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"lt is the policy of C.E.S. that no person shall be excluded from participation in, denied
the benefits of, or otherwise disciminated against under any seruice or program on

account of race, color, religious creed, age, maital or civil union sfafus, national oigin,
sex, sexualorientation, gender identity orexpression, ancestry, residence, present or

past history of mental disorder, mental retardation, leaming disability or physical
disability including, but not limited to, blindness, orpregnancy and prcvides equal
access to the Boy Scouts and other designated youth grcups. lnquiies rcgarding

C.E S. nondiscrimination policies should be directed to the Associafe Executive
Director's office, C.E S., 40 Lindeman Dr., Trumbull, CT 06611, (203) 365-8831."
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C.E.S. MiSSION STATEMENT

The mission statement of Cooperative Educational Services is "to identifr and provid.e quality ed.ucational
opportunities for educators, students, families and communities."

C.E. S. VISION STATEMENT

With a strong commitment from a diverse and highly qualified staff, C.E.S. is the primary educational resource for
the communities we serve. We are a model of leadership promoting a commurrity of life-long learning. We assure
student success through regional collaboration, leadership, resources and support.

GIIIDING BELIEFS

We Believe:

. Every student has a right to high quality education.
r Student-centered instruction recognizes the individual abilities ofeach learner.
o The unique cultural and developmental differences ofour students are recognized and valued.
r Partnerships among famfies, schools, communities, and state agencies are essential for the achievement

ofcommon goals and conservation offinancial resources.
r Leadership, communication, innovation, and creative thinking promote positive change and growth.
. EverT educator has the responsibility to be a life-long learner.
r The commitment of our dedicated staffis valued.
o Our effectiveuess as an organization contributes to our clients'success.
o It is important to reflect upon and continually evaluate the services we provide.
r It is important to nurture the growth of progressivs |s41ning communities.
. Every staffmember represents the mission, core beliefs, and vision of C.E.S.

ORGANIZATIONAL STRUCTIJRE

The Division of Special Education is composed of two primary units of service, the Developmental Disabilities
Unit and the Emotional Disabilities Unit. Each of these units is administered by a Unit Director. Each unit
also has Program Administrators who serve as lead managers and supervisors of designated programs or
program components. Where needed, Team Leaders or Component Leaders (non-supervisory positions) assist
Unit Directors and Program Administrators by performing coordination responsibilities for targeted areas of
serrrices.

STAFF HOURS

Full-time certified special education staffare scheduled to work from 8:15 AM to 3:45 PM
(8:00 AM to 3:30 PM for 30 Lindeman) Monday through Friday. This schedule may valy for some programs and
program locations. If different, specific schedules will be formally designated by your sdminisf,laler following
consultation w'ith staff.

Full-time non-certified special education staffare also scheduled to work from 8:15 AM to
3:45 PM (8:00 AM to 3:30 PM for 30 rindeman) Monday through Friday. This schedule may vary for some
programs. If different, specific schedules will be formally designated by your administrator following consultation
with staff.

The echedule of work for part time employees (certified and non-certfied) is individually determined based upon
the needs of each program. Please consult your ad-inistrator if you have any questions regarding your work
schedule. Part time employees may not alter their work schedule or add time to their weekly schedule
without the prior approval of their administrator.

Staff needing to arrive Iater or leave earlier than the prescribed work hours, must obtain permission from their
administra6sl. Under no circumstances should a staff member arrive late without calling their program
administrator or leave early without first consulting/sesking permission from their program administrator.
Consistent absenteeism or chronic lateness could result in disciplinary action or termination of



employment. Leaving work prior to the end of the work day without the permission of your
administrator is also grounds for disciplinary action or dismissal. Any staff member needing to ieave
earlier on a regular basis must submit a written request to the Director of Special Ed.ucation. The requJst should
include the staff membet's plan to make up lost time. The Director of Special Ed.ucation will submit the request,
along with his/her recommendation, to the Executive Director for final approval. Only the Executive Director can
grant such a request and staffmembers should not assume approval without written confirmatron.

STAIryATUTENDA]{CE

It is of the utmost importance that each staff member makes a firm commitment to worlt_on a consistent basis.
Chronic absenteeism as well as patterns of absence may be grounds for administrative review. It is expected that
all staffwill arrive at the building no later than 8:Lb (8:00 for TDP T.;ndeman Campus). Chronic lateness could
result in discipliaary action or termination of employment. Staff are also reminded that continual absenteeism
results in a loss of consistency aad lesrning for students in your charge. Frequent absenteeism for other than
documented health reasons, could result in disciplinary action or termination of emplolm.ent. Failure to notifr
your program administrator in a timely manner of your absence ftom work is grounds for
disciplinary action or dismissal.

SICKLEAVE

Each staff member based on their position receives or earns sick leave on an annual basis. These sick days
accumulate from year to year to a maximum of 180 days. Staff are permitted to use a portion of their yearly sick
days (total of 5) for family illns5s. Absences due to family illnsss should be specified !v[sa calling the program
admiaistrator. The family is defined as parents, spouse and children who reside with the employee. Employees
may also use a maximum of one (1) sick day in each year to attend to routine periodic medical and dental
examinations. This should also be specified when requested.

REPORTING ABSENCES DUE TO ILLNESS

Staff are e:rpected to report aII absences due to illness or injury to their administrafer. Failure to properly notifu
your program administrator of your absence could result in disciplinary action or termination of employment.

Please place this call yourself, rather than having someone else call for you. Teachers are expected to have lesson
plans in place for each day. Any variation or anticipated difEculty in carryi:rg out the lesson plan for the day needs
to be discussed with your administrator when you call in. It is also helpfirl for you to call your classroom co-worker
when you will be absent if you can do so.

In an emergency situation, if you are unable to reach your administrator, please speak to the program's secretary,
another srlminisflafer, or if needed, the C.E.S. receptionist.

If you plan to be out more than one day, you must contact yow administrator as soon as this is known and discuss
the situation with him/rer. Return from absences due to work related injury wilf require a doctor's note verifring
the staffmember's ability to return to work. In cases of chronic or signifrcant absences, C.E.S. reserves the
right to seek independent medical opinions to ensure that a staff member is well enough to fulfill
his/her essential job responsibilities.

ROLE OFADMINISTRATORS

The administrator (i.e., Unit Director, Program Administrator) of your assigned program has the responsibility for
management of all program activities and supervision of staff and students. All activities are subject to his/her
approval. Staff are encouraged to communicate their concerns about any student or program issue directly to their
administralel. Incidents involving student or staff injury or that have any potential negative
implications for the agency, prograrn, students or staff should be immediately reported to assigned
administrator or in his/her absence another C.E.S. adrninistrator. The arlministrator is responsible for
assisting staffin resolving student instructional concerns and should be kept informed of any changes in student's
behavioral or instructional plans. Every effort will be made to meet regularly with staff to assist in the planning
and implementation of instructional programs.



