicable law; a strategy for providing counseling or referral to appropriate 

services for perpetrators, targets and family members; and provisions for informing parents about the School 

Districtôs bullying prevention curriculum. The Bullying Prevention and Intervention Plan shall be reviewed and 

updated at least biennially. 

 

The Principal is responsible for the implementation and oversight of the Bullying Prevention and 

Implementation Plan within his or her school. 

 

Reporting 

 

Students, who believe that they are a target of bullying, observe an act of bullying, or who have reasonable 

grounds to believe that these behaviors are taking place, are strongly urged to report incidents to a member of 

the school staff. The target shall, however, not be subject to discipline for failing to report bullying. Parents or 

guardians, or members of the community, are encouraged to report an incident of bullying as soon as possible.  

 

Each school shall have a means for anonymous reporting by students and adults of incidents of bullying. No 



 

 

formal disciplinary action shall be taken solely on the basis of an anonymous report. 

 

Any student who knowingly makes a false accusation of bullying shall be subject to disciplinary action. 

 

 

A member of a school staff (including but not limited to educators, administrators, school nurse, cafeteria 

worker, custodian, bus driver, athletic coach, advisor, advisor to an extracurricular activity, or paraprofessional) 

who witnessed or becomes aware of alleged Bullying, Cyber-bullying or retaliation shall immediately report it 

to the school principal or their designee.  

 

Investigation Procedures 

 

The Principal or their designee, upon receipt of a viable report of alleged bullying, shall promptly conduct an 

investigation. The investigation shall be completed within a reasonable amount of time from the date of the 

report. At a minimum the Principal or his/her designee shall contact the parents or guardians as to the status of 

the investigation on an as necessary basis.  

 

The school principal or a designee will use a Bullying/Cyber-bullying Report Form during his/her investigation, 

which may include interviewing the alleged target, alleged perpetrator, staff members, students and/or 

witnesses. The school principal or designee may also contact the parents or guardians of the alleged target or 

perpetrator during the investigation. 

 

Support staff shall assess an alleged targetôs needs for protection and create and implement a safety plan that 

shall restore a sense of safety for that student.  

 

If the school principal or a designee determines that bullying has occurred he/she shall:  

ÅNotify the parents or guardians of the perpetrator; 

ÅNotify the parents or guardians of the target. and to the extent consistent with state and federal law, notify them 

of the action taken to prevent any further acts of bullying, cyber-bullying or retaliation; 

ÅTake appropriate disciplinary action; and  

ÅNotify the police if the principal or designee, after consulting with the Superintendent of Schools, believes that 

criminal charges may be pursued against the perpetrator.  

 

Disciplinary actions for students who have committed an act of bullying or retaliation shall be in accordance 

with district disciplinary policies.  

 

Each school shall document any incident of bullying that is reported per this policy and a file shall be 

maintained by the Principal or designee.  

 

Confidentiality shall be maintained to the extent consistent with the school's obligations under law. 

 

Retaliation 

 

Retaliation against a person who reports bullying, provides information during an investigation of bullying, or 

witnesses or has reliable information about bullying shall be prohibited. 

 

Target Assistance 

 

The Wayland Public Schools shall provide counseling or referral to appropriate services, including guidance, 

academic intervention, and protection to students, both targets and perpetrators, affected by bullying, as 

necessary. 



 

 

 

Training and Assessment 

 

Annual training shall be provided for school faculty and staff in preventing, identifying, responding to, and 

reporting incidents of bullying. 

 

Age-appropriate, evidence-based instruction on bullying prevention shall be incorporated into the curriculum 

for all K to 12 students. 

 

Publication and Notice 

 

Annual written notice of the relevant sections of the bullying prevention and intervention plan shall be provided 

to students and their parents or guardians, in age-appropriate terms. 

 

Annual written notice of the bullying prevention and intervention plan shall be provided to all school staff.  The 

faculty and staff at each school shall be trained annually on the bullying prevention and intervention plan 

applicable to the school.  

 

Relevant sections of the bullying prevention and intervention plan relating to the duties of faculty and staff shall 

be included in the school employee handbook. 

 

The bullying prevention and intervention plan shall be posted on the Wayland Public Schools website. Each 

building principal shall be responsible for the implementation and oversight of the Plan at his or her school. The 

building principal or designee shall assist students, parents and employees of the School District who seek 

guidance or support in addressing matters relating to any form of Bullying, Cyber-bullying or retaliation. 

 

 

 

 

REFERENCES: Massachusetts Department of Elementary and Secondary Educationôs Model Bullying 

Prevention and Intervention Plan 

 

 

LEGAL REFS.:   Title VII, Section 703, Civil Rights Act of 1964 as amended 

Federal Regulation 74676 issued by EEO Commission 

Title IX of the Education Amendments of 1972 

603 CMR 26.00 

MGL 71:37O 

MGL 265:43, 43A 

MGL 268:13B 

MGL 269:14A 

 

CROSS REFS.:   AC, Nondiscrimination 

ACAB, Sexual Harassment 

JBA, Student-to-Student Harassment 

JICFA, Prohibition of Hazing 

 

JK, Student Discipline Regulations 
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Introduction  

On May 3, 2010 Governor Patrick signed an Act Relative to Bullying in Schools (M.G.L. c. 71, § 37O(b)). This 

new law prohibits bullying and retaliation in all public and private schools, and requires schools and school 

districts to take certain steps to prevent and address bullying incidents.   The law was updated in April 2014. 
 

As a result of this law, every school district in Massachusetts submitted a Bullying Prevention and Intervention 

Plan (the ñPlanò) to the Department of Elementary and Secondary Education (DESE) no later than December 

31, 2010. Plans included information about the policies, procedures, curriculum, and activities that the district 

would follow to prevent bullying and retaliation, and how to respond to bullying when it occurs.  
 

In order to develop Waylandôs Plan, we convened an Anti -Bullying Work Group (ñWork Groupò) composed 

of teachers, counselors, special education liaisons, and administrators who have worked tirelessly to meet the 

spirit and letter of the new law. 
 

Summary of our current status:  

The Work Group was pleasantly surprised when we assessed our schoolsô current readiness to prevent bullying.  

While Wayland is certainly not immune from bullying (particularly cyber-bullying) and its deleterious effects, 

our incidents of bullying are lower than national, state, and Metrowest averages.  In general, we discovered that 

our anti-bullying efforts were strongest in the elementary schoolsðwhich utilize the Open Circle program, a 

dedicated ñsocial curriculumò taught by all facultyðand the middle schoolðwhich had recently complemented 

its advisory program with a new school-wide positive behavior concept (ñBERTò).   We discovered that the 

high schoolôs prevention strategiesðincluding curriculum and staff trainingð were relatively weaker but that 

their procedures for responding to bullying were quite comprehensive.   
 

Highlights of the Plan: 

1. Reporting and investigative procedures were formalized and adopted by all WPS schools. 

2. We have mechanisms for collecting student survey data regarding bullying. 

3. New anti-bullying language is in place in all student and faculty handbooks. 

4. All staff received an introduction to the new law and our procedures. 

5. Each school implemented a full range of reporting mechanisms at all levels, including mechanisms for 

anonymous reporting, and making reporting forms more available to staff, students, and parents.  

6. Our Special Education staff were trained in the new requirements of the law; they modified IEPs as required. 

7. The acceptable use policy (for technology) was updated to include cyber-bullying. 

8. We developed a core of bullying ñtrainersò which trained all staff at the high school. 

9. Anti-bullying curriculum is in place at the elementary and middle schools. 

10. All schools have excellent resources and referral processes for students and families in need of additional supports 

(e.g., Student Study Teams, partnerships with Wayland Youth and Family Services, etc.). 

11. Elements of the intervention plan were presented to parents at all schools. 

Future work/known challenges: 

12. The high school is adopted a cyber-bullying prevention curriculum the following year.  The 

implementation of this curriculum required reallocating resources, particularly within our wellness and 

homeroom programs. 

13. The high school adopted a strategy of actively promoting student-led school climate initiatives (e.g., 

revised Freshman orientation experiences, ñbuddy homerooms,ò and events like ñRachelôs Challengeò).  

However, some of these initiatives are no longer at the school, being replaced by other initiatives, e.g. 

advisory.  



 

 

14. Providing on-going, high-quality education to a wide spectrum of parents has occurred, however, present 

an ongoing challenge at all levels. 

15. We have the following recommendations for the School Committee at that time: 

a. Expand the districtôs definition of bullying to include ñretaliationò 

b. Policy should note the role of parents-especially those of aggressors-in stopping bullying behavior. 

c. Adopt language that notes a ñphilosophy of prevention built on education, discipline, and interventionò 

d. Adopt language of ñtargetò and ñaggressor.ò 

e. Add retaliation to the definition of bullying 

 

Organization of the Plan 

I. Leadership: The first section of our plan tells the story of the development of our plan including the steps 

we took to assess our current readiness to prevent bullying, the processes we used to gather data and input, 

and a list of who is responsible for implementing and overseeing the various aspects of the Plan.   

II.  Training and Professional Development: this section details the steps we have taken and will continue to 

take to keep our staff familiar with this Plan and our procedures for preventing and responding to bullying. 

III.  Access to Resources: this section details the resources and strategies Wayland employs for ensuring that 

the underlying emotional needs of targets, aggressors, families, and others are addressed. 

IV.  Bullying Prevention Curriculum : this section details the academic and non-academic curriculum we 

employ for bullying prevention and social skills development. 

V. Policies and Procedures: this section details our policies pertaining to bullying and procedures we use to 

report, investigate, and respond to bullying. 

VI.  Collaboration with Families: this section provides an overview of our existing and planned strategies for 

educating and partnering with our families to prevent bullying. 

VII.  Definitions: this section includes key definitions of the terms used in this Plan. 

VIII.  Relationship to Other Laws: this section includes how the new Bullying Law relates to existing laws, 

particularly as they pertain to discrimination and harassment. 

IX.  Appendix: the appendix includes copies of the important forms we use for responding to incidents of 

bullying.  The appendix also includes a checklist designed to help school leaders perform annual checks of 

their compliance with our Plan and the new law. 
 

The December 31 deadline to submit our Plan to the state was an important milestone, but it is not the end of 

journey.  As we have developed our Plan, we have done so with an understanding that new challenges and ideas 

will emerge during its implementation.  Thus, we welcome feedback and look forward to working together with 

parents, students, community members, and all staff to create a safe and respectful learning environment for all 

students.   
 

On behalf of the Wayland Public Schools Anti-Bullying Work Group,  
 

-Bayard Klimasmith, Assistant Principal, Wayland High School 

Debbie Bearse, Principal, Claypit  Hill  

Stephanie Dines,  Teacher, Claypit Hill 

Scott Dixson, Special Education, WMS 

Stephen Farina, Guidance, WMS 

Betsy Gavron, Principal, WMS 

Patricia Halpin, Teacher, WHS 

Mike Hehir, Counselor, Claypit Hill 

Bayard Klimasmith, Assistant Principal, WHS 

Jim Lee, Principal, Happy Hollow  

Eileen McManus, Counselor, Happy Hollow  

Ken Rideout, Teacher, WHS  

Beth Santomenna, Counselor, H.H/Loker 



 

 

 

 

A note about the April, 2011 version of this plan: this version of the plan includes updates to the policy and 

procedures section, including provisions for disciplinary action for a student who knowingly makes a false 

accusation of bullying or retaliation.   

 

A note about the December 2015 version of this plan:  this version of the plan includes updates to the 

policy and procedure section, including provisions related to the definition of bullying which addresses those 

acts performed by school staff members.   



 

 

Leadership and the Development of our Bullying Plan 

 

Wayland Public Schools has engaged in the following activities to ensure that our schools are in compliance 

with the Act Relative to Bullying in Schools (M.G.L. c. 71, § 37O(b)) and its amendment in April 2014. 

1. New Anti-Bullying Policy and a reaffirmation of our priorities:  The School Committee created and 

passed a new Anti-Bullying Policy that affirms our commitment to creating a safe and respectful learning 

environment for all students. 

2. Established an Anti-Bullying Work Group:  composed of teachers, counselors, special education liaisons, 

and administrators, the Work Group provided the district with a comprehensive review of our current 

bullying prevention practices and substantively revised our procedures for responding to bullying. 

3.  Appointment of a district ñAnti-bullying Coordinatorò: Gary Burton (Superintendent of Schools) 

appointed Bayard Klimasmith (Assistant Principal, Wayland High School) to coordinate our anti-bullying 

efforts, including chairing the Work Group and compiling our Bullying Prevention and Intervention Plan.  

Currently building principals and assistant principals at each school are responsible for the implementation 

of bullying prevention and intervention.   

4.  New procedures for responding to bullying: the Work Group created new procedures and forms for 

reporting, investigating, and documenting allegations of bullying.  These new procedures also include 

guidelines for creating ñsafety plansò for targets of bullying and creating ñremediation and discipline plansò 

for aggressors (see appendix for copies of the forms). 