Concerns about co-workers, other C.E.S employees or others who have direct contact with students (e.g., bus
drivets, bus aides, etc.), should be brought to the attention of the unit director or program administrator
immediately. Staff should also report to their administrators any verbal exchange by a staff member that appears
inappropriate or involves use of obscenities or inappropriate or demeaning language directed at students. If such
concerns iavolve suspicion of child abuse you are to report this matter to DCF (see section on Child AbuseAr{eglect)
and a written report needs to be submitted to the unit director, program administrator or executive djrector.

Staff hold an important ethical, legal and professional obligation by ensuring that all C.E.S. personnel
fulfill their responsibilities to students in a safe fashion and consistent with agency, state and federal
laws/regulations.

CODE OF ETHICS

It is imperative that all staff cary-out their roles in accordance with the ethical, legal and professional codes for
education professions. Please refer to Appendix section for the Code ofEthics ofthe Education Profession and the
Connecticut Code of Professional Responsibility for Teachers.

I N STRU CTIO NAL PLAN NIN G TIME

Instructional plan.ing time is primarily available to fi:Il-time staff follow-ing the school day, (approximately
2:3012:45 to 3:45 or 2:20/2:3O to 3:30 for TDP Lindeman Campus). This time has been scheduled for staff to
consult with each other, other personnel and parents and to plan instruction.

In accordance w'ith the CESEA Agreement, certified teachers may use time when students are with special area
teachers (e.g., PE) as preparation time. Teachers shall not be required to remain with their classes when with
special area teachers. However, teachers must ensure that an appropriate number of non-certi-fied staff are
available to support special area instruction for their assigned classes and/or monitor students in terms of
behavioral or special instructional needs.

Additional consultation time will be made available to certified staff members dunng program hours on an as
needed basis for instructional planning and to meet with administrators, other classroom teachers, support
perso.nel and parents. Requests for additional planning time should be directed to your administrator. If
meetings or conferences must be scheduled during class time, every effort will be made to free appropriate staff.

CONFIDENTIALITY

Information about students - names, pictures, or anSrthing that would identifr the child; should not be divulged to
any person outside C.E.S. without prior consent of the parent. No of6cial information can be released without
written consent from the parents. Any request for information by an outside agency or professional should be
directed to your aclminisfusfel.

Staff should always be aware of the importance of the confidentiality issue and must use discretion when
talking to parents and other professionals. Staff are requested to refrain from discussing students in public
places, and at no time should last names be mentioned. Although e-mail communications are encouraged, they
should not be used to convey sensitive i:rformation about student performance. All staff have a professional,
ethical, and legal commitment to ensure each student's confidentiality.

Staff are required to read the entire C.E.S. PolicylProcedures regarding Confrdentiality/lVlaintenance
of Student Records and the E-maiVElectronic Communications policy/procedures. These
policies/procedures are to be followed at all times. Failure to follow the agency's eonfidentiality
policy/procedures or e-maiUelectronic communications policy/procedures could result in disciplinary action or
termination of employment. Extra copies of these documents will be available for reference at the location of
student records and staffresource room for referencing.



CONFIDENTIAL FILES

Each student has a confidential student record located in a locked file cabinet in the office. At times you will need
to access this information for a variety of purposes (e.9., to review psychological reports, progress reports, or
background information).

Each time you review a student record, you must complete the access form located on the inside back cover of each
folder. Please be certain to complete this form eaeh time you access a file. If you remove a student's folder
from the office, please complete the sign out form located on top of the file cabinet. Any folder removed from the
ofEce must be returned by the end of the day. At no time may a staff member remove a student frle from
the building. These folders must remain intact and at no time should any of the contents be removed or copied
without the permission of your administrator.

MAINTAINING STUDENT FOLDERS

All teachers should maintain a classroom folder for each oftheir assigned students. This folder should include all
assessment materials, the student's curent IEP, Activity Sheets, new instructional and behavioral objectives, and
copies of any written correspondence between the parent and the teacher. With respect to the cunent IEP,
teachers may elect to access this document electronically vs. a hard copy. Even i:r these cases, the teacher is
responsible for treating this information confidentialiy (e.g., should not give out their IEP Direct password).
(NOTE: Teachers should not duplicate any other student report mainfajsed in the conficlential file and place them
in their working file for convenience). The contents of this folder will be reviewed periodically by your
administrator. This folder should be treated as confidential information and therefore should be kept in a locked
desk drawer or fiIe cabinet in your classroom.

This folder will be collected at the end of the school year. The folder should include all of the materials listed above
plus all supportive educational records (e.g. graphs/data sheets). The notebook which has traveled between home
and school will also be collected and will remain with the student's classroom folder.

AUTHORIZATION FOR WDEO. SLIDES. PICTURES

No pictures, videos, or slides are to be taken of any child by any person without written permission of the parent.
At the beginning ofthe school year, parents will be asked to sign a general consent form granting us permission to
take pictures, videos or slides for overall program purposes (e.g., improving instruction, demonstrating the
program) and on special occasions such as parties, and other program activities. These pictures must only be used
at the program and must remaiu at the program site. Any staff member who wishes to take pictures, slides
or videos for personal keepsake must obtain written authorization from the parent prior to taking the
pictures.

STUDENT REPORTS AND SCHEDULES

Quarterly reports on student progress on IEP objectives will be sent to parents. In DLC and PLC, these will be
sent home toward the end of November, January, Marcb/April and May/June. In TDP, the dates will be
determined by the ending date of each quarter. Mid-year conferences with parents will be held in January.

Each student will have an Annual Review of his/her IEP. This annual review meeting serves as a second
conference with parents and therefore teachers and related services personnel will be required to prepare for each
PPT a packet that includes performance data for current year IEP goals/objectives, a listing of Current Levels of
Performance for applicable targeted areas, an End of Year Educational Progress Report and recommendations, and
proposed IEP goals and objectives for the following year.

DEWLOPING IN STRUCTIONAL OBJECTIWS

All instructional objectives must be reviewed by your adminis'f,1af,er'. Efforts should be made to ensure the
maximum clarity and consistency of instructional objectives throughout the program. All new goals/objectives must
be approved by your administrator prior to review with parents and/or local school district personnel. The speech



and language pathologists and occupational and physical therapists will meet with classroom teachers to assistthem in the development of language and motor objectives, resiectively. The School Social Workers and Schoo_Psychologists will also develop instructional objectrves a. de"*ed appropnate. These goals/objectives should besubmitted to your administrator for reviedapproval, prior to review *itn tn" p"t.i* and./or school districtpersonnel.

RELATED SERWCES

The related services Personnel employed by C.E.S. to support educational programs include: speech/languagepathologists, occupational therapists, a physical therapisl, a physical education teacher, school nurses, socialworkers and school psychologists. The availabfity of certain rei"ted serr.ices staff may vary from program toprogram based on individual needs of stud.ents served. These staff members will be pr""iAirg direci selvice tostudents or consultation with teachers on various aspects ofstud.ents'instructional prog*.-.. Schedules for theseprofessionals will be determined by student need and IEp requirements.

Admiaistrators wiLl announce the related services personnel assigned to individ.ual programs. Teachers andrelated services personnel will meet to establish schedules for individ.ual students. These professionals are alsoavailable for consultation regarding general ilstructional method.s and concerns about indivr'dual students. If ;;;have any questions regarding related services personnel or services, speak to your administrator or, whereapplicable, the Unit Director for the designated service area.