5. Building Leaders: Each building leader is responsible for the implementation of the Bullying Prevention 

and Intervention Plan, including  

Æ Inserting new anti-bullying language into student and faculty handbooks, 

Æ Inserting new Acceptable Use Policy into student handbooks, 

Æ Supervising the training of his or her faculty,  

Æ Ensuring that bullying prevention curriculum is in place, and  

Æ Following the newly adopted procedures for responding to bullying 

6.  Solicited public involvement in developing the Plan:  

Æ The Superintendent posted an initial plan (along with an introductory letter) on the school website and 

invited feedback. 

Æ Each school leader hosted a parent information session regarding bullying and our plans to address to 

bullying. 

Æ Each school leader wrote a letter to parents and guardians with an overview of our anti-bullying efforts. 

Æ The high school empowered students to develop initiatives that will enhance school climate and prevent 

bullying. 

Æ The high school convened a parent work group to help us develop effective parent education 

opportunities. 

Æ The Superintendent posted a draft of the Plan that incorporated the ideas and concerns of the 

community. 

7.  Assessed needs and resources.   

Æ The Work Group mapped the districtôs current ñsocialò curriculum for students (including bullying, 

advisories, etc.).  The Work Group discovered that our elementary and middle school curriculum was/is 

particularly strong.  Our high school curriculum was relatively weaker but was enhanced by the adoption 

of the Bullying Prevention Cyber-skills curriculum soon-to-be published by MARC (Massachusetts 

Aggression Reduction Center). 

Æ The Anti-Bullying Coordinator assessed our relationship with community agencies, including meeting 

with the police department to clarify how they want us to include them in reporting bullying.   

Æ The high school and middles schools analyzed our data from the Metro West Youth Risk Behavior 

Survey (MYRBS) concerning reported bullying and discovered that our rates of reported bullying 



 

 

(~20%) are less than average (~25%).  We explored other survey tools because students had reported to 

us that some of their peers do not always take the MYRBS seriously (e.g., an unlikely 10% report 

bringing handguns to school!).   Currently, we use the MetroWest Adolescent Health Survey instrument 

to gather data. 

Æ The elementary schools use a home-grown ñSchool Climate Surveyò which includes safety and bullying 

issues.  Their data also shows that bullying is less of a problem in our elementary schools than the 

national norms (we attribute this success to the strong ñOpen Circleò social-skills curriculum). 

Æ The elementary schools also gather qualitative data during annual visits by guidance counselors to 

classes in which they ask students about safe/unsafe interactions, physical- and social-safety, and 

studentsô emotional needs.  That data mirrors the findings of the School Climate Survey. 

Æ We plan to augment our current data-collection tools with a survey administered by Massachusetts 

Aggression Reduction Center (MARC) that collects input from parents about our handling of bullying.  

  

8.  Planning and oversight: We have designated leaders at each level to oversee and accomplish each of the 

following tasks:  

Task Leader Responsible 

Receiving reports on bullying  ¶ Administrators at each building 

Collecting and analyzing building-wide data on 

bullying to assess the present problem and to measure 

improved outcomes 
¶ Administrators at each building 

Creating a process for recording and tracking incident 

reports, and for accessing information related to 

targets and aggressors 

¶ Anti-bullying Work Group  

¶ Each building has created a 
άōǳƭƭȅƛƴƎ ōƛƴŘŜǊέ 

Planning for the ongoing professional development 

that is required by the law 

¶ The High School sent five staff 
members to ǘƘŜ άǘǊŀƛƴ-the-ǘǊŀƛƴŜǊέ 
workshop offered by MARC 

¶ The Cluster Leaders at the Middle 
School meet regularly to plan their 
advisory and BERT-related 
curriculum 

¶ The elementary school principals 
work with teacher leaders to 
coordinate Open Circle training for 
all staff 

Planning supports that respond to the needs of targets 

and aggressors 

¶ Building level administrators and 
guidance counselors 

Choosing and implementing the curricula that the 

school or district uses 

¶ Director of Student Services 

¶ K-12 Wellness Curriculum 
Coordinator  

¶ Building Leaders 

¶ Climate Committee (Student group 
at the high school) 

Developing new and/or revising current policies and 

protocols under the plan, including an internet safety 

policy, and designating key staff to be in charge of 

implementation of them 

¶ Anti-bullying Work Group 

¶ Director of Technology 

Amending student and staff handbooks and codes of 

conduct 

¶ Anti-bullying Work Group 

¶ Building-level Administrators 



 

 

Task Leader Responsible 

Leading the parent or family engagement efforts and 

writing parent information material  

¶ Building-level administrators 

¶ Building-level parent groups 

Developing new events and traditions to improve 

school climate at the High School 
¶ Student-led Climate Committee 

Reviewing and updating the plan each year, or more 

frequently 
¶ School Administrators 

Facilitating the administration of the MARC survey 

to parents 
¶ School Administrators 

 



 

 

I. Training and Professional Development 

 

Under M.G.L. c. 71, § 37O Wayland Public Schools must provide ongoing professional 

development for all staff, including but not limited to, educators, administrators, counselors, 

school nurses, cafeteria workers, custodians, bus drivers, athletic coaches, advisors to 

extracurricular activities, and paraprofessionals.  
 

A. Annual staff training on the Plan.  The annual training for all school staff regarding the Plan 

will include staff duties under the Plan, an overview of the steps that the principal or 

designee will follow upon receipt of a report of bullying or retaliation, and an overview of 

the bullying prevention curricula to be offered at all grades throughout the district.  Staff 

members hired after the start of the school year are required to participate in school-based 

training during the school year in which they are hired, unless they can demonstrate 

participation in an acceptable and comparable program within the last two years.   
 

B. Ongoing professional development.  The goal of our professional development activities is to 

establish a common understanding of tools necessary for staff to create a school climate that 

promotes safety, civil communication, and respect for differences.  Our professional 

development has and will  continue to build the skills of staff members to prevent, identify, 

and respond to bullying.  As required by M.G.L. c. 71, § 37O, the content of schoolwide and 

districtwide professional development will be informed by research and will include 

information on: 

(i)  developmentally (or age-) appropriate strategies to prevent bullying;  

(ii)  developmentally (or age-) appropriate strategies for immediate, effective 

interventions to stop bullying incidents;  

(iii) information regarding the complex interaction and power differential that can take 

place between and among an aggressor, target, and witnesses to the bullying;  

(iv) research findings on bullying, including information about specific categories of 

students who have been shown to be particularly at risk for bullying in the school 

environment;  

(v)  information on the incidence and nature of cyberbullying; and  

(vi) Internet safety issues as they relate to cyberbullying.   
 

Our professional development will also address ways to prevent and respond to bullying or 

retaliation for students with disabilities that must be considered when developing studentsô 

Individualized Education Programs (IEPs).  This will include a particular focus on the needs 

of students with autism or students whose disability affects social skills development.  
 

C. Additional topics for professional development include:  

Å promoting and modeling the use of respectful language; 

Å fostering an understanding of and respect for diversity and difference; 

Å building relationships and communicating with families;  

Å constructively managing classroom behaviors;  

Å using positive behavioral intervention strategies;  

Å applying constructive disciplinary practices;  

Å teaching students skills including positive communication, anger management, and 

empathy for others; 



 

 

Å engaging students in school or classroom planning and decision-making; and  

Å maintaining a safe and caring classroom for all students. 

 

D. Written notice to staff.  The school or district will provide all staff with an annual written 

notice of the Plan by publishing information about it, including sections related to staff 

duties, in the school or district employee handbook and the code of conduct. 
 

Table 1: Current and Planned Professional Development. 
 

Who What When Trainer  

Bus Drivers 

Focused on 

recognizing and 

reporting bullying 

September 

Orientation Meeting 
First Student 

All teachers (K-12) 

Initial training 

regarding new law, 

school policies, 

recognizing, and 

reporting procedures 

Sept., 2010 

Beginning of each 

school year 

Building Administrators  

All Classroom Aides 

K--12)  

New law, school 

policy, and reporting 

procedures 

August, 2010 

Beginning of each 

school year 

Building Administrators/  

Spec. Ed. Team Leaders 

Elementary teachers Open Circle training 
Ongoing (every other 

year) 
Teacher Leaders 

Middle School 

teachers 

BERT training (for 

teacher advisory 

groups) 

Ongoing 

Rachel Poliner, from 

Educators for Social 

Responsibility (with 

house leaders) 

High School anti-

bullying trainers  

Train-the-trainer: 

Teacher-leaders, 

administrators, 

nurses, counselors to 

become staff trainers 

December 2, 2010 MARC 

High School staff in 

small sessions 

Bullying prevention, 

cyber-bullying, and 

review of reporting 

procedures 

January-February, 

2011 
Trained staff members 

 



 

 

II. Access to Resources and Services  

 

Wayland Public Schools has very robust long-established strategies for ensuring that the 

underlying emotional needs of targets, aggressors, families, and others are addressed.   These 

strategies include identifying students who need additional resources and providing counseling 

or referral to appropriate services for aggressors, targets, and family members of those students.    

 

Pathways and access to resources vary by student need and case, but they follow the general 

pathway of moving from teachers identifying concerns (Tier One, see below), to guidance 

counselors working with students and/or their families (Tier Two), and, in the most difficult 

cases, referrals to each schoolôs Student Study Team (SST) for referral to resources in and out of 

school including special education or outside counseling (Tier Three). 
 

Tier One School Resources 

¶ Grade-level seminars: for elementary teachers to student issues 

¶ Cluster meetings: for middle school teachers to discuss student issues 

¶ Guidance counselors (at all levels) 

Tier Two School Resources 

¶ Weekly counseling meetings: for counselors to discuss sensitive or difficult cases 

¶ Social Skills Programs: formal and informal programs aimed at bolstering social skills 

and developing studentsô social connections.  ñLunch Groupsò (elementary and middle 

schools) and ñSocial Skills Groupsò (high school).    

Tier Three School Resources 

¶ School adjustment counselors: crisis intervention counseling and consultation 

¶ School psychologists 

¶ Student Study Teams (SST): at all levels. Used for conferencing about particularly 

difficult cases that may require referrals to special school-provided services, outside 

service providers, referrals for tiered instruction, and/or special education (see more 

detailed description below). 

¶ Special Education: for students who are determined to have a disability that affects social 

skills development or the student may participate in or is vulnerable to bullying, 

Tier Three Outside Resources 

¶ Human Relations Services: Wellesley (781) 235-4950, www.hrshelps.org 

Clinical, consultation, community education, and employee assistance mental health 

services. 

¶ Wayland Youth & Family Services:  Wayland (508) 358-4293, 

www.wayland.ma.us/youthservices 

Free individual, group, and family counseling.     

¶ METCO Inc., for therapy 

 



 

 

Student Study Teams (SST) 

Each school building in Wayland has an SST (Student Study Team), which is the forum for  

pre-referral conferencing about at-risk students.  The permanent numbers of the team 

traditionally consist of building administrators, the department head of special needs, the head of 

guidance, the school adjustment counselor (or equivalent), the school psychologist, and at least 

one teacher.  The district Director of Student Services may also sit in on these meetings.  SST 

meets at least once every two weeks at the high school and at minimum of once a month at the 

elementary schools. 

 

Referrals for issues related to bullying will use the same procedures we use for all referrals 

to SST: 

1. Concerns about a particular student are directed to the student's guidance counselor.   

2. The guidance counselor gathers informationðas appropriateðfrom the student, 

administrators, the studentôs teachers, and/or parents. 

3. The counselor will submit the name to the SST (usually by notifying the head of guidance in 

advance, but emergency cases can be brought up at any time). 

4. At SST, concerns will be discussed, strategies developed, and a determination made as to 

whether options can be implemented within the regular education program or whether the 

case requires referral to an outside service provider or to special needs.  If a referral is not 

made, the guidance counselor will continue to monitor the student's progress.   

.  

 

Students with disabilities  

As required by M.G.L. c. 71B, § 3, as amended by Chapter 92 of the Acts of 2010, when the IEP 

Team determines the student has a disability that affects social skills development or the student 

may participate in or is vulnerable to bullying, harassment, or teasing because of his/her 

disability, the Team will consider what should be included in the IEP to develop the student's 

skills and proficiencies to avoid and respond to bullying, harassment, or teasing.   

 
 



 

 

III. Bullying Prevention Curriculum 

 

The law requires each district to provide age-appropriate instruction on bullying prevention in 

each grade that is incorporated into the schoolôs or districtôs curricula.  Curricula must be 

evidence-based.  Effective instruction will include classroom approaches, whole school 

initiatives, and focused strategies for bullying prevention and social skills development.  

Wayland plans to reassess our curriculum once the Department of Secondary and Elementary 

Education publishes its guidelines for implementing social and emotional learning curricula 

(due by June 30, 2011).  Other resources are currently available on the Departmentôs website at 

http://www.doe.mass.edu/ssce/bullying/.  

 

A.  Specific bullying prevention approaches.  The current bullying prevention curricula listed in 

Table 2 (next page) is informed by current research which, among other things, emphasizes 

the following approaches: 

Å using scripts and role plays to develop skills; 

Å empowering students to take action by knowing what to do when they witness other 

students engaged in acts of bullying or retaliation, including seeking adult assistance; 

Å helping students understand the dynamics of bullying and cyber bullying, including the 

underlying power imbalance; 

Å emphasizing cyber safety, including safe and appropriate use of electronic 

communication technologies; 

Å enhancing studentsô skills for engaging in healthy relationships and respectful 
communications; and 

Å engaging students in a safe, supportive school environment that is respectful of diversity 

and difference. 

Å teaching students about the student-related sections of the Bullying Prevention and 

Intervention Plan.   

 

B. General teaching approaches that support bullying prevention efforts.  The following 

approaches are integral to establishing a safe and supportive school environment.  These 

underscore the importance of our bullying intervention and prevention initiatives: 

Å setting clear expectations for students and establishing school and classroom routines; 

Å creating safe school and classroom environments for all students, including for students 

with disabilities, lesbian, gay, bisexual, transgender students, and homeless students; 

Å using appropriate and positive responses and reinforcement, even when students require 

discipline; 

Å using positive behavioral supports; 

Å encouraging adults to develop positive relationships with students; 

Å modeling, teaching, and rewarding pro-social, healthy, and respectful behaviors; 

Å using positive approaches to behavioral health, including collaborative problem-solving, 

conflict resolution training, teamwork, and positive behavioral supports that aid in social 

and emotional development;  

Å using the Internet safely; and 

Å supporting studentsô interest and participation in non-academic and extracurricular 

activities, particularly in their areas of strength. 

http://www.doe.mass.edu/ssce/bullying/


 

 

Table 2: Current and Planned Bullying Prevention Curriculum 

Elementary (K-5) 

Loker 

Claypit Hill 

Happy Hollow  

ñOpen Circleò curriculum  

¶ Comprehensive, grade-differentiated social and emotional learning program for 
grades K-5 children, their teachers, administrators, other school staff, parents and 
caregivers 

¶ Provides the whole school community with a common approach for creating and 
maintaining a safe school climate for all students. 

¶ Twice a week, in social studies 

¶ Published by Stone Center (at Wellesley) 

¶ Used and revised for over twenty years 

¶ Research-based, preventative 

¶ Topics include:  
o Sexual abuse awareness (grades 1, 3, 5) 
o /ƭŀǎǎƛŦȅƛƴƎ ōŜƘŀǾƛƻǊǎ όŜΦƎΦΣ άŘŀƴƎŜǊƻǳǎ ŀƴŘ ŘŜǎǘǊǳŎǘƛǾŜύ 
o Social skills: e.g., Problem-solving, good manners, listening skills 
o Grades 3-5: targeted lessons on the definition of bullying, and the role of 

the bystanders in bullying episodes 

Middle (6-8) 

Wayland Middle  

TAG (teacher advisory groups) 

¶ Curriculum developed with consultation of and training by Rachel Poliner 
(Educators for Social Responsibility) 

¶ House leaders design and disseminate TAG activities 

¶ TAG groups, two adults per homeroom of 24 students each 

¶ Activities stress team-building, identity clarification, service and school-wide 
positive behavior concept BERT (belonging, empathy, respect, trust) 

¶ Some embedded in wellness curriculum 
o  ά.ǳƭƭȅ tǊƻƻŦέ όсǘƘ  ƎǊŀŘŜύ 
o ά{ǘŀƴŘ ¦Ǉκ.ȅέ όтǘƘ ƎǊŀŘŜύ 
o άIǳǊǘƛƴƎκCƭƛǊǘƛƴƎέ όуǘƘ ƎǊŀŘŜύ 

¶ Homeroom meets every day, TAG once a week as extended homeroom 



 

 

High (9-12) 

Wayland High  

Current Wellness Curriculum 

¶ Relevant topics include:  
o social dynamics 
o sexual/physical harassment 
o awareness of power differentials (high-status vs. low-status) 
o healthy relationships/team dating violence 

 

MARC cyber-bullying curri culum (launched late winter 2011) 

¶ Awareness of power differentials (high-status vs. low-status) 

¶ Clarification of current most popular forms of bullying (i.e., social- and cyber-) 

¶ ¢ƻƻƭǎ ŦƻǊ ŀǾƻƛŘƛƴƎ άōǳƭƭȅƛƴƎ ōȅ ŀŎŎƛŘŜƴǘέ 

¶ Best practices for online behavior 
 

Student-Developed Events and Traditions (fall 2011) 

¶ Climate Committee composed of students and faculty mentors is currently 
exploring events and new traditions to improve school climate. 

¶ See Appendix for copy of Invitation for Proposals 
 

School-wide Initi atives 

¶ Advisory program once a week 

IV. Policies and Procedures for Reporting and Responding to Bullying and Retaliation 
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Definition of Bullying 

Massachusetts law gives school officials the power to investigate and discipline bullying that 

occurs on or off school grounds (e.g., cyber bullying from a home computer) if that bullying 

creates a hostile environment at school for the victim (ótargetò), infringes on the rights of the 

target at school, or materially and substantially disrupts the education process or orderly 

operation of the school, as determined by school administrators.  
Ç repeated use by one or more students or school staff members of a written, verbal or electronic 

expression or a physical act or gesture or any combination thereof, directed at a target that: (must 
include at least one of the following) 
Ç causes physical or emotional harm ǘƻ ǘƘŜ ǘŀǊƎŜǘ ƻǊ ŘŀƳŀƎŜ ǘƻ ǘƘŜ ǘŀǊƎŜǘΩǎ ǇǊƻǇŜǊǘȅΤ  
Ç places the target in reasonable fear of harm to himself or herself or damage to his or her 

property;  
Ç creates a hostile environment at school for the target;  
Ç infringes on the rights of the target at school; or  
Ç materially and substantially disrupts the education process or the orderly operation of a 

school.   
Ç Retaliation from reporting of previous incident (not part of official School Committee 

definition) 

 

Note regarding Technological/Cyber-bullying: Bullying through the use of technology or any 

electronic communication including, but not limited to: 
Ç the creation of a web page or blog in which the creator assumes the identity of another 

person, or  
Ç the knowing impersonation of another person as the author of posted content or messages, 

or  
Ç the distribution by electronic means of a communication to more than one person or the 

posting of material on an electronic medium that may be accessed by one or more persons 

 
False Accusations: Any student who knowingly makes a false accusation of bullying or 

retaliation will be subject to disciplinary action including, but not limited to parent conferences, 

reprimand, detention, loss of privileges, and/or suspension. An educational component will be 

part of the actions taken. If the false accusations have civil and/or criminal elements then further 

actions may be taken by appropriate law enforcement agencies. 
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Reminders to all staff responding to bullying 

¶ Do not ignore bullying: Bullies count on adults to ignore bullying behaviors, and this allows 
them to continue bullying activities. (Steiner, A. 2002).  

¶ Intervene immediately; bullying is common, but not benign. Bullies are much more likely to 
grow up to have criminal or violent behaviors. Targets of bullies suffer disproportionately from 
mental health problems, school problems, and social problems.  Children who witness bullying 
spend an inordinate amount of time seeking to avoid it and worrying about it. 

¶ Separate alleged bully & target: do not use mediation or attempt to force them to confront one 
another.   

¶ Bullying is different from conflict. Conflict is an equal-power quarrel or problem between two 
students. Bullying is abuse; it occurs when a socially powerful (popular or feared) student 
mentally or physically abuses a weaker (fearful) student, for the purposes of making them afraid 
and hurt.   

¶ Stay neutral and calm.   The tone you take with students during investigations will affect your 
ability to defuse the bullying.   

¶ 5ƻƴΩǘ ƳŀƪŜ ǇǊƻƳƛǎŜǎ or deals until your investigation is complete. 

¶ Reassure reporters and target(s) that they have done the right thing by reporting.  Make sure 
they know they will be protected from retaliation. 

¶ Empower aggressors to change. Remind aggressors that they have power to stop the bullying.  
¢ŜŀŎƘ ǘƘŜƳ ǎǘǊŀǘŜƎƛŜǎ ǘƻ ǎǘƻǇ όŜΦƎΦΣ άŦƻǊ ƴƻǿΣ ǎǘŀȅ ƻŦŦ ƻŦ CŀŎŜōƻƻƪέύΦ 

¶ Maintain confidentiality but ACT: it is important to protect reporters from retaliation, but 
iƴŦƻǊƳŀǘƛƻƴ ƻƴ ōǳƭƭȅƛƴƎ a¦{¢ ōŜ ŀŎǘŜŘ ǳǇƻƴΦ  ¢ƘŜǊŜ ŀǊŜ ƴƻ άƻŦŦ-the-ǊŜŎƻǊŘέ ŎƻƴǾŜǊǎŀǘƛƻƴǎΦ  

¶ Be objective in your note-taking; your emails and the notes you take in meetings about students 
become part of their official record. 

¶ Be timely!   The faster you talk to all students involved, the less likely that the students will feel 
social pressure to change their stories. 
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Reporting bullying or retaliation   

Reports of bullying or retaliation may be made by staff, students, parents or guardians, or others, 

and may be oral or written.   

 

1. Reporting by Staff 

A staff member will report immediately to the principal or designee when he/she witnesses or 

becomes aware of conduct that may be bullying or retaliation.  The requirement to report to the 

principal or designee does not limit the authority of the staff member to respond to behavioral or 

disciplinary incidents consistent with school or district policies and procedures for behavior 

management and discipline. 

 

2. Reporting by Students, Parents or Guardians, and Others 

The district expects students, parents or guardians, and others who witness or become aware of 

an instance of bullying or retaliation involving a student or a staff member to report it to the 

principal or designee.  Reports may be made anonymously, but no disciplinary action will be 

taken against an alleged aggressor solely on the basis of an anonymous report.  Students, parents 

or guardians, and others may request assistance from a staff member to complete a written 

report.   

 

Students, parents, and others will be provided practical, safe, private and age-appropriate ways to 

report and discuss an incident of bullying with a staff member, or with the principal or designee. 

 
Oral reporting:  Oral reports made by or to a staff member shall be recorded in writing 

onto an Incident Reporting Form (see appendix).   

 

Anonymous reporting: Reports may be made anonymously using the anonymous 

reporting form available on each schoolôs web site.   

 

Incident Reporting Form: Use of an Incident Reporting Form is not required as a 

condition of making a report.   

 

Notification of reporting procedures and distribution of reporting forms:  

Each school will: 1) include a copy of the Incident Reporting Form in the beginning of the year 

packets for students and parents or guardians and staff; 2) make it available in the schoolôs main 

office, the counseling office, the school nurse's office, and other locations determined by the 

principal or designee; and 3) post it on the schoolôs website.  The Incident Reporting Form will 

be made available in the most prevalent language(s) of origin of students and parents or 

guardians in the district (i.e., English).   

 

At the beginning of each school year, the school or district will provide the school community, 

including administrators, staff, students, and parents or guardians, with written notice of its 

policies for reporting acts of bullying and retaliation.  A description of the reporting procedures 

and resources, including the name and contact information of the principal or designee, will be 

incorporated in student and staff handbooks, on the school or district website, and in information 

about the Plan that is made available to parents or guardians. 
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Procedures for School Staff Receiving a Report of Bullying 

1. Review the definition of bullying (see 44), ideally with the reporter present (e.g., target, friend of 
target, parent, etc.). 

a. If incident does not seem to meet the definition of bullying, treat the incident with 
standard school disciplinary or conflict resolution procedures. 

b. If incident meets the definition, or you have any doubts about whether it might be 
bullying, continue to follow the procedures below or immediately refer the situation to 
an administrator.   

2. Notify the reporter that because this incident may constitute bullying, we have an obligation to 
investigate and take action in a timely manner including: 

¶ interview all students involved, 

¶ collect evidence including digital or hard copies of electronic communication, web pages, 
notes, etc.,  

¶ review previous disciplinary records of all students involved, 

¶ notify parent(s)/guardian(s) of all students involved, 

¶ notify the police if it is believed that criminal charges may be pursued against the aggressor, 

¶ apply appropriate disciplinary action, 

¶ notify targŜǘΩǎ ǇŀǊŜƴǘόǎύκƎǳŀǊŘƛŀƴόǎύ ƻŦ ŀŎǘƛƻƴ ǘŀƪŜƴ ǘƻ ǇǊŜǾŜƴǘ ŦǳǊǘƘŜǊ ŀŎǘǎ ƻŦ ōǳƭƭȅƛƴƎΣ ǘƻ 
the extent consistent with state and federal confidentiality laws (note: we cannot share the 
ŜȄǘŜƴǘ ƻŦ ŀƭƭ ŘƛǎŎƛǇƭƛƴŀǊȅ ŀŎǘƛƻƴǎ ǿƛǘƘ ǘƘŜ ǘŀǊƎŜǘΩǎ ŦŀƳƛƭȅύΦ 

3. Refer investigatioƴ ǘƻ ŀŘƳƛƴƛǎǘǊŀǘƻǊ ƻǊ ŀŘƳƛƴƛǎǘǊŀǘƻǊΩǎ ŘŜǎƛƎƴŜŜΦ 

4. If time allows, complete a copy of the Incident Reporting Form (see appendix). 
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Administrative Investigation Procedures 
1. Use WPS Bullying Investigation Form (see appendix). 