LESSON PLAN BOOKS

Lesson plans must be completed each week. They should contain suffi.cient d.etail about classroom instructionalplans to ensure that ill the teacher's absence, substitutes can carry-out prescribed. instructional activities. Lessonplans will be periodically reviewed by your aclministrator. At the close of the school year, all lesson plan booksmust be submitted to your admiais1t.1.r.

SUBSTITUTES

Since staffmembers are occasionally out sick, it is essential that lesson plan books and data sheets are up to date.When a substitute is in yorrt classroom, it is your responsibility to explein classroom policies and procedures.Please remember to explain to the substitute the schedie, materi"als and activities to be used with each child. Allemergency procedures (e'g., fire drill procedures) should a-l.so be reviewed with substitutes at the start of the schoolday' In concert with State policy' each classroom must be staffed by at least one certified sfecial education teacherthroughout each school day or a substitute teacher meeting siate requirements. This may necessitate thetemporary changing of staff member's assignment in ordJr to accommodate this regulation. Substituteassigrrments will be made by your administrator or his designee prior to the start of the school day.

STUDENT SUPERWSION

All students are to be qroqerivsuperr-ised by certified staff at all times. ulder no circumstances are childrento be left unattended. It is the responsibility of each staffmember to -.k" ..,r" thrtE"l class is appropriatelysupervised, both in the builcling, on the playground and gettiag on or offthe transportation vehicles. Iffor somereason you must leave your class (i.e' to speak to a parent or other staff memier), please be sure that yourstudents are appropriately supervised and your co-worker knows where you are and when you will be ret'rning. Ifyou need to be away from your class for more than just a few minuf,gs, please let your administrator L.ow to insureqropgr student supervision. In planning supervision, staff should consider the individual behaviors anddevelopmental level of their assigned students.

Given that instructional objectives for some students may involve fsaqhing them appropriate levels ofi:rdependence in various activities, or rewarding them with a certain level of independence, there may be timesthat students will have opportunities to move about the Sqilding/campus ind.ependent of staff. In these casesteachers/staff should consider the infividual behaviors and aeveiopmental level of their assigned students andways to appropriately monitor their students' independent movement to ensure safety. Student safety shouldalways be a primary consideration of such planning. Failwe to properly superrise assigned student(s) could resurtin disciplinary action or termination of employment.



STUDENTS WHO LEAW GROUNDS

When a student attempts to leave our school grounds for any reason without staff permission, the staff member(s)
involved should follow the student (tryrng to keep him/her in eyesight) without engaging in a "chase" that might
lead to dangerous circumstances. Using their walkie-talkie they should contact their immediate administrator to
provide the location (street name, etc.) of the student. Regular updates should be provided until the student can be
safely returned to the campus. See Appendix J for further information.

BU S DI SMI S SAL PRECAUTIO N S / LEAWN G S C H O OL GRO U ND S

It is also imperative that staff carefi.rlly monitor bus arrival and dismissal to ensure that students enter school or
their designated vehicles at the end ofthe school day. Students should never be permitted to leave school grounds
during or at the end of the school day with anyone not authorized/approved by their progxam administrator. If
staff are unsure about someoag sssking to remove a student from school grounds they should check with their
program administrator. See Bus Procedures Section for more details.

B E IIAW O R MANAG EM ENT GU IDELIN E S

Each program has established guidelines for the appropriate use of behavior management procedures. These
procedures must be reviewed and followed by all staff for each student. Please review these procedwes
frequently so that you are able to implement the procedures correctly for all students. Wlen questions/concerns
arise about the behavior of students or implementation of procedures, seek the consultation of your administrator
as quickly as possible.

These guidelines encoruage a commitment to the least restrictive model of treatment and a fundamental concern
for the rights of students and their famfies. When designing interventions, staff should always use the most
positive and least restrictive intervention available that are Iilely to be effective in teaching the student necessary
sLills. lvle1s restrictive interventions should be employed only when less restrictive ones have been demonstrated
to be ineffective.

Within the framework of the behavior management guidelines, an individual Behavior Intervention Plan is
developed for each student. This plan combines the program's standard teaching strategies and behavior
management procedures with any necessary modifications or additional strategies to meet the infividual needs of
the student. These plans are developed i.n accordance with program guidelines and should operate on a principle
of fairness and respect for the rtignity of the student.

Staff should become thoroughly fami.liar with agency/program procedures for dealing with dangerous or highly
disruptive behavior that might require the use of more restrictive interventions such as seclusion or exclusionary
time-out or physical restraint. Physical Restraint is to be used only as an emergency intervention to prevent
immediate or imminent injury to self or others after less restrictive procedures have proven ineffective. Seclusion
Time Out may only be used as an emergency intervention to prevent immediate or imminent injury to self or
others or as specif.cally provided for in a student's IEP. Its use in either case would be subsequent to exhausting
less re strictive procedures.

Staff should only use approved and trained physical intervention techniques to prevent a student
from engaging in unsafe and./or dangerous behavior. Staff should only utilize seclusion time out rooms
when students are engaging in unsafe and/or dangerous behaviors or meeting IEP criteria established for this
intervention. Al.I uses of such emergency interventions should be documented on appropriate agency forms (see

Appendix for Incident Reports) designated for the use of seclusion time-out or physical restraint. Consistent with
State regulations staff should not employ any physical restraint or hold that blocks the flow of air into a student's
lungs whether by direct compression or any other means. Staff use of any unauthorized behavior intervention
whether physical or verbal will result in disciplinary action and possibly termi:ration of employment. Consistent
with State regulations, parents are to be i-nformed of the use of seclusion timeout or physical restraint with their
child on the day of or within 24 hours of the use as an emergency intenrention or by the agreed upon method if an
IEP criteria for seclusion time-out. Such notification should be made by phone, emai.l or other method (e.g., note to
parent). The means of eommunication with the parent should be documented on the appropriate agency report
form. State regulations also require that our written report be mailed to parents within 2 business days of the use

I



of physical restraint or seclusion ti:ne-out as an emergency intervention. Therefore, staff must complete these
reports rn a timely manner (no later than the end of the workday on which they occur). These reports will be
reviewed by program administrators before 64iling. When using seclusion time-out as an IEP criteria, the report
form should document the method of notif.cation agreed upon at the PPT/IEP meeting.

Failure to follow C.E.S. Behavior Manaeement Guidelines including procedures for use of emerEencv
interventions (e.9.. Phvsical Restraint & Seclusion Time Out) could result in disciplinarv action or
termination of emplovment.

TEAC HER AS SI STANC E TEAM

The needs of the student's enrolled in the program are quite complex. It is often di€flcult for a single teacher to
i-ndepenclently develop and implement a plan of intervention for a student demonstrating particular difficulty. In
an effort to gain assistance to address specific i-nstructional, behavioral and familial concerns, the teacher may at
any time request a Teacher Assistance Team meeting by informirng your administrator. Every effort will be made
to address your concerns as soon as possible.