2. Review Incident Reporting Form if one was submitted. 

3. Develop Initial Safety Plan 

o Before fully investigating the allegations of bullying or retaliation, take steps to assess the 
need to restore a sense of safety to the alleged target and/or to protect the alleged target 
from possible further incidents.  Responses to promote safety may include, but not be 
limited to, pre-determining seating arrangements for the target and/or the aggressor in the 
ŎƭŀǎǎǊƻƻƳΣ ŀǘ ƭǳƴŎƘΣ ƻǊ ƻƴ ǘƘŜ ōǳǎΤ ƛŘŜƴǘƛŦȅƛƴƎ ŀ ǎǘŀŦŦ ƳŜƳōŜǊ ǿƘƻ ǿƛƭƭ ŀŎǘ ŀǎ ŀ άǎŀŦŜ 
ǇŜǊǎƻƴέ ŦƻǊ ǘƘŜ ǘŀǊƎŜǘΤ ŀƴŘ ŀƭǘŜǊƛƴƎ ǘƘŜ ŀƎƎǊŜǎǎƻǊΩǎ ǎŎƘŜŘǳƭŜ ŀƴŘ ŀŎŎŜǎǎ ǘƻ ǘƘŜ ǘŀǊƎŜǘΦ   

o Take additional steps to promote safety during the course of and after the investigation, as 
necessary. 

o Implement appropriate strategies for protecting from bullying or retaliation a student who 
has reported bullying or retaliation, a student who has witnessed bullying or retaliation, a 
student who provides information during an investigation, or a student who has reliable 
information about a reported act of bullying or retaliation.   

4. Prepare to interview students and/or staff: 
o wŜǾƛŜǿ ǎǘǳŘŜƴǘǎΩ ŘƛǎŎƛǇƭƛƴŜ ŀƴŘ ǎŎƘƻƻƭ ǊŜŎƻǊŘǎ όƛƴŎƭǳŘŜΥ L9tΣ рлпǎύ ǘƻ ǎŜŜ ƛŦ ǘƘŜǊŜ ŀǊŜ ǇǊƛƻǊ 

similar incidences. 
o Consult, as needed, with additional staff (e.g., SPED Liaison, METCO advisor, counselor, 

nurse). 
o Determine which additional staff, if any, needs to be present during student interviews 

and/or decision process (e.g., SPED Liaison, other administrator, staff member of same 
gender as target, etc.). 

o Take reasonable precautions to ensure that students or staff members are unable to 
communicate or undermine the investigation (e.g., confiscate phones, call all students to 
the office at the same time, but interview separately).   

o Determine which students or staff need to be interviewed.  Include target(s), aggressor(s), 
and bystander(s). 

5. Interview all students and/or staff involved, ideally one at a time (e.g., confiscate cell phones and 
house one student in one office while talking to another student in another office).   

o Read back to the student or staff a summary of his or her account to ensure accuracy of 
your notes.    

o Remind the alleged aggressor, target, and witnesses that retaliation is strictly prohibited and 
will result in disciplinary action. 

o If applicable, ask students to provide written statements. 

6. If physical injuries occurred, ask nurse to examine target. 

7. Collect and compile evidence: 
o Print-outs of blog posts, social networking pages, emails, etc. 



 

Bullying Prevention and Intervention Plan 49 of 97 
Wayland Public Schools, April, 2011 

o Make copies (as applicable) of student notes, nurse report(s), police report(s), and other 
written statements. 

8. Determinate whether bullying has occurred. 

o If the student has an IEP, work with his or her liaison and Team to determine whether the 
ōŜƘŀǾƛƻǊ ƛǎ ŀ ƳŀƴƛŦŜǎǘŀǘƛƻƴ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŘƛǎŀōƛƭƛǘȅΦ 

 

False Accusations:  If you determine that the accusation was knowingly falseðthat is, that the 

accuser was, in essence, using school officials to harass another student unnecessary questions 

and attentionðyou may need to deal with the accuser as you would with any other aggressor. 

 

Any student who knowingly makes a false accusation of bullying or retaliation will be subject to 

disciplinary action including, but not limited to reprimand, detention, loss of privileges, and/or 

suspension. An educational component will be part of the actions taken.  If the false accusations 

have civil and/or criminal elements then further actions may be taken by appropriate law 

enforcement agencies. 

 

Response Plan 
9. Working with the aggressor, complete a Behavioral Remediation Agreement (included in the 

packet) that includes warning against retaliation and repeat offences.  It should include disciplinary 
actions, strategies and supports to be used to stop the bullying and restore a sense of safety for the 
target, including steps taken to ensure there is no retaliation against the targets or reporters.  See 
the table below for a menu of options.  Note the following: 

o Aggressors can be required to undergo counseling with an in-house counselor (i.e., 
authorized school staff) as part of their remediation agreement or behavior plan.   

o We can require outside counseling, but the district would pay the cost UNLESS the student 
has been charged with a felony and/or been expelled (e.g., 37H.5) in which case we can 
require parent-sponsored counseling as a condition of returning to school. 

10. Notify the aggressor of his or her rights and the process to appeal your decision. 

11. Meet with the target and/or bystanders to develop a safety plan.   

Disciplinary Actions Remediation Actions Target Safety 

o Admonishment, warning 

o Temporary removal from the 

classroom 

o Loss of privileges 

o Classroom or administrative 

detention 

o In-school suspension during 

the school week or the 

weekend 

o Out-of-school suspension 

o Legal action 

o Expulsion or termination  

o Consequences for repeat 
offenses 

o Meetings between parents 

o Counseling 

o Education including 

strategies to avoid repeating 

behavior. 

o Academic and nonacademic 

positive behavioral supports 

o Revision of IEP, if applicable 

o Individual Behavior Plan 
(for repeat offenders; form is 

included in this packet) 

o Referral to Special Education 

(for repeat offenders who fail 

to respond to Individual 

o Guidelines for avoiding 

further unnecessary contact 

with the target 

o Clarification about who will 

be notified 

o Notify staff about incident 

and danger of further contact 

o Strategies to avoid further 

bullying (e.g., script, role 

playing, etc) 

o Identifying trusted adults and 

ñsafe areasò 

o Education about rights to be 

free of retaliation and 
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Behavior Plans) reasonable expectations 

about social consequences 

for being part of a bullying 

investigation (e.g., people 

will  talk about it, but they 

may not retaliate) 

o Periodic check-ins 

o Whole community meetings 

o Identification and 

empowerment of bystanders 

o Education about technology 

Notification  
12. Notify parent(s)/Guardian(s) of the target and aggressor about your determination andτto the 

extent allowed by confidentiality lawsτactions taken. 

o Do not share student and or staff names or disciplinary actions with a third party.  Parents of 
targets do NOT have the right to know the name of the aggressor (or disciplinary actions 
taken against aggressor). 

13. Consult with police, as needed. 

o ¢ƘŜǊŜ ƛǎ ƴƻ ǎǳŎƘ ǘƘƛƴƎ ŀǎ άŎǊƛƳƛƴŀƭ ōǳƭƭȅƛƴƎέ ōǳǘ ǿŜ ǎƘƻǳƭŘ Ŏƻƴǎǳƭǘ ǿƛǘƘ ǇƻƭƛŎŜ ƛŦ ǘƘŜ 
aggressor used another criminal action (e.g., harassment, stalking, assault/battery). 

14. Contact other schools, coaches, and staff members (as appropriate) for implementing the 
disciplinary, remediation, and student or staff safety actions. 

o School administrators may not share information about students and/or staff with anybody 
except ǇŀǊǘ ƻǊ Ŧǳƭƭ ǘƛƳŜ άŀǳǘƘƻǊƛȊŜŘ ǎchool pŜǊǎƻƴƴŜƭέ όǘƘƛǎ ƛƴŎƭǳŘŜ coaches and contracted 
service providers).   In order to maximize the privacy and safety of students, administrators 
should exercise discretion when informing staff members.    

o Administrators may only share information with Wayland Youth and Family Services if we 
ƘŀǾŜ ǘƘŜ ǇŜǊƳƛǎǎƛƻƴ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŦŀƳƛƭȅΦ   
 

Documentation 
15. 9ŀŎƘ ǎŎƘƻƻƭ Ƙŀǎ ŀ ά.ǳƭƭȅ .ƛƴŘŜǊΦέ   ¦ǎŜ ǘƘƛǎ ōƛƴŘŜǊ ǘƻ ǎtore incident and investigation forms, 

alphabetically by aggressor and their date of graduation. 
o Discipline information is part of ŜŀŎƘ ǎǘǳŘŜƴǘΩǎ temporary record.  Keep bullying records for 

six years. 
o Temporary records must be destroyed no later than seven years after the student 

graduates. (this includes electronic records) 
o ¸ƻǳǊ ǇŜǊǎƻƴŀƭ άnotesέ Ŏŀƴ ōŜ ƪŜǇǘ ƛƴŘŜŦƛƴƛǘŜƭȅΣ ŀǎ ƭƻƴƎ ŀǎ ȅƻǳ ŘƻƴΩǘ ǎƘŀǊŜ with or consult 

them in the presence of parents or students. 

16. ¦ǎŜ ȅƻǳǊ ǎŎƘƻƻƭΩǎ ǎǘǳŘŜƴǘ information system (e.g., eSchool, student files) to document the results 
of your investigation, including: 

a. Determination of bullying 
b. Disciplinary, remediation, target safety actions taken. 

o Do not use the student information system άŀƭŜǊǘ ǎȅǎǘŜƳέ ǘƻ label aggressors.  
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17. File copies of Bullying Investigation Form, Incident Reporting Form (if any), Behavioral 

Remediation Agreement (if any), and Individual Behavior Plan (if any, for repeat offenders only) in 
ȅƻǳǊ ǎŎƘƻƻƭΩǎ .ǳƭƭȅƛƴƎ .ƛƴŘŜǊ.  

18. Give copies of relevant forms to Guidance Counselors and Special Education staff (e.g., in cases of 
repeat offenders) 
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V. Collaboration with Families 

 

In creating our Plan, we wanted to ensure that we built in strategies to engage and collaborate 

with studentsô families in order to increase the capacity of the district to prevent and respond to 

bullying.  In particular, the law requires us to communicate with families regarding: 

 

A. Parent education and resources.  The district must offer education programs for parents and 

guardians that are focused on the parental components of the anti-bullying curricula and any 

social competency curricula used by the district or school.  The programs will be offered in 

collaboration with each schoolôs PTO, School Councils, Special Education Parent Advisory 

Council, or similar organizations. 

 

B. Notification requirements.  Each year the district must inform parents or guardians of 

enrolled students about the anti-bullying curricula that are being used. This notice will 

include information about the dynamics of bullying, including cyberbullying and online 

safety.  The district will provide parents written notice each year about the student-related 

sections of the Plan and the school's or district's Internet safety policy.  All notices and 

information will be made available to parents or guardians in an electronic format, and will 

be available in the language(s) most prevalent among parents or guardians.  The district will 

post the Plan and related information on its website.    

 

Table 3: Family Collaboration Events and Strategies 
Schools Format Content Date 

All district 

WPS Bullying 

Prevention on district 

Web Site 

¶ Includes copies of this 
Plan, student 
curriculum resources, 
Bullying reporting 
forms/links, resources 
for parent education 

Ongoing 

All district 

Letters from 

superintendent, and 

building principals 

¶ Includes copies of this 
plan 

¶ Overview of reporting 
procedures 

Beginning of school 

year 

Building level Cyberbully presentations  
¶ Review of cyber-safety 

procedures 
Ongoing 

Middle School 

PTO Meeting: Regarding 

Advisory Groups and 

BERT 

¶ Guided parents 
through activities used 
by TAG groups to build 
healthy relationship 
and resiliency 

Ongoing 

Middle School:  

PTO Meeting: Bullying 

intervention 

 

¶ Discussion focused on 
district Plan, 
particularly procedures 
used to report and 
respond to bullying 

Scheduled by principal 
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Schools Format Content Date 

Elementary Schools 

Joint Elementary Night:  

Anti-Bullying  

 

¶ Co-sponsored by PTO. 

¶ Focus on bullying 
prevention and 
current curriculum 

¶ Also included  
procedures used to 
report and respond to 
bullying 

Scheduled by principal 

High School 
PIE (Parent Information 

Exchange) Meeting 

¶ Share information and 
solicit input regarding 
further engaging 
parents 

Ongoing 

High School 

Meetings with small 

groups of interested 

parents 

¶ Follow-up discussions 
from PIE meeting 

Ongoing 
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VI. DEFINITIONS  

 

Several of the following definitions are copied directly from M.G.L. c. 71, § 37O, as noted below.   

 

Aggressor is a student and/or staff who engages in bullying, cyberbullying, or retaliation. 

  

Bullying, as defined in M.G.L. c. 71, § 37O, is the repeated use by one or more students and/or 

staff members of a written, verbal, or electronic expression or a physical act or gesture or any 

combination thereof, directed at a target that:  

i. causes physical or emotional harm to the target or damage to the targetôs property;  

ii.  places the target in reasonable fear of harm to himself or herself or of damage to his or 

her property; 

iii.  creates a hostile environment at school for the target;  

iv. infringes on the rights of the target at school; or  

v. materially and substantially disrupts the education process or the orderly operation of 

a school.   

 

Cyber-bullying, is bullying through the use of technology or electronic devices such as 

telephones, cell phones, computers, and the Internet.  It includes, but is not limited to, email, 

instant messages, text messages, and Internet postings.  See M.G.L. c. 71, § 37O for the legal 

definition of cyberbullying. 

 

Hostile environment, as defined in M.G.L. c. 71, § 37O, is a situation in which bullying causes 

the school environment to be permeated with intimidation, ridicule, or insult that is sufficiently 

severe or pervasive to alter the conditions of a studentôs education. 

 

Retaliation is any form of intimidation, reprisal, or harassment directed against a student who 

reports bullying, provides information during an investigation of bullying, or witnesses or has 

reliable information about bullying.  

 

Staff includes, but is not limited to, educators, administrators, counselors, school nurses, 

cafeteria workers, custodians, bus drivers, athletic coaches, advisors to extracurricular activities, 

support staff, or paraprofessionals. 

 

Target is a student against whom bullying, cyberbullying, or retaliation has been perpetrated. 
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VII. RELATIONSHIP TO OTHER LAWS 

 

Consistent with state and federal laws, and the policies of the district, no person shall be 

discriminated against in admission to a public school of any town or in obtaining the advantages, 

privilege and courses of study of such public school on account of race, color, sex, religion, 

national origin, or sexual orientation.  Nothing in the Plan prevents the district from taking action 

to remediate discrimination or harassment based on a personôs membership in a legally protected 

category under local, state, or federal law, or district policies.     

 

A. Relationship to non-discrimination laws: Consistent with state and federal laws, and the 

policies of the district, no person shall be discriminated against in admission to a public school of 

any town or in obtaining the advantages, privilege, and courses of study of such public school on 

account of race, color, sex, religion, national origin, or sexual orientation. Nothing in the Plan 

prevents the district from taking action to remediate discrimination or harassment based on a 

personôs membership in a legally protected category under local, state, or federal law, or district 

policies. 

 

B. Relationship to existing disciplinary regulations 

In addition, nothing in the Plan is designed or intended to limit the authority of the district to take 

disciplinary action or other action under M.G.L. c. 71, §§ 37H or 37H½, other applicable laws, 

or local school or district policies in response to violent, harmful, or disruptive behavior, 

regardless of whether the Plan covers the behavior. 

 

In addition, nothing in the Plan is designed or intended to limit the authority of the school or 

district to take disciplinary action or other action under M.G.L. c. 71, §§ 37H or 37H½, other 

applicable laws, or local school or district policies in response to violent, harmful, or disruptive 

behavior, regardless of whether the Plan covers the behavior. 
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Wayland Public Schools 

INCIDENT REPORTING FORM 
Directions: The Wayland Public Schools is committed to providing a safe environment to all members of our community. 

Despite our best intentions, incidents between students do occur at times. If you wish to report a disturbing incident between two 

or more students and/or staff member(s), complete this form and return it to the Principal at the studentôs school. Contact the 

school for additional information or assistance at any time. This form can be completed anonymously by omitting signature and 

name. Every reported act of bullying will be investigated.  Parents of aggressors and targets will be contacted in cases of 

confirmed bullying. 

Date of report: 
 

Name of student and/or staff member target: 
 

Age:  

 

Grade: 

 

School :  

 

Name(s) of alleged aggressor(s) (If known): 

 

Age:  

 

Grade: 

 

School :  

 

Name(s) of witness(es) (If known): 
 

Where did the incident(s) happen (choose all that apply)? 

Ä On school property  Ä At a school-sponsored activity or event off school property  Ä Online/via technology 

Ä On a school bus  Ä On the way to/from school     Ä Other:_____________ 

 

What best describes what happened (choose all that apply): 

Ä Teasing   Ä Threat/Property Damage  Ä Stalking   Ä Theft/Property Damage 

Ä Social exclusion  Ä Intimidation    Ä Physical violence  Ä Public humiliation  

Ä Retaliation  Ä Sexual Harassment  Ä Other:______________  

 

What did the alleged aggressor(s) say or do? (Include dates.  Attach a separate sheet if necessary) 

 

Did a physical injury result from this incident? 

Ä No   Ä Yes, but it did not require medical attention  Ä Yes, and it required medical attention 

 

Is there any additional information you would like to provide? (Attach a separate sheet if necessary) 

 

Name Of Person Reporting Incident (Optional):   

 

Telephone (optional)______________________________                E-mail 

(optional):_________________________ 

 

Place an X in the appropriate box: Ä Student  Ä Parent/guardian   Ä Other: ___________________ 

 

 

Signature:  _______________________________________   Date: _________________ 

 

Administrative Action Taken:  Date:  

 

 

Administrator: 

 

(Form modeled after Polk County Public Schools Harassment or Bullying Reporting Form) 
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Wayland Public Schools 

BULLYING INVESTIGATION FORM  

Investigation start date: 
 

Name of student and or staff member target: 
 

Age:  

 

Grade: 

 

School :  

 

Name(s) of alleged aggressor(s) (If known): 

 

Age:  

 

Grade: 

 

School :  

 

Investigation 

Ä Review & Attach Incident Reporting Form 

Ä wŜǾƛŜǿ ǎǘǳŘŜƴǘǎΩ ŘƛǎŎƛǇƭƛƴŜ ŀƴŘ ǎŎƘƻol records (include: IEP, 504s) 

Ä Consult as needed with additional staff (e.g. SPED Liaison, METCO advisor, counselor, nurse).  Include names 
here: 

 

Ä Determine which additional staff, if any, needs to be present during student interviews and/or decision 
process.  Include names here: 

 

Ä Conduct students interviews  

Ä Read back to each student a summary of his or her account to ensure accuracy of your notes.    

Ä If physical injuries occurred, ask nurse to examine target.   

Ä The following checked items are attached to this report 
o Incident Reporting Form (if available) 
o Print-outs of blog posts, social networking pages, emails, etc. 
o Copies of other evidence 
o /ƻǇƛŜǎ ƻŦ ƛƴǾŜǎǘƛƎŀǘƻǊΩǎ ƴƻǘŜǎ όŜΦƎΦ ǘǊŀƴǎŎǊƛǇǘǎ ƻŦ ƛƴǘŜǊǾƛŜǿǎΣ ŜǘŎΦύ 
o Nurse report(s) 
o Police report(s) 
o Written statements from interviewees, reporters, etc. 

Determination: 

Ä Check all that apply: 
Ç repeated use by one or more students and/or staff member of a written, verbal or electronic expression 

or a physical act or gesture or any combination thereof, directed at a target that: (must include at least 
of the following) 
Ç causes physical or emotional harm ǘƻ ǘƘŜ ǘŀǊƎŜǘ ƻǊ ŘŀƳŀƎŜ ǘƻ ǘƘŜ ǘŀǊƎŜǘΩǎ ǇǊƻǇŜǊǘȅΤ  
Ç places the target in reasonable fear of harm to himself or herself or damage to his or her 

property;  
Ç creates a hostile environment at school for the target;  
Ç infringes on the rights of the target at school; or  
Ç materially and substantially disrupts the education process or the orderly operation of a school.   
Ç retaliation from reporting of previous incident 

Ä Provide brief description of the nature of the bullying (if any):  
 

Ä Provide a Final determination:  
Ç Incidents did not meet the standard of bullying  
Ç Bullying has occurred and will be dealt with in-house 
Ç Criminal bullying has occurred and police should be notified of possible criminal charges 
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Wayland Public Schools 

BULLYING INVESTIGATION FORM  
Response Plan (if any) 

Disciplinary Actions: 

 

 

 

 

 

 

Remediation Actions:  

Ç Behavioral Remediation Agreement attached 
Ç Individual Behavior Plan attached (repeat offenders only) 

 
 

 

 

 

 

 

Student Safety Actions: 

 

 

 

 

 

 

Notification and Documentation 

Ä Parent(s)/Guardian(s) of the target  

Ä Parent(s)/Guardian(s) of aggressor  

Ä School information system (e.g., iPass or student files) 

Ä School alert system (if necessary) 

Ä Counselor of target 

Ä Counselor of aggressor 

Ä Special Education (for repeat offenders) 

Ä Police (if criminal charges may be pursued) 

Ä Other schools, coaches, and staff members (as appropriate) for implementing the disciplinary, remediation, 
and student safety actions.  Please describe: 

 
 
 
 
 

Administrator/Investigator Signature Date: 
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Wayland Public Schools 

BEHAVIORAL REMEDIATION AGREEMENT  

Date: 
 

Name of student and/or staff member: 

 

Age:  

 

Grade: 

 

School :  

 

Reason for Behavioral Remediation Agreement: 

 

I agree to the following terms to change my behavior: 

 

I will need the following support(s) to help me meet the obligations of my agreement:  

 

The implications of me NOT meeting the expectations are as follows: 

 

Student and/or staff member Signature:  Date: 

Parent/Guardian Signature: Date: 

Administrator/Investigator Signature Date: 
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Wayland Public Schools 

INDIVIDUAL BEHAVIORAL PLAN  

Date: 
 

Name of student and/or staff member: 

 

Age:  

 

Grade: 

 

School :  

 

Reason for Behavior Plan: 

 

Student Behavior  Goal: 

1. Objective 

2. Objective 

3. Objective 

Student Supports 

Timeline/Monitoring Of Pla n And Progress Towards Goals 

Daily___Team Contact______________________________ 

 

 

Weekly__Team Contact_____________________________ 

 

 

Termination From Plan 

 

 

 

Date Of Termination: 

 

Student and/or staff member Signature:  Date: 

Parent/Guardian Signature: Date: 

Plan Coordinator: Date: 

Administrator/Investigator Signature 

 

 

Date: 
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Statement of the problem: What specific 
problem(s) you are trying to address?   
 
Proposed solution: What do you propose to do? 
Ç Bring a presenter to campus  
Ç Make a presentation of your own  
Ç Launch an awareness campaign 
Ç Create or coordinate an event or activity 
Ç Start a new tradition in our new building 
Ç Introduce a new curriculum 
Ç Reform an existing practice, tradition, and 

policy  
Ç Create a video 
Ç Other: _____ 

 
A theory of action: What is your theory about the 
causes of this problem?  How will your proposed 
solution address the problem? 
 
Project outline: ²ƘƻΩǎ ŘƻƛƴƎ ǿƘŀǘΚ  .ȅ ǿƘŜƴΚ 
 
Support/Resource needs: Do you need help, 
permission, or support from a faculty or community 
member?  Do you need funding?   

A call for proposals for preventing bullying and improving school climate 
 
Dear students,  

 

Do you have an idea about how we could better combat bullying at Wayland High School?  Are you looking for a 

leadership opportunity?  Would you like to earn credit by 

improving school culture?    If so, your proposals are 

welcome!   

 

As you probably know, the new anti-bullying law (M.G.L. c. 71, 

§ 37O(b)) prohibits bullying and retaliation in all public and 

private schools, and requires schools and school districts to take 

certain steps to addressing bullying.    

 

I am convinced that the issue of bullying is related to larger 

issues in our school cultureðissues that could be most 

powerfully addressed by students instead of adults.   

1. Insensitivities to the real and perceived power 

differentials among students on our campusðwould 

students be nicer to one another if they understood one 

another better?  Do students understand how much power they have to hurt one another? 

2. Increases in depression and anxietyðwhy are so many of students feeling alone and vulnerable?   

3. The power of social networking tools and mobile devices to amplify negative interactions between studentsðhow 

much anxiety and bullying at WHS could be prevented if 

students used cyber tools more responsibly? 

4. The power of bystanders (B-G in the diagram)ðwhat are 

the social pressures that prevent students from supporting 

students in crisis or confronting bullying?  Why do our 

young people ñallowò their peers to accumulate social 

capital by being mean to others?    

 

What is your idea?  What do you want to do?  

If you are interested in tackling any of the issues listed above, I 

invite you to discuss your proposal with me.   When we meet, be 

prepared to address the questions in the box to the right. 

 

Students interested in getting credit for their proposal will be 

enrolled in an independent study class during second semester.  

While the specific expectations will vary depending on the 

proposal, I am looking for students who are serious about 

dedicating a significant amount of time to making WHS a 

campus where everybody feels safe, supported, and welcome. 

 

I look forward to hearing your ideas! 

 

 

 

Mr. Bayard Klimasmith, Assistant Principal, Wayland High 

School (April 2011) 
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BUILDING ADMINISTRATOR CHECKLIST 
This checklist is designed to be used annually by building administrators to ensure that their buildings are in compliance 

with the new law and WPSôs Bullying Prevention Plan. 