Although each program's Teacher Assistance Team may be constituted differently, they are ali intended to provide
a workable format for teachers to fiscuss specfic student problems and obtain feedback from fellow staffmembers.
The goal is to help staff begrn solving problems as quickly as possible, rather than struggling with them for an
extended period of time. The purpose of the meeting will be to brainstorm a number of possible solutions to the
problem and come up with a workable plan of action. Once a plan has been developed the team will assist in its
implementation. The Team will meet again to evaluate the success of the plan. The plan will either be contiaued,
modi-fied, or replaced by an alternative course of action.

An administrator will serve as permanent member of the Teacher Assistance Team, with teachers, speech
pathologists and other personnel serving on an assigned basis to work on specifc problems.

Although the purpose ofthe TeacherAssistance Team Process is to aid in the resolution ofdifficult issues, please
remember that any emergency situation should be brought to the immediate attention of your administrator.

STUDENT INCIDENT REPORT FORMS

All student incidents or unusual circumstances/events involving students/staff should be immediatelv reported to
your assigned administrator or in their absence another C.E.S. administrator. A-n administrator should uot be
finding out about a significant incident solely by written reports.

A student incident report form (see Appendix for Incident Reports) must be completed for a student exhibitrng any
significant or unusual behavior. Sigrrificant or unusual behavior includes, but is not limited to: an incident which
results in injury to student or staff, destruction of property, leaving school grounds, or a tantrum or aggressive
behavior which is not already covered by an approved behavioral intervention plan or which results in a physical
intervention (e.9., physical restraint). When an injury occurs as a result of seclusion/restraint a copy of the
Incident Report should be attached to the Restraint/Seclusion Form. It may also include an unusual circumstance
(e.g., car accident while on field trip) or unusual event (e.g., aggressive activity by student toward program visitor).
The student incident report is also used as the written notification to program administrsf,ers by staff of any
alleged, suspected or documented case of bullying (see section on Student Bulying/Safe School Qlima{p).

The student incident report must be fiIied out by the staff member who was in charge at the time and all other
staff members who witnessed the inciclent. This form must be completed on the day of the incident and turned i:r
to your administrator. The report should provide accurate, concise details about the accident/situation. It is
important that reports are legible and include an accurate listiag of all students involved and witnesses to the
situation. Ifa behavioral incident results in inju"y to either the child who caused the incident or to another child,
be sure to complete the section of the form that deals with injury to student. If a student injury occurs a copy
of the Incident Report must be sent to Administrative Serr.ices as soon as possible. A-u attempt should
be made to contact the parent by phone or via note on the day ofthe incident in order to describe the nature ofthe
injury sustained by their child.



NOTE: A form should be completed even when no injury is apparent. Staff are also expected to inform their
administrator ofany suspicion ofstudent injury. The incident report should also be used to document considerably
unusual behavioraVproblematic occurrences reported to staffby parents, bus drivers, etc. or any other behavioral
occurrences involving students or staffoccurring dudng the school day.

PARE NT.TEAC HER C OMMU N ICATIO N

C.E.S. recognizes that a child's education is a responsibility shared by the parents*/family members of enrolled
students, the nexus school district and C.E.S.' various programs/services. To support a goal of educating all
students effectively, C.E.S. programs/services, the students' nexus school district and parents must work as
knowledgeable partners. Therefore, it is the policy of C.E.S. to encourage ongoing communication and
collaboration w'ith families in order to establish and maintain programs and practices that enhance parent
involvement and meet the specfic needs of students and their families. Staff are encouraged to maintain rules of
confidentiality in terms of parent communication. Therefore, they should never discuss another
student's/classmate's needs, program or services with another parent. When parents have a question or concern
about another student, this information should be inmediately shared with your program admi:ristrator.

Programs will utfize a variety of mechanisms to foster and encourage family involvement. These may include
periodic newsletters, regular telephone contacts with parents, fleible scheduli:rg of parent-teacher conferences
(e.9., mid-year Parent Conference and Annual Review IEPIPPT Meeti:rg), home visits, program drop-in hours for
parents, awards/student recognition ceremonies, support groups, 62ining activities and the use of technology as
both a form of communication and means of providing assistance and information about how to assist their child
with homework assignments or other forms of learni-ng activiti.es. Staff should review the full C.E.S.
Policy/Procedures Concerning Parent-Teacher Communication.

(Note: *Parent is defined as parent/legal guardian and/or other family member assuming responsibility for the
student).

PARENT CONFERENCES

Teachers are required to hold at least two flexible parent conferences per school year for each student in their
classroom. One of these conferences will be held during the month of January for the pu-rpose of relaying mid-year
progtess. The second conference should be arranged either at the beginning of the school year or prior to the
student's scheduled Annual Review. If a home visit cannot be arranged, an in-school parent conference is to be
scheduled. Although Educational Instructors and Instructional Aides may not independently make home visits,
they may accompany teachers whenever appropriate. Related Sen'ices Personnel are also encouraged to meet with
parents of students on their caseload at lea-st once during the year- Related -Services Personnel should coordi:eate
the meetings with the student's teacher. Teachers should always inform the related services staffwhen a meeting
is scheduled so he/she can attend or provide information to the teacher regardirrg progress. In addition to this
meeting, related services personnel are required to have two additional contacts with each student's parent. These
additional contacts may be i:l person, by phone or through the student's schooVhome notebook.

In the event that an evening home visit must be made by an instructional and/or related sereices staff, then the
staffmember will be able to receive equivalent compensatory time which will be taken at a time approved by yow
administrator when he/she is not directly responsible for students. In the event that a required home visit must be
made to a neighborhood which the staff member feels is unsafe, then the administrator will arrange for other
C.E.S. employee(s) to escort these staff. This arrangement will prevail when both the staffand their administrator
are in agreement over the unsafe condition. To facilitate such an arrangement the staff member should provide
their admi:ristrator ample notice of dates scheduled for such home visits.

It is understood that parent conferencesihome visits may not be feasible for every student i:r the program. When
school conferences or home visits can't be feasibly scheduled with parents, staff should meet with their
admiaistrator to determine an alternative means of communicating student information to parents.

SUMMARY OF CONFERENCES

A Summary of Conferences form must be fillgd su1 for the two required conferences heid with a parent. The
teacher or related services staff member who held the conference is responsible for filling out this form. Please be



concise as possible, but be sure to provide all pertinent information. A Summary of Conference Form should also
be completed for any conversation wlth a parent that provides significant information or when unusual
circumstances have been discussed. Such reports should be shared with your assigned adminis6rrl.r. NOTE:
This does not include confidential conversations between clinicians and parents/family members that would
typically be recorded in a clinical log.

PARENT OPEN HOUSE MEETINGS

An important component of the parenting program will be an evening open house to be held in the fall. The
purpose of this activity will be to give parents the opportunity to visit their child's school, see their child's
classroom, meet their chjld's teacher, and interact with other parents. Each staff member is responsible for seeiag
that parents receive a copy of their child's schedule and have an opportunity to ask questions about their child's
program. Staffare expected to attend this open house. Staffmay leave school when the students leave on the day
of the open house. Those who are unable to attend due to previous obligations (e.g., attending a university class)
should notifu their administrator in advance. Staff are also urged to support the parenting program by attending
other activities held throughout the year.