 

Æ Maintain ñBullying Binderò with new forms and procedures 

Æ Distributed/publicized mechanisms for reporting 

Æ Incident Reporting Forms 

o main office 

o nurseôs office 

o counseling office 

o on school webpage 

Æ Anonymous web-based reporting form 

Æ Student handbook includes definition and reporting procedures 

Æ Acceptable Use Policy includes references to cyber-bullying 

Æ Faculty handbook includes reporting procedures 

Æ Social ñcurriculumò includes bullying-prevention 

Æ Parent outreach (meetings, events, and website) 

Æ Resources 

Æ Information about curriculum 

Æ Information about how the school responds to bullying 

Æ Information about how to report bullying 

Æ Implementation of surveys or other mechanisms to collect data re: bullying 

Æ Training of faculty and staff 

Æ Bullying prevention 

Æ Procedures for responding to bullying 
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Chapter 222:  
CONDUCT 

 

Chapter 222 of the Acts of 2012 

 

 

The Wayland Public Schools adheres to the provisions of Massachusetts General Laws Chapter 71, sections 

37H, 37H ½ and 37H ¾ as well as 603 CMR 53.00 et seq. 

 

 

 Definitions: 

 

1. Short Term, In-School Suspension is the removal of a student from regular classroom activities for ten 

(10) consecutive or cumulative school days or less in one school year.  Please note that removal from 

participation in extracurricular activities does not count as a removal from school in calculating the 

duration of a suspension.  

 

2. Short Term, Out of School Suspension is the removal of a student from the school premises  and 

regular classroom activities for ten (10) consecutive or cumulative school days or less in one school 

year.  Please note that removal from participation in extracurricular activities does not count as a 

removal from school in calculating the duration of a suspension. 

 

3. Long Term Suspension is defined as the removal of a student from the school premises and regular 

classroom activities for more than ten (10) consecutive school days in one school year, or for more than 

ten (10) school days cumulatively for multiple disciplinary offenses in any school year. A long term 

suspension can occur after ten (10) or more cumulative or consecutive school days of in-school 

suspension, as well as out-of-school suspension.  A long term suspension may be served in school.  

Except for M.G.L. c. 71, sects. 37H and 37H1/2 offenses, a long term suspension may not be imposed 

for more than ninety (90) school days in a school year and does not extend from school year to school 

year.  

 

4. Emergency Removal is a brief removal of a student from the school premises and regular classroom 

activities for no more than two (2) school days following the date of the emergency removal when the 

continued presence of the student poses a danger to persons or property.  

 

5. School Wide Education Service- is a document created by the Principal that ñincludes a list of 

educational services available for students who are expelled or suspended from school for more than ten 

(10) consecutive days. This list will include events and activities which represent the studentôs 

opportunity to continue to receive educational services and make progress while suspended or expelled.   

 

6. Principal refers to the Principal or his/her designee.  Superintendent of Schools refers to  

        the Wayland Public Schools Superintendent of Schools or his/her designee. 
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PROCEDURES FOR AN SHORT TERM IN-SCHOOL SUSPENSION 

A short term, in-school suspension may be used as an alternative to short-term, out-of-school suspension. An in-

school suspension means the removal of a student from regular classroom activities, but not from the school 

premises, for no more than ten (10) consecutive school days, or no more than ten (10) school days cumulatively 

for multiple infractions in one school year.   

 

If the Principal chooses this alternative, the Principal shall inform the student of the disciplinary offense 

charged and the basis for that charge; the Principal shall provide the student an opportunity to dispute the charge 

and explain the circumstances surrounding the charge.  If an in-school suspension is issued, the Principal shall 

make reasonable efforts to notify the parent orally of the disciplinary offense, the reasons for concluding that 

the student committed the offense, and the length of the in-school suspension.   

 

The Principal shall also invite the parent to a meeting to discuss the studentôs academic performance and 

behavior, strategies for student engagement, and possible responses to the behavior.  This meeting shall be 

schedule on the day of the suspension, if possible, or as soon as possible thereafter.  The Principal shall also 

send written notice to the student and parent about the in-school suspension, including the reason and length of 

the in-school suspension, and inviting the parent the above described meeting, if such meeting has not already 

occurred.  

 

 

PROCEDURES FOR SHORT-TERM, OUT -OF- SCHOOL SUSPENSION 

(exclusion of a student from school premises and regular classroom activities for a specified period of not 

more than ten school days.) 
 

The principal, or his/her designee, may suspend students on a short-term basis. Unless a student poses a danger 

to persons or property, or the suspension/expulsion is pursuant to M.G.L. c. 71, sect. 37H or 37H 1/2 , the 

student will receive the following prior to a short-term suspension: 

 

1. Oral and written notice of the charges in English and the primary language of the home if other than 

English. This notice shall include: 

i. The disciplinary offense; 

ii.  The basis for the charge; 

iii.  The potential consequences, including the potential length of the suspension;  

iv. The opportunity to have a hearing with the Principal and the parent concerning the proposed 

suspension, including the opportunity to dispute the charges and to present the studentôs 

explanation of the alleged incident; 

v. The date, time, and location of the hearing;  

vi. The right of the parent and student to interpreter services at the hearing; and 

vii.  If the student may be placed on a long-term suspension following the hearing with the principal: 

1. The rights set forth under the ñProcedures for Long-Term Suspensionò; and 

2. The right to appeal the principalôs decision to the superintendent. 

 

2. At the hearing, if the student and/or parent elects to attend, the student shall have the opportunity to present 

his/her version of the relevant facts and any mitigating circumstances. The Principal shall make reasonable 

efforts to notify the parent orally of the opportunity to attend the hearing. To conduct the hearing without 

the parent, the Principal must be able to document reasonable efforts to include the parent.  The Principal is 

presumed to have made reasonable efforts if the Principal sent written notice and has documented at least 

two (2) attempts to contact the parent in the manner specified by the parent for emergency notification. 
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3. Based on the available information, the Principal shall make a determination as to whether the student 

committed the disciplinary offences and what remedy shall be imposed.  The Principal shall notice the 

student and parent in writing of his/her decision, the reasons for it, and, if applicable, the type and duration 

of the suspension and the opportunity to make up assignments and other academic work.  

4. If the student is in a public preschool program or in grades K through 3, the Principal shall send a copy of 

the written determination to the superintendent and explain the reasons for imposing an out-of-school 

suspension, before the suspension takes effect. 

 

PROCEDURES FOR EMERGENCY REMOVAL  

 

If the studentôs continued presence poses a danger to persons or property, or materially and substantially 

disrupts the order of the school and, in the principalôs judgment, there is no alternative available to alleviate the 

danger or disruption, the Principal shall temporarily remove the student from the school.  This temporary 

removal shall not exceed two (2) days following the day of the emergency removal and the superintendent shall 

be immediately notified of the removal.  Additionally, the Principal shall make immediate and reasonable 

efforts to orally notify the student and studentôs parent of the emergency removal, the reason for the emergency 

removal, and the other information required in a short-term suspension notification.  The short-term suspension 

notice shall be provided in writing to the student and parent.  The opportunity for a hearing with the Principal 

shall occur within two (2) school days, unless otherwise extended by the school and parent.  A decision 

regarding the studentôs continued suspension or other removal shall be rendered the same say as the hearing and 

written notice shall be provided the following school day. This written notice shall include all the information 

required based on the type of discipline imposed (short-term suspension, in-school suspension, long-term 

suspension, or expulsion). 

 

The Principal may also remove a student from privileges, such as extracurricular activities and attendance at 

school-sponsored events, based on a studentôs misconduct.  This type of removal is not subject to the 

procedures for suspension and expulsion outlined in this policy. 

 

 

PROCEDURES FOR LONG-TERM SUSPENSION 

(exclusion of a student from school premises and regular classroom activities for more than ten school 

days.) 

 

 

The principal, or his/her designee, may issue long-term suspensions at the building level. The Principal may 

also issue expulsions for the offenses set forth in M.G.L. c. 71, §37H and §37H½. Expulsions for other offenses 

are handled by the Board of Directors pursuant to M.G.L. c. 76, §16 and §17. 

 

 

1. In the event of a long term suspension or expulsion, the student will be provided oral and written notice of 

the charges in English and the primary language of the home if other than English. This notice shall include: 

i. The disciplinary offense; 

ii.  The basis for the charge; 

iii.  The potential consequences, including the potential length of the suspension;  

iv. The opportunity to have a hearing with the Principal and the parent concerning the proposed 

suspension, including the opportunity to dispute the charges and to present the studentôs 

explanation of the alleged incident; 

v. The date, time, and location of the hearing; and 

vi. The right of the parent and student to interpreter services at the hearing. 
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5. The Principal shall make reasonable efforts to notify the parent orally of the opportunity to attend the 

hearing. To conduct the hearing without the parent, the Principal must be able to document reasonable 

efforts to include the parent.  The Principal is presumed to have made reasonable efforts if the Principal sent 

written notice and has documented at least two (2) attempts to contact the parent in the manner specified by 

the parent for emergency notification. 

2. In advance of the hearing, the student shall have the right to review the studentôs record and the documents 

upon which the Principal may rely in making a determination to suspend the student.   

3. The student shall also have the right to be represented by counsel or a lay person at the choice and expense 

of the student/parent.  

4. At the hearing, if the student and/or parent elects to attend, the student shall have the opportunity to present 

his/her version of the relevant facts and any mitigating circumstances. The student shall also have the right 

to produce witnesses and the right to cross-examine witnesses presented by the school.  The student may 

request that the hearing be audio recorded by the Principal and may request a copy of the recording.  All 

parties must be made aware that the hearing is recorded in advance of the hearing. 

5. The parent, if present, shall have the opportunity to discuss the studentôs conduct and other information, 
including mitigating circumstances, that the Principal should consider in determining consequences for the 

student. 

6. The Principal shall make a determination as to whether the student committed the disciplinary offences and 

what consequences shall be imposed.  The Principal shall notice the student and parent in writing of his/her 

decision, including the following information: 

i. The disciplinary offence, the date on which the hearing took place, and the participants in the 

hearing; 

ii.  The key facts and conclusions reached by the principal; 

iii.  The length and effective date of the suspension and the date of return to school; 

iv. The notice the studentôs opportunity to receive education services to make academic progress 

during the suspension; 

v. The studentôs right to appeal the principalôs decision to the superintendent or his/her designee if a 

long-term suspension has been imposed.  This notice of appeal shall include the process for 

appealing the decision, which requires the parent or student to file a written notice of appeal with 

the superintendent within five (5) calendar days of the effective date of the long-term suspension. 

a. The superintendent shall hold the hearing within three (3) school days of the 

studentôs request, unless an extension is mutually agreed to. 

b. The superintendent shall make a good-faith effort to include the parent in the hearing. 

c. The hearing shall be conducted to determine whether the student committed the 

disciplinary offense and, if so, what the consequence shall be. The hearing shall be 

audio recorded and a copy of the recording shall be provided to the student or parent 

upon request.  

d. All the same rights as are afforded in the above long-term suspension principalôs 

hearing shall apply to the student in a superintendentôs hearing.  

e. The superintendent shall issue a written decision within five (5) calendar days of the 

hearing.  If the superintendent determines that the student committed the disciplinary 

offense, the superintendent may impose the same or lesser consequence than the 

principal.  

f. The decision of the superintendent shall be the final decision of the school district.  

vi. If the student is in grades K-3, the Principal shall send a copy of the written determination to the 

superintendent and explain the reasons for the suspension before the suspension takes effect. 
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SCHOOL-WIDE EDUCATIONAL SERVICE PLAN  

 

 

¶ During any suspension, the student may complete course work or assignments, have them marked, and 

graded without consequence.  This includes long term assignments and projects. 

 

¶ Should a student be suspended in excess of 10 consecutive school days, tutoring will be provided.  

Tutoring will be arranged for 2 hours per week per academic subject. 

 

 

¶ Teachers, Administrators, and Counselors will maintain ongoing communication with the student during 

all suspensions.   Communication may take the form of phone conversations, email communication, 

and/or meetings, as necessary. 

 

¶ When necessary, teachers will be available to support students. 

 

 

WEAPONS 

Any student who is found on school premises or at school-sponsored or school related events, including athletic 

games, in possession of a dangerous weapon including, but not limited to, a gun or a knife may be subject to 

expulsion from the school or school district by the principal.   

 

ASSAULT 

Any student who assaults a principal, assistant principal, teacher, teacherôs aide or other educational staff on 

school premises or at school-sponsored or related events, including athletic games may be subject to expulsion 

from the school or school district by the principal. 

 



 

12 

 

  
Wayland Public Schools 

 

Prevention of Physical Restraint and Requirements - Procedures 

 

The Wayland Public Schools complies with the Department of Elementary and Secondary Education 

(hereinafter ñDESEò) regulations governing the use of restraint, which can be found at 603 CMR 46.00 et seq. 

(hereinafter ñRegulationsò).  According to their terms, the Regulations apply not only at school but also at 

school-sponsored events and activities, whether or not on school property.  Additional information including a 

copy of the regulations can be obtained from the Director of Student Support Services Office or obtained at 

www.doe.edu/lawsregs/603cmr46.html. 

 

Only lawful physical restraint will be used in the Wayland Public Schools.  Physical restraint shall be used with 

extreme caution, only in emergency situations of last resort, after other lawful and less intrusive alternatives have 

failed or been deemed inappropriate.  School personnel shall use physical restraint with two goals in mind: 

 

(a) To administer a physical restraint only when needed to protect a student and/or a member of the 

school community from assault or imminent, serious, physical harm; and  

 

(b) To prevent or minimize any harm to the student as a result of the use of physical restraint.  