PARENTCONTACT

To insure that parents are kept informed oftheir ghild's school progress, teachers are asked to contact parents on a
regular basis. A log of such contacts should be maintained. To facilitate more frequent contact, teachers are
encouraged to utilize daily notebooks to inform parents ofprogress and to allow parents the opportunity to convey
their child's progress at home. Although e-mail communications are encouraged, they should not be used to convey
sensitive information about student performance.

PARENT CONTACT CARDS

All children have home and emergency contact cards on file. Staffmay access the cards at any time. The card also
includes other pertinent information regarding student medical concerns and the names of emergenry contact
persons. The cards are kept in the card file in the offi.ce. Under no circumstances is a staff member to
rernove a card from the file.

HOMELESS STUDENTS

Alt C.E.S. personnel who are made aware that a student is homeless should immediately i-nform their
administrator or the C.E.S. liaison for homeless students (Christopher La Belle, Associate Executive Director).
This will help enswe that the studeni/parent receive appropriate information about their educational rights.
Information about rights and protections under the McKinney-Vento Homeless Education Act are included in the
parent guide and posted on program bulletin boards and are available in the appendix section ofthis guide.

C.E.S. PROCEDURES FOR REPORTING SUSPECTED CHILDABUSE

Certified and non-certified school personnel and licensed health professionals are mandated to report
any suspicion of child abuse. Such reports must be made regardless of who is suspected of causing the abuse.
The approved C.E.S. Policy and Procedures for Reporting Suspected Child Abuse requires that any school
gmployee (teachers, educational instructors, instructional aides, nurses, physical education teacher, social workers,
psychologists and licensed health professionals) who suspects that a child younger than 18 years ofage is a victim
of abuse by a primary caregiver must report such to the Department of Children and Families @CF) or a law
enforcement agency. The staff member suspecting abuse must call the pQl' fletline (L-8OO-842-2288) or a law
enforcement agency to make an oral report within 12 hours. The oral report must be followed by a written report
on DCF form # CYS 136 within 48 hours of the oral report. Anyone makiag a report to DCF or a law
enforcement agency may seek consultation to support their suspicion from their administrator, the school nurse,
the school psychologist or the social worker. Any school employee who makes a report to DCF or a law
enforcement agency must noti$ their unit director s1 adninistrator that a report has been made.

When abuse/neglect is suspected for a student 18 years of age or older urith an intellectual disability, staff are
obligated to make a report to the Connecticut Office of Protection and Advocacy @ & A). They should call 1-800-
842-7303. This oral report must be made followed by a written report using the designated P & A form. Similar to
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reports to DCF, any school employee who makes a report to P & A must noffi their unit director or program
administrator that a verbal report was made.

Other C.E.S. employees (bus drivers, secretaries, custodians) who suspect that a student is the victim of abuse
must report this to the student's teacher, administrator, psychologist, social worker or the school nrlrse. A report
will be made by the appropriate school employee if a suspicion of abuse exrsts.

Any employee who suspects that another g.B.g. gmployee is demonstrating abusive behavior toward a student(s),
must report the information to DCF (or P &A when student is 18 years of age or old.er) or a law enforcement
agency and iaform the C.E.S. Executive Director or his/her designee (Associate Executive DirectorAJnit
DirectorlProgram Administrator). Suspension from employment may 6s6u1,q/Lils C.E.S./DCFAaw enforcement
agencies are investigating these allegations. In these cases, the agency administrator(s) is responsible for
noti{ying the student's parent and investigating the report and submitting reports to the State agencles.

If you report suspected child abuse or neglect i.lr accordance with the law, you €ue immune from civil and criminal
IiabiliW in connection \vith both the report and any court action which may result from the report. In ad.dition, you
cannot be fired, fiscrimi-nated or retaliated against by c.E.S. f61 making a report.

On the other hand ifyou fail to report suspected abuse/neglect, you can be fined no less than $500 nor more than
$2,500 or by the court or possibly be sued for damages if the child is further injured because you failed to act.
Anyone who knowingly makes a false report can be fined no less than $500 or more than $2,500 e1 imprisoned or
both.

All special education staff (certified and non<ertified) should review the C.E.S. Policy and Procedures
for Reporting Suspected Child Abuse which will be distributed to you by your Unit Director or
Program Adrninistrator. See Appendix N for State Department of Education Mandated Reporting
Procedures.

C.E.S. PROCEDURES FOR YOUTH SUICIDE PREWNTION AAD INTERWNTION

The C.E.S. Representative Council has approved policies and administrative procedures concerning youth suicid.e
prevention and intervention which are reviewed w'ith the staff each school year. Any staff member who is
confronted by a student who makes a statement of suicidal fhinlring, or informs a staff member that another
student has expressed suicidal thoughts, or for any other reason suspects that an attempt ofsuicide is possible by
a student, should notiS their administrator im6s4i.6"ly or in their absence, the Associate Executive birector or
Unit Director. If none are available, noti.S the Executive Director.

All special education staff (certified and non-certified) should review the C.E.S. Policy and Procedures
for Youth Suicide Prevention and Intervention which will be distributed to yor't by your program
Administrator.

NUTRITION AND PIIYSICAL ACTIWTY FOR STUDENTS

As a participant in the National School Lunch Program and the National School Breakfast Program, C.E.S. has
adopted policies consistent with the Connecticut Nutrition Standards for Foods in Schools
(http:/hvrvw.sde.ct.gov/sde/lib/sde/PDF/DEPS/Nutrition/HFC/SummaryCNS20l3.pdf). The type of food and drink
available to students while in school is limited to those included in the List of Acceptable Foods and Beverages
UW: t t www.sae.a.soy I sde/ @.

Please be sure to plan snacks and cooking activities according to c.E.S. Guidelines.

These agency guidelines also encourage physical activity to promote our student's overall health and well-being.
Teachers are encouraged to provide students with opportunities for physical activity beyond scheduled physical
education classes. Recess or supervised playground time provides excellent opportunities for physical activity which
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helps promote students' alertness and attention in class as well as other academic and social benefits. Classroom
schedules should be developed to provide time within each school day to enjoy supervised physical activity.

TUBERCULOSB SCREENING

C.E.S. has adopted a policy that requires all permanent staffto C.E.S. to present documentation of having been
screened for tuberculosis. Documentation may be provided in any one of the following manners:

' Permanent employees who have previously tested. positive will submit documentation from a licensed
health care provider ofthe previously positive test and the follow-up treatment being provided.t Permanent employees may be tested by the C.E.S. school nurses under the order of the C.E.S. school
medical advisor. Results of testing will be documented by the C.E.S. school nurse, sent to Human
Resources, and filed in the employee's personnel file.

o Permanent employees may submit clear documentation of results of a tubercuhn skin test from their
own licensed health provider. Documentation of prior testing for tuberculosis must be less than one (1)
year old. The test must have been administered within the last year and conform to the requirements'
listed below.