 

The following are not considered physical restraint:  brief physical contact to promote student safety (such as 

guiding a student or re-directing a student); providing physical guidance or prompting when teaching a skill; 

redirecting attention (such as to a shoulder, face or torso); providing comfort; physical escort that does not 

involve force. 

 

Definitions 

 

The use of mechanical restraint, medical restraint and seclusion is prohibited.   

 

Mechanical Restraint: the use of any device or equipment to restrict a studentôs freedom of movement.  The 

term does not include devices implemented by trained school personnel, or utilized by a student that have been 

prescribed by an appropriate medical or related services professional, and are used for the specific and approved 

positioning or protective purposes for which such devices were designed. 

 

Medication Restraint: the administration of medication for the purpose of temporarily controlling behavior. 

 Medication prescribed by a licensed physician and authorized by the parent for administration in the school 

setting is not medication restraint. 

  

Prone Restraint: a physical restraint in which a student is placed face down on the floor or another surface, and 

physical pressure is applied to the studentôs body to keep the student in the face-down position. 

 

Seclusion: involuntary confinement of a student alone in a room or area from which the student is physically 

prevented from leaving.  Seclusion does not include a time-out as defined below.  

 

Physical Escort: a temporary touching or holding, without the use of force, of the hand, wrist, arm, shoulder, or 

back for the purpose of inducing a student who is agitated to walk to a safe location.  

Physical Restraint: direct physical contact that prevents or significantly restricts a studentôs freedom of 

movement.  Physical restraint does not include: brief physical contact to promote student safety, providing 

http://www.doe.edu/lawsregs/603cmr46.html
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physical guidance or prompting when teaching a skill, redirecting attention, providing comfort, or a physical 

escort. 

Time-Out: a behavioral support strategy, developed pursuant to 603 CMR 46.04(1), in which a student 

temporarily separates from the learning activity or the classroom, either by choice or by direction from staff, for 

the purpose of calming.  During time-out, a student must be continuously observed by a staff member.  Staff 

shall be with the student or immediately available to the student at all times. The space used for time-out must 

be clean, safe, sanitary, and appropriate for the purpose of calming.  Time-out shall cease as soon as the student 

has calmed. 

 

Requirements for Use of Physical Restraint 
 

Physical restraint is considered an emergency procedure of last resort.  This means that it may be used only 

when the studentôs behavior poses a threat of assault or imminent, serious, physical harm to self and/or others; 

and the student is not responsive to verbal directives or other lawful and less intrusive behavior interventions, or 

such interventions are deemed to be inappropriate under the circumstances. 

 

Prohibitions 

Physical restraint shall not be used: 

(a)  As a means of discipline or punishment;  

(b)  when the student cannot be safely restrained because it is medically contraindicated for reasons including, but 

not limited to, asthma, seizures, a cardiac condition, obesity, bronchitis, communication-related disabilities, or risk 

of vomiting;  

(c)  as a response to property destruction, disruption of school order, a student's refusal to comply with a policy or 

directive, or verbal threats when those actions do not constitute a threat of assault, or imminent, serious, physical 

harm;  

(d) As a standard response for any individual student. No written individual behavior plan or individualized 

education program (IEP) may include use of physical restraint as a standard response to any behavior. Physical 

restraint is an emergency procedure of last resort. Mechanical restraint, medication restraint, and seclusion are 

prohibited in all public schools. 

 

Prone restraints are prohibited, except on an individual basis and when all of the following conditions, which 

require specific documentation, are met:  (1) the student has a documented history of repeatedly causing serious 

self-injuries and/or injuries to other students or staff; (2) all other forms of physical restraint have failed to 

ensure the safety of the student and/or others; (3) there are no medical contraindications, as documented by a 

licensed physician; (4) there is psychological or behavioral justification for the use of prone restraint and no 

psychological or behavioral contraindications, as documented by a licensed mental health professional; (5) the 

program has obtained consent to use prone restraint in an emergency and the use of prone restraint is approved 

in writing by the Principal; and (6) the program has documented all of the above before using prone restraint 

and maintains the documentation.  The only staff authorized to administer a prone restraint are staff who have 

received in-depth restraint training in accordance with 603 C.M.R. 46.04(3). 

Floor restraints are prohibited unless the staff administering the restraint has received in-depth training in 

accordance with 603 C.M.R. 46.04(3), and these trained staff members determine that such method of restraint 

is required to provide safety for the student or others.   
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Proper Administration of Physical Restraint 

 

Only Wayland personnel who have received training (e.g. Crisis Prevention Intervention) pursuant to the 

Regulations shall administer physical restraint on students. Whenever possible, the administration of a restraint 

shall be witnessed by at least one adult who does not participate in the restraint.  When administering a physical 

restraint, trained staff shall comply with the requirements regarding use of force, method, duration of the 

restraint, and safety, as set forth in the Regulations.    

 

Each school has individuals certified in CPI that area able to implement restraints.  School principals will notify 

their building staff of certified CPI trained staff at the beginning of each school year and how to contact their 

CPI trained staff member when a crisis should arise. 

 

Nothing in these procedures shall preclude a teacher, employee or agent of the Wayland Public Schools from 

using reasonable force to protect students, other persons or themselves from assault or imminent, serious, 

physical harm. 

 

Staff Training    

 

All school staff will receive training with respect to the districtôs restraint prevention and behavior support 

policy and requirements when restraint is used. Training shall include information on the role of various 

individuals in preventing restraint, the restraint prevention and behavior support policy and procedures, 

interventions that may preclude the need for restraint, types of permitted physical restraints and related safety 

considerations, and administering physical restraint in accordance with medical or psychological limitations, 

known or suspected trauma history, and/or behavioral intervention plans applicable to an individual student.  

Staff training will occur at the beginning of each school year, and for new hires within one month of being 

hired.     

 

Additionally, the principal will identify specific staff that is authorized to serve as school-wide resources to 

assist in ensuring proper administration of physical restraint.  These individuals must participate in in-depth 

training in the use of physical restraint and implementation of the Regulations.   

 

Reporting Physical Restraint Use 
 

All  physical restraints, regardless of duration, will be reported using the electronic forms provided by the 

Department of Elementary and Secondary Education.   Please follow flow chart of Procedures for Reporting 

Physical Restraint attached. 

 

Reporting within School and to Parents 

 

Program staff shall report the use of any physical restraint, as required by the Regulations. The staff member 

who administered the restraint shall notify the principal verbally as soon as possible and in writing no later than 

the next school working day. The report shall be maintained by the school and made available for review by the 

Parent(s) or DESE upon request.  

The principal or designee shall make reasonable efforts to inform the Parent(s) of the restraint within 24 hours 

of the event, and shall notify the Parent(s) by written report within three school working days of the restraint. 

The information in the report shall comply with 603 CMR 46.06(4). The written restraint report must be 

provided to the Parent(s) in the language in which report cards and other necessary school-related information 

are customarily provided.  
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Reporting to the Department of Elementary and Secondary Education 

 

The District will report to DESE all restraints that result in serious injury to either a student or a staff member 

within three (3) school working days of the restraint.  Additionally, the District will provide DESE with an 

annual report of its physical restraint use.   

 

Administrative Reviews of Physical Restraint Use 
The Principal, or designee, will review restraint data on a weekly basis and convene a review team to assess the 

progress and needs of any student who has been restrained multiple times in the week and reach consensus on a 

plan for the student with the goal of reducing or eliminating the need for restraint.   

 

The Principal, or designee, will review restraint data on a monthly basis to determine patterns of use, and make 

adjustments as necessary or appropriate to policy, conduct training, or take other action to reduce or eliminate 

the use of restraints. 

 

Prevention of Dangerous Behavior 

As set forth in the Regulations, the Wayland Public Schools shall develop methods for preventing student 

violence, self-injurious behavior, and suicide, including individual crisis planning, behavior intervention plans, 

and de-escalation of potentially dangerous behavior occurring among groups of students or with an individual 

student.  

 

Parent Engagement 

In accordance with the regulations, the Wayland Public Schools shall engage Parents in discussions about 

restraint prevention and the use of restraint solely as an emergency procedure.   The restraint policy and 

procedures will be posted on the districtôs website and within school handbooks.   

 

Complaints 

Complaints and grievance procedures are in place for receiving and investigating complaints regarding physical 

restraint practices.  Any individual who believes that a physical restraint of a student may have been 

unwarranted or conducted inappropriately may file a written complaint as outlined in the Wayland Public 

School district policy (Public Complaints KE), and in the context of this policy beginning with the school 

building administrator.   A thorough investigation will be conducted which may include interviewing witnesses, 

staff involved and/or the student; reviewing all written documentation leading up to and pertaining to the 

incident and all reports filed.  A written response will be developed by the investigator and provided to the 

complainant.   

 

Preventing Restraints 

Roles of Individuals:   

Å Students, families, and school staff each play a role in preventing restraint and ensuring the safety of the 

school community:  

Å Students- students should follow school rules and codes of conduct as outlined in district policies (e.g. 

student handbooks) 

Å Families- families should be made aware of school rules and codes of conduct, as well as district 

policies and procedures; regular communication between parents and school is important to facilitate 

family support  

Å School Staff- staff should inform students and parents of school rules and district policies, and abide by 

school policies and procedures, including adherence to Massachusetts restraint regulations.   
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De-escalation Techniques and Alternatives to Restraint 
Staff should also consider a variety of behavioral interventions that may be effective in de-escalating the 

student, such as:  

Å Offering choices of activities 

Å Positive behavioral interventions 

Å Verbal redirection 

Å Verbal directive to cease behavior 

Å Opportunity for a break 

Å Reducing the demands/amount of work expected (without removing the expectations entirely) 

Å Reminding student of reinforcers available for engaging in appropriate behaviors (e.g. first work, then 

you can read ) 

Å Prompting the student to use functional language to communicate their feelings or needs (e.g. if you are 

frustrated you can tell me ñI need a breakò)  

Å Offering opportunities to speak with professionals e.g. teacher, administrator, nurse, or guidance 

counselor              

Å Working in small groups outside classroom on academic related work 

Å Whenever there is a behavior support plan in place for a student, staff should defer to the specific 

interventions outlined in the behavior plan! 

Å Be familiar with your studentsô behavior support plans and/or individualized education programs and the 
interventions and accommodations recommended in those documents. 

Å No written Behavior Plan or Individualized Education Program (IEP) may include ñphysical restraintò 

as a standard response to any behavior. 

Å If a studentôs behavior is significantly escalated, sometimes attempting to talk to the student can make 
them more agitated.   Staff may consider using the ñwait strategyò and limit their use of verbal language, 

while still visually monitoring the student at all times, and wait until the student shows signs of calming 

before they attempt to talk to the student. 

Å If a student cannot be safely maintained in an area, staff may also consider the use of a time-out space as 

a safer alternative to physical restraint.  
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Behavioral Support Procedures 

Time-Out 

Time-out is a behavioral support strategy developed pursuant to 603 CMR 46.04(1) in which a student: 

 

Å Temporarily separates from the learning activity or the classroom, either by choice or by direction from 

staff, for the purpose of calming.  

Å During time-out, a student must be continuously observed by a staff member.  

Å Staff shall be with the student or immediately available to the student at all times.  

Å The space for time-out must be clean, safe, sanitary, and appropriate for the purpose of calming. Time-

out shall cease as soon as the student has calmed.  

Å Time-out does not include time spent with administrators during investigations, visits to nurse, or 

working in small groups outside the classroom on academic related work. 

 

Inclusionary Time-Out:  a behavior support strategy that allows the student to remain fully aware of the 

learning activities of the classroom. This can include: "planned ignoring," asking students to put their heads 

down, or placing a student in a different location within the classroom (this does not include walled off "time-

out" rooms located within the classroom). 

Exclusionary Time-Out:  a behavior support strategy that includes the removal of a student from the learning 

environment. This should only be used when the student is displaying behaviors which present, or potentially 

present, an unsafe or overly disruptive situation in the classroom. Staff-directed exclusionary time-out should 

not be used as a method of punishment for noncompliance, or for incidents of misbehavior that are no longer 

occurring.  A student may choose time-out for the purpose of calming.  Any student removed from the 

instructional area due to escalated behaviors is considered to be time-out, e.g. guidance office, learning center 

room.  It is not limited only to spaces labeled as time-out area.  Exclusionary time-out cannot include the use of 

a locked door! Closed doors are permitted as long as staff are able to continuously monitor the student at all 

times, are continuously observed, and staff are immediately available at all times.    Exclusionary time-outs 

need to be documented on appropriate district reporting forms.  

 

If an exclusionary time-out period lasts 30 minutes, the principal or her/his designee must approve the 

continuation of time-out based on the studentôs continuing agitation.   The time-out procedure should include 

seeking principal approval prior to the 30 minute time frame in order to proceed with the time-out. 