After initial employment C.E.S. staffmembers only need to be tested if they are exposed to any one of the risk
factors listed below. If you should experience any of the following risk factors either while at work or away
from work, please inform the school nurse or your administrator. Tuberculosis screening will be providedio
insure the exposure has not led to an infection. You are at risk if any of the following cooditioos apply,

e have traveled to a high risk country, stayed for at least a week with substantial contact with
indigenous population since the previously required examination;r have had extensive contact with persons who have recently come to the U.S. and have not been
screened for TB;

. had contact with person(s) suspected to have tuberculosis; oro had contact with anyone who has been in a homeless shelter, jail or prison, uses illegal drugs or has
HIV infection.

HEALTH

A school nurse is available to programs during each school d.ay. The nurse will provide medical attention to
siudents as necessary and monitor an<i update students'medical fiies. Any 

"*""g"ocy 
or unusual heaith situation

should be immediately reported to the school nurse. If the nurse is not availabie, aie"t your artninistrator. The
nurse is also available to answer questions you may have regardirg general health issuls and specific questions
about individual students.

C.E.S. has also contracted with a local pediatrician to serve as medical advisor to the special education program.
The school nurse and Developmental Disabilities Unit Director have direct contact withihe medical advisor. An,
questions for the medical advisor should be directed to these c.E.s. staff.

PANDEMIC FLU

C.E'S. has established a Pandemic Influenza Plan in response to the recommend.ation of State Department of
Education and the State Department of Health. This plan is in effect to insure that C.E.S. will be prepared. in
the event of a pandemic flu. A pandemic flu is one that spreads easily from person to person and would. affect
people around the world. There is some general information about Pandemic Flu in the Appendix section.

As we know from recent experience, pandemics such as the recent H1Nl (Swine) Flu outbreak can impact our
schools/programs. We strongly urge staff who are sick to stay home to help prevent the spread. of illness. This
is particularly important when you have influenza-like illness (fever with a cough or 

"o"" 
th"o"t). Staffwho

become ill during the work day may be asked to go home if they are experiencin! flu-tike symptoms. They may
be required to stay home for up to seven days with a confirmed case of the flu.
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During the year, C.E.S. will be providing information and procedures to help reduce the spread of any type of
flu or other contagious illnesses that may occur. You may also be getting periodic notices about strategies you
should be using to keep yourself and students healthy.

Another way to prevent the flu is to consider getting flu shots for yourselves and where applicable your
children. Flu shots are generally available from your family's doctor. You can also find out how to get flu shots
at other community sites by contacting your local public health offree. We will alert you if there are any other
options we are informed about related to gettilg flu shots.

Although we hope that recent experiences will not be repeated, the outbreak of flu in our programs will be
closely monitored during the year. We will also closely monitor federal, state and local public health advisories
that we receive and share information as it is deemed appropriate. School closure will be considered based on
the number of cases we have, their severity and the impact on faculty/student absenteeism. Aithough
interference with school functioning will be the primary consideration it is important to note that such
decisions may also be recommended or required by various public/state agencies. Staff should consider
developing a plan to deal with an extended school closure ifsuch a decision were to occut.

FIRST AID EMERGENCY TREATME NT

All accidents and situations requiring first aid must be reported to the school nurse and administrator. First aid
will be administered by the school nurse. In her absence, the administrator will respond to such needs. First aid
treatment should not be administered by staff unless approved by your adminishsfer. A staff member may take
action, however, if emergency first aid treatment is needed to insure the health of the student. Staff should be
farniliar with Medical Emergency Protocol found in Appendix H.

There may be times that emergencies occur when an administrator or nurse are not present. In such cases (e.9.,

when you are on a field trip), staff members will need to make a determination about the best course of action
including whether to call for emergency services through 911. The staff member should noti$ the appropriate
administrato as soon as possible after dealing with such an emergency. An'Emergency Procedures" sheet will be

found in each field trip folder as a reference.

In the event that the individual requires emergency medical treatment by a physician, the individual will be taken
to his/her private physician or the designated hospital emergency room. Transportation via ambulance or C.E.S.
vehicle will be determined by your administrator and school nurse.

Any individual requiring such emergency medical treatnent urill be accompanied by a staff member desigaated by
the unit director or program administrator. This procedure for first aid applies to both staffand students.

All accidents and situations requiring any first aid treatment must be recorded on the appropriate form before the
end of the school day in which the accident occurred.

Parents of students are to be telephoned by a school nurse, administrator or teacher as soon as possible after the
accident and preferably prior to treatment. Such notification is to be followed by a written note to the parent
including all treatment and any need for further follow up. A copy of such notification shall be kept on file.

AUTOMATIC EXTERNAL DEFIBRILLATOR (AED)

There are two AEDs in 25 Oakview Drive and there is also one AED at the 30 Lindeman Campus. The
Oakview AIDs can be found on the wall outside the nurse's office and iu the hallway area between the TDP
Student Support Center and fitness room. The A-ED at 30 Lindeman is located in the fitness room. In case of
an emergency, the person or persons trained to perform CPR will need to have the AJD in order to provide the
best possible emergency care. A list of personnel trained in CPR and the use of the AED is posted on various
bulletin boards throughout the building. If an emergency were to occur, please follow the emergency
procedures found in Attachment I. People trained in CPR and the use of the AED will resposd accordingly. It
is important for all to know the location ofthe device in case you are called upon to go and get the device.
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The waiting room to the nurse's offj.ce will remain unlocked so that access to emergency equipment will be
available when the nurse is not in the building either prior to or afier the school day. The AEDs in the TDP
hallway area and 30 Lindeman are also accessible prior to and after school hours.

MANAGING LIFE-THREATENING FOOD ALLERGIE S

According to state law, C.E.S. has developed guideiines for managing and preventing reactions of students'
known to have life-threatening food allergies. For each student identified, the school nurse along with the
teacher, appropriate related services staff and administrator will develop an Individual Health Care Plan to
manage the allergy. The plan will be reviewed with the parents and the student's doctor. The staff responsible
for the student during the school day will be trained as to the procedures to be implemented to prevent an
exposure and to respond ifan allergic reaction should occur.

Ifyou receive any information about a student regarding an allergy to food or any other substance, please bring
it to the attention of the school nurse and your administrator immediately.

FIRST AID SUPPLIES

First aid equipment should be taken on all field trips along with student emergency folders. First aid supplies are
available in the nurse's offrce.

ADMINI STRATION OF MEDICATION S

Administration of anv medication (prescription or over the counter medication) to pupils is permitted only in
accordance with the followingprocedures as regulated by State statute:

l. written authorization of the parent/guardian to allow C.E.S. staff to administer the specifi.c
medication

2. written authorization from the physician for the medication
3. complete record of administration of medication
4. all medications are to be administered by the school nruse or i_n the absence of the nurse, by the

administrator or staff member designated by the administrator.

* A medication tracking form must be signed by the receiving staffwhen medication arrives with the student. The
form and medicine must be given to the school aulss immsdiately.

A rnore detailed policy/procedures related to adnninistration of medications is available in the Health
Office and from the Director of Special Education, unit director or program administrator.

PROHIBITION CONCERNING RECOMMENDING PSYCHOTROPIC DRUGS

It is the policy of C.E.S. to prohibit any educational personnel from recommending the use of psychotropic drugs for
any child. Consequently, all educational personnel should refrain from making recommendations to
parents/guardians about the use of psychotropic drugs or engagilg in the conversation about the benefits of
psychotropic drugs/medications that might be construed as a recommendation. The policy does not prohibit sehool
health and mental health personnel from recom-ending that a child be evaluated by an appropriate medical
practitioner or C.E.S. consultant physician nor prohibit ssftein educational personnel (i.e., unit directors, program
administrators) from consulting with such medical practitioners with the consent of the parents or guardian of
such child. Oniy C.E.S. consulting physicians (e.g., Consulting Psychiatrist) may directly discuss with
parents/guardian the benefits of psychotropic drugs to address behavioraL, developmental, emotional and/or
physical problems by their cbild or recommend a specific psychotropic drug for them to consider and,ior discuss
with their child's private physician. All special educational staff should review the C.E.S. Policy and
Procedures for Prohibition Coneerning Recomrnendations for the Use of Psychotropic Drugs by
Students.
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CLAS SROOM / OFFICE MAINTENAN CE

It is the responsibfity of each staff member to ensure that their classroom or offi.ce is clean, safe an6 orderly.
Materials should be maintained ia an organized and well kept manner. If you are planning any structural changesfor your classroom/of6.ce, you are to seek the approval of the program administrator so as to insure that such
changes do not violate fire safety regulations or present a safety hazard to your students. In the event that you
perceive that anything ia your classtoom, iastructional area or outside the builcling might present a poteniial
hazard to the students, please immediately inform your administrator. At no time snoUa Lxbnsron cords be usedin classrooms or office areas. To facilitate the cleaning of classrooms at the end of the school d.ay, prease put
matenals away and place student chaus on desks and table tops. This should be completed by 2:30 so that thebuilding custodian can begin cleaning classrooms immediately after dismissal. Staff snoura not bring furnishings
of any kind into their assigned classrooms without first receiving the approval of your administrator.

Each classroom (offrce area) is provided. with butletin boards for displaying materials. No materials should be
taped or pinned to other areas of the room walls. It is important that you not hang or mount materials that will
block airflow through vents in classroom cei]ings. Nor should you tack any itemst ssiling tiles since this may
destroy the protective integrity of the tiles. You may suspend items from fts gsiling brackets that support the tiles
but again please make sure that such items are not interfering with airflow througithe vent.

When special materials are used in the classroom (i.e., painl5, sand., etc.), staff are asked. to take precautions toprotect classroom floors, walls and furniture A-fber use of such materials, clean-up should be immediate so that
there is no danger presented to either staff or students.

Food is frequently required in classrooms/instructional areas as a program component or by virtue of the inabiJity
of some students to eat elsewhere (cafeteria). statr should take steps to minimize custofial clean-up by washing
tabletops following snacl/food activities and to store food. in a fashion that helps to avoid. the attraction of ,,vermid,.
AII food items stored in classrooms/hstructional areas for snacks or used as rei:rforcers should be maintained. in
sealed containers. At no time should there be any coolring done in classrooms.

ACTIVITIES OF DAILY LIWNG 6DL\ ROOM

This resource room is available to classrooms on a scheduled. basis. Classroom or related. services staff should
solely utilize this room at the t.;me(s) that are scheduled. to be in this resource area. Each program has a
designated storage area(s) (e.g., cabinet or closet) with supplies/equipment. The key for this closet is available
from yow program secretary and should be returned. at the conclusion ofyour scheduled use ofthe ADL Room.

Clean-up of the A-DL Room must take place at the conclusion of your use of this room. This rncludes washing
dishes, cleaning table and counter tops and sweeping up any debris on floors. AII of these clean-up activitiel
represent good instruction for students and time to complete these activities should. be factored into your schedule
time in the ADL Room. Failwe to properly clean-up afber your use of the room may result in losing access to this
room so it is important to make sure that this requirement is fulfilled. Staff are also responsible 1s1 aaking surethat all appliances are properly turned off (e.g., stove) and that all cooking supplies/equiplent are returned to the
appropriate area.

A supply of communal slsaning supplies will be available for general use. If you see these supplies gl,s running low
please alert your program administrator or secretar5r. Staff should also report any damage ihey obse*e o" if"tU"v
find the room not cleaned prior to their use to their program arlministrator.

PLAYGROUND

Playground areas are available to provide students opportunity for physical activity/recess. A major goal is toincrease physical activity of our students. Therefore, teachers are encouraged 1o regularly scledile these
opportunities for their assigned classrooms. During these recess times, staff should closely-supervise students an4
engage them in age-appropriate physical activities. Although an aim for students might be to encourage
independent play amongst students, staff should refrain from sitting and watching students from a distance.
Remember physical proximity of an adult is an effective behavior management strategy.
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The playground area has a rubber surface with various pieces of equipment. Please make sure that stuclents use
the equipment/playground areas appropriately and safely. For instance, students should not stand on top of the
sandbox ledge nor jump off any playground equipment. Students on or near swings should be monitored to ensure
that they are safe and if on swings not exerting a speed that could pose a risk to themselves or others. Students
should not be allowed to hang on basketball rims either. Students should also not be allowed to climf the fences
that border each ofthe playgrounds.

Staff are also asked to immediately report any damage to playground equipment or surface and any potential
dangers in the playground areas to their administrators. This will lead to quicker repairs/resolutions to these
problems so that we can maintain the playgrounds as safe options for our students.

During the winter months it is important to note that the playground surface cannot be shoveled. This may limit
your accessibitity during periods following snowstorms.

FITNESS ROOM/GYM

The fi.tness rooms at 25 Oakview and 30 Lindeman and gym/gross motor rooms at Oakview are other program
locations available to provide opportunities for physical activity. The availability of the gym/gross motor rooms are
regulated by schedules. Therefore there may be limited open times available. When usi:rg these areas for either
scheduled or open times, students should be involved in structured activities that are closely supervised. Staff
should attempt to actively engage students in structured activities so as to ensrre age-appropriate behavior
management, physical fitness and safety. Staff should not use any specialized equipment (e.g., slimfuing Yvall)

without seeking direction or prior approvals of the Physical Education Teacher or their administrator. Staff are
a.lso reminded of their responsibfity to report to their admi:dstrator any damage to equipment or facilities while
they are in these areas.

The Fitness Rooms have an assortment of equipment specifically designed for exercise. The use of such equipment
should be well thought-out in terms of its appropriateness for your assigned student(s). The use of this equipment
also necessitates that you have discussed its use for specific students with the school nurse to ensu.re that the
student(s) involved are not subject to any special physical restrictions. Once this consent has been received, the
staff should also seek the guidance of trai-ned personnel (e.g., PE Teacher) to make sure that they know how to
properly/safely operate the equipment. Staff should not allow students to exceed what are age-
appropriate/physically appropriate distances/duration and speeds related to specific equipment. All damages to
equipment should be reported to the PE Teacher and your admffis1t.1tr. Any injuries occrurirlg while using the
fitness equipment or in the gynn/gross motor room should be immediately reported to the school nurse. Staff are
reminded that an AED is located on the wall outside the nurse's office and the hallway area between
TDP Student Support Cenler and the fitness room at 25 Oakvrew Drive and the Fitness Room at 30 lindeman if
needed for cardio vascular emergencies.

NOTE: The Fitness Rooms may be used by staff before or after staff hours. Staff should follow all prescribed
instructions related to the use of specific equipment. Staff are personally responsible for any injury that occurs
while utilizing the fitness equipment. Avoid using the equipment alone.

STAFT LOU NG E / D I N ING .qREAS

Staff are encouraged to eat their lunch in designated staff dining areas. Those using this room are asked to
please observe the following procedures. When any cooking is done, please wash utensifs or equipment and
return to storage areas. Do not leave utensils or dishes in the sink area. Refrigerators are provided for storage
of foods and beverages. Label your food to avoid confusion with other staff. Staff are asked to maintain the
glssalinsss of the refrigerators, as this is not a customary custodial responsibility. Staff should also wipe down
the microwaves after each use. Also staff are requested not to store materials or personal belongings in the
staffdining area. All waste should be disposed in the proper receptacles provided. Please make every effort to
clean-up your eating area when done with lunch. It is everyone's responsibility to keep the staff lounge/dining
areas clean.
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POSTING OF GENERAL MATERIALS

Posting of materials anyplace other than on bulletin boards must be avoided. Sheetrock walls deteriorate rapidly
if either tape or push-pins are used on them. Consequently, general posting of materials throughout the builcting
must be prohibited.

BORROWNG MATERIALS

Ifyou should need to borrow any materials from another classroom or offrce area, please make sure that you do so
with consent from the staff member in that room. In fairness to others, please make every effort to return
borrowed materials as quickly as possible. Additionally, each program has designated areas where it centrally
stores resources for student instruction (e.g., supply closets, Iibrary shelves, etc.). Removing items from these
areas may require completing a sign out sheet.

BROKEN. STOLEN ITEMS OR DAMAGED PROPERT'Y

If anything from your room is broken or missing, please report it immediately to the program administrator. Staff
should take every precaution to enswe the proper maintenance of the materials in their room and, when possible,
f,s 6inimi2s students' destruction of school property. When agency property or furnishings are damaged, staff
should immediately inform their administrator or program secretary so that arrangements cao be made for repair.
Frequently such damages may lend to an unsafe learning environment so staff should be vigilant i1 paking sure
that an administrator is aware of any damage.

PROGRAM RE SOURC E MATERIAL

Program resource materials are available in various designated areas in each program site. These materials are
for program use only. Under no circumstances should these materials be removed from the school building
without prior approval. In the best interest ofdeveloping their resource areas, these materials should be returned
to their designated location and should be properly cared for when borrowed./used. Staff should not retain
borrowed material for more than I week nor permanently store these materials in classrooms.

PROCEDURE REGARDING FIELD TRIPS / COMMUNITY INSTRUCTION

As part of our ongoing effort to integrate children with disabilities into the community and to promote broader
generalization ofskills and behavior, staffmembers are encouraged to involve students in appropriate educational
field trips. Field trips are special in nature (i.e., scheduled for one day only) while community instruction is
scheduled to take place on a regular basis as par.lt of a student's planned instructional progr;rm. In any case, it is
essential that the appropriate request forms be submitted to your administrator 5 days prior to the date of any
proposed commurrity-based i:rstructional activities/field trips. All trips must be approved by your administrator.
Written parental permission is required of all participating students and transportation arrangements must be
made through your administrator. Generally, the farther in advance your trip is planned, the more likely it is to
be approved. Field trip request forms, community instruction forms and parental permission slips may be
obtained from the secretarv.

General Guidelines:

A. The Permission to Participate il Community Experience Program form must be signed and
returned by all students in order to veri& parental permission (verbal permission is not suffcient
for insurance purposes).

B. Excessive cost to parents should be avoided and under no circumstances should a cbild remain
behind because ofcost.

C. Make sure you have written approval from the 6dminisfsafor before notifring the parents and
requesting their permission.

D. Adequate supervision must be provided for all field trips and community instruction. In some
instances, you may wish to involve one or more of the parents.

E. All transportation of students must be done in vehicles provided by C.E.S. The program
administrator will make the arrangements for field trip and community ilstruction
transportation. When C.E.S. staff are involved in driving C.E.S. vehicles, they must have a
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public service license mth appropriate endorsements and follow all agency procedures related to
operati:rg a C.E.S. vehicle.
The requesting teacher must make arrangements for the supervision of those students not
particrpating in a particular field trip or community instructional trip and see to it that they are
involved in educational activities at the program site. It is imperative that staff not prohibit
students from participating solely because their i:rvolvement might be complex or an
inconvenience. Valid behavioral and/or medical reasons shall be considered in terms of both
student's safety and safeW of others. Whenever possible reasonable accommodations should be
made to allow students to participate in such activities.
Field trips and community instruction trips should be scheduled to begin and end well within the
school day. In planning field trips, staff should select the nearest possible locations to the base
site so as to minimize travel time (e.9., arrange trip to grocery store closest to agency vs. 20 miles
away).
Whenever possible, field trips and community instruction trips should be scheduled to allow for
admiaistration of medication at the program site. When such scheduLing is not possible, teachers
should consult with the program adminishafer and subsequently the school nurse to ensure that
appropriate f,laining in administration of medication can be scheduled well i-n advance of the
field trip/community instructional activity.
Completed permission forms should be turned over to the administrator and will remain in the
student's confidential fiIe.

The following procedures are to be followed with regard to specffic planning of educational field trips:

Educational Field Trip (one day only)

l. Fill out the Educational Field Trip Request Form and submit it to your administrator as far in advance
ofthe proposed activity as possible.

2. If a scheduled field trip is beyond the scope of the community experience program form, the
PERMISSION TO ENGAGE IN A SIIPPLEMEI\IIIAI EDUCATIONAL ACTIVITY FOR,N4 must be sent to
the parents of all particrpating students. This form should also explain to parents the nature and
educational purpose of the field trip, costs and any changes in normal transportation arrangements, if
any.

3. Although some field trips are planned as reinforcement activities, whenever possible staff should tie
these activities to appropriate student instructional goals/objectives. Choose the closest locations for
actirrities to maAmize iostructional time.

Educational Field Trip (after school hours)

The procedwes to be followed for arranging an after school hours field trip are the same as those listed
above. However, please be advised that such field trips and required transportation are much more
difficult to arrange during times when school is not in session. Since activities are C.E.S. sponsored and
might involve a group of students, the C.E.S. staff member(s) requesting such consideration should
discuss well in advance (at least 4 weeks prior to the event). Cost and complexity of rearranging
transportation must be considered in making such arrangements. In addition, the student's district must
be called in advance with these alternate transportation arrangements.

Communitv Instruction Trip

1. Community Instruction refers to regularly scheduled instruction that takes place in community
environments and is designed for specific students to teach specific objectives.

2. Fill out Community Experiences and Community Based Instruction form and submit to program
administrator as far in advance as possible.

3. Appropriate student instructional goals/objectives should be available to support the stated educational
purpose of the community instruction