 

The emphasis on the added definition of ñtime-outò in the regulations is to clearly identify time-out as a 

behavior support strategy that is non-punitive and where students are never left alone.  A staff person is always 

in proximity and is able to view the student at all times. 

 

The amended regulations explicitly prohibit seclusion.  It should NEVER be used with students!  A student may 

not be left alone in a room until they calm down without a staff member continuously observing her/him.  

 

Documenting Exclusionary Time-Out 

Staff will complete an in-district time-out reporting form for internal monitoring.   

 

The District will annually review its Restraint Prevention and Behavior Support Policy and Procedures, provide 

it to all District staff, and make it available to parents of enrolled students.   
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PROCEDURES FOR RESOLVING COMPLAINTS OF HARASSMENT  

(INCLUDING SEXUAL HARASSMENT)  

 

Introduction And Summary Of Options 

 

The procedures described below are available whenever someone believes that a member of the Wayland Public 

Schools community or one of its employees has violated the school's policy on harassment. Under these 

procedures, someone who believes that s/he, or someone else, has been the victim of harassment is a 

complainant; any individual who has been accused of harassment, formally or informally, is a respondent. 

 

The Wayland Public Schools offers a range of options when someone believes that harassment has occurred. 

These include: (a) individual consultation, (b) informal complaint resolution, and (c) formal complaint 

resolution. Each is summarized below, first briefly, and then in more detail. 

 

Any member of the Wayland Public Schools community who seeks further information about these procedures 

is encouraged to contact Mr. Parry Graham, Assistant Superintendent, Title VI and Title IX Coordinator (358-

3773) or Dr. Richard Wkitehouse, Director of Student Services, Section 504 Coordinator (358-3756). 

 

Below is summarized the three options available in dealing with sexual harassment. 

 

Individual Consultation  ï The Wayland Public Schools employs in each building person(s) who can provide 

informal support and guidance to members of the community concerning allegations of harassment. No written 

records are kept. For further information, see the following sections below:   

A. Confidentiality , and D.1. Individual Consultation.  

 

Informal Complaint Resolution ï A concerned individual may turn to designated Wayland Public Schools 

personnel for action short of a formal hearing. For a complainant, such action may include informal mediation, 

arranging a meeting with the respondent, and/or helping in communicating with the respondent. Written records 

may be kept. Taking an informal approach at the outset does not preclude formal action later. For further 

information, see the following sections below:   

A. Confidentiality , and D.2. Informal Complaint Resolution. 

 

Formal Complaint Resolution ï The formal process begins when a written, signed complaint is filed with a 

Wayland Public Schools administrator. The administrator, acting on information s/he has received, may also 

initiate the formal process on behalf of the Wayland Public Schools. Filing a formal complaint ordinarily means 

a full investigation by a trained investigator. If both complainant and respondent agree, the dispute may become 

the subject of formal mediation, involving one or more trained mediators. The dispute may also be submitted 

for a formal hearing. For further information, see the following sections below: A. Confidentiality , and D.3. 

Formal Complaint Resolution. 

 

 

Procedural Guidelines 

 

Confidentiality  ï Wayland Public Schools recognize that both the complainant and the respondent may have 

strong interests in maintaining the confidentiality of allegations and related information. Accordingly, unless 

they authorize disclosure, individuals who share information with Wayland Public Schools officials may expect 

that their conversations will ordinarily remain confidential. In unusual circumstances, however ï when 

information must by law be disclosed (for example: when information received indicates a threat to safety, or 

when a formal written complaint has been filed) ï it may be necessary to disclose it to Wayland Public Schools 

officials or others. An individual who has concerns about confidentiality should raise them early in the process. 
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Legal Remedies ï An employee who has been subject to sexual harassment has several legal options. S/he may 

bring suit under Federal or State Sex Discrimination laws, under Massachusetts statutes that explicitly prohibit 

sexual harassment, or under common law tort theories such as assault. An employee may also pursue any 

grievance and arbitration procedures established by a collective bargaining agreement and/or may file a charge 

with the Massachusetts Commission Against Discrimination ("MCAD") or the Equal Employment Opportunity 

Commission ("EEOC"). The MCAD and EEOC will pursue the charge with no cost to the employee.  

 

A student who has been harassed may file a complaint under Title IX. The United States Supreme Court has 

held that a student may recover damages in such an action. A student may also sue under tort theories and may 

bring a charge with the Office for Civil Rights. Under certain circumstances, sexual harassment may constitute 

child abuse under Massachusetts Law, G.L.C. 119 §51A. Wayland Public Schools shall comply with 

Massachusetts laws in reporting suspected cases of child abuse. 

 

Use of these procedures does not preclude subsequent legal action. Similarly, the fact that legal action has 

begun or is possible does not preclude use of these procedures. Individuals may therefore wish to obtain legal 

advice as they consider how to proceed. 

 

The Wayland Public Schools intends to protect the rights of all individuals who may become involved with the 

investigation of a complaint of sexual harassment. 

 

Preventative Administrative Responsibility 

¶ A copy of the Wayland Public Schools Policy on Harassment and these Procedures for 

Resolving Complaints of Sexual Harassment is to be distributed to each employee and included in 

the School/Student Handbook of each school. 

¶ All new employees shall be given a copy of the policy within one week of their beginning 

employment. 

¶ At the beginning of each school year, each principal or supervisor shall review with all employees 

the procedures for registering a complaint about harassment and shall review the redresses, which 

are available. 

¶ No principal or supervisor shall destroy evidence relevant to an investigation of discrimination or 

harassment. 

Specific Procedures for Employees and Students 

 

Individual Consultation ï Wayland Public Schools has trained persons who can provide informal support 

and guidance to individual members of the community on issues of harassment.  A complainant, 

respondent, or concerned member of the committee may make use of such persons in order to: 

¶ discuss a specific situation or incident 

¶ learn about Wayland Public Schools Procedure for Resolving Complaints of Sexual Harassment 

¶ learn about support services and resources 

¶ get personal support and advice on how to proceed 

¶ determine a course of action 

  

      For example, the support person may help the complainant write a letter to the respondent or suggest 

ways in which the complainant can approach the respondent (the support person to one party should not, 

however, contact or meet with the other party).  If an Informal Complaint or a Formal Complaint is 

lodged, the support person may accompany and assist the individual through the complaint resolution 

process. 
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 No written records of individual consultations are kept. For further information on confidentiality, see 

the Confidentiality section above. 

 

 The names, titles and telephone numbers of individuals trained to serve as support persons are listed in 

the attachment. 

 

Informal C omplaint Resolution ï Sometimes harassment issues are easier to resolve when an informal 

atmosphere encourages people to identify the difficulty, talk it out, and agree on how to deal with it. 

Informal Complaint Resolution is available to a complainant who seeks the help of a specially trained 

school official, but does not wish to file a formal complaint. Written records may be kept (see section A. 

Confidentiality ). 

 

 All the services available through individual consultation ï information, advice, and support ï are also 

available here to the complainant, the respondent, or a concerned community member. In addition, 

depending on the circumstances, the following options are also available: 

 

¶ Informal investigation, in which one of the designated school officials speaks with the parties and 

with other individuals who may have information about the situation. 

 

¶ Informal mediation, in which a school official may help the complainant bring the problem to the 

respondent's attention, speak with the respondent and other witnesses, and help the parties arrive 

at a mutually-acceptable solution. Such a resolution may or may not entail a face-to-face meeting 

of the complainant and respondent.  Mediation should be conducted only with the consent of 

both parties. 

 

 

 School officials authorized to engage in Informal Complaint Resolutions are listed in the attachment. 

 

 

 Possible conflicts exist between the roles of support person, investigator, and mediator. A school official 

who foresees such a conflict should avoid it by requesting assistance from another designated official. 

The individual should also call any such conflict to the attention of the officials involved. Each 

designated school official may, as needed, convene a meeting of other such officials. 

 

 

 Throughout the Informal Complaint Resolution process, the support person may accompany each the 

complainant and respondent from the individual consultation stage, another adviser, or another support 

person from the school community.  

 

 

Formal Complaint Resolution ï Anyone who believes that harassment has occurred may   choose, either 

initially or after having sought to resolve the matter informally, to bring a complaint through the Wayland 

Public Schools formal procedures, one outcome of which may be disciplinary action against the respondent. 

The purpose of the Formal Complaint Resolution process is to ensure prompt, fair, and formal resolution of a 

complaint of harassment. 

 

Please consult the Wayland Public Schools Administrative Procedures: Complaints Regarding Personnel, 

a copy of which is attached. 
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 File: ACA          

 

Wayland  

Public Schools 

POLICY  ON SEXUAL DISCRIMINATION, INCLUDING  SEXUAL HARASSMENT, 

AGAINST  STUDENTS 

All  persons associated with the Wayland Public Schools including, but not limited to, the Committee, the 
administration, staff, and students, are expected to conduct themselves at all times so to provide 
an atmosphere free from sexual discrimination, including sexual harassment. This Policy covers any act of sexual 
discrimination, sexual harassment, or sexually harassing conduct against a student by other students, school 
employees, or third parties. Further, any act of retaliation for cooperating with an investigation of the afore-
mentioned will  be in violation of this Policy and will  not be tolerated. 

 
The Wayland School Committee takes all allegations of discrimination on the basis of sex, including sexual 
harassment, seriously. All  such complaints will  be investigated promptly in accordance with the District's Title  IX  
Grievance Procedures. These Procedures will  be published on the District's website, summarized in each school 
Handbook, and made available in the main office of each school upon request. Where it is determined that 
inappropriate conduct has occurred, the District will  take corrective action to eliminate the conduct, prevent its 
reoccurrence, and impose disciplinary consequences to the extent appropriate. 

 
Definition of Sexual Discrimination: Treating a student differently, or interfering with or preventing the student 
from enjoying the advantages or privileges afforded to others by the Wayland Public Schools, on the basis of the 
student's sex.  Sexual discrimination includes sexual harassment. 

 
Definition of Sexual Harassment: Oral, written, graphic, electronic, or physical conduct relating to a student's 
actual or perceived sex that is sufficiently severe, pervasive or persistent so as to interfere with or limit  that 
student's ability to participate in the District's programs or activities by creating a hostile, humiliating, intimidating, 
or offensive educational environment. Sexually harassing conduct may include, but is not limited to: 
 

¶ Degrading, demeaning, insulting, or abusive verbal or written statements; 

¶ Taking personal belongings, taunting, teasing, name-calling, or spreading rumors; 

¶ Drawing or writing graffiti, slogans, visual displays, or symbols on school or anotherôs property; 

¶ Telling degrading or offensive jokes 

¶ Requests for sexual favors; 

¶ Unwanted physical contact of any kind; 

¶ Physical violence, threats of bodily harm, physical intimidation, or stalking; 

¶ Threatening letters, emails, instant messages, or websites that come within the scope of the 

Districtôs disciplinary authority 

 
Under certain circumstances, sexual harassment may constitute child abuse under Massachusetts General Laws, 
chapter 119, section 51 A. The Wayland Public Schools shall comply with Massachusetts law in reporting 
suspected cases of child abuse. 
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Designated Officials for Addressing Sexual Discrimination and Harassment Complaints:  In each school building, 
the Principal is responsible for receiving reports and complaints of violations of this  
 
 

Policy at the school level.  Individuals may file a report or complaint of sexual discrimination, including 

harassment, with the Principal. A report or complaint of a violation involving the Principal should be filed with the 

Title IX Grievance Officer.  Individuals may also file complaints directly 

with the District's Title IX  Grievance Officer: Assistant Superintendent, 41 Cochituate Road, 

Wayland, MA. (508) 358-3772. 

 

The Title IX  Grievance Officer and/or building Principal shall process all complaints of sexual discrimination 

in accordance with the Title  IX  Grievance Procedures. 
 
 

LEGAL REFS: Title IX of the Education Amendments of 1972, 20 U.S.C. 1681, et seq 
M.G.L., c. 76, §5 
603 C.M.R. 26.00 

 
 
 
Approved by the School Committee April 27, 2015 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

File: AC-R 
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File: JICH 
 

ALCOHOL  AND DRUG USE 
 

 
In view of the fact that the use of alcohol and/or drugs can endanger the health and safety of the user and 
others, and recognizing the deleterious effect the use of alcoholic beverages or drugs can have on the 
maintenance of general order and discipline, the School Committee prohibits the use of, serving of, or 
consumption of any drug or alcoholic beverage on school property or at any school function. 

 
Additionally, any student, regardless of age, who is under the influence of drugs or alcoholic beverages 
prior to attendance at, or participation in, a school-sponsored activity, will  be barred from that activity and 
subject to disciplinary action. 

 
This policy will be posted on the Districtôs website and notice shall be provided to all students   and parents 
of this policy in accordance with state law.   Additionally, the District shall file a copy of this policy with 
DESE in accordance with law in a manner requested by DESE. 

 
 

LEGAL REF.: M.G.L. c. 71:2A; 71:96; 272:40A 
 

CROSS REF.: GBEC, Drug Free Workplace Policy 
IHAMA, Teaching About Drugs, Alcohol, and Tobacco 

  JLCD, Administering Medicines to Students 
 
 
 
 
Approved:                 August 25, 2016 
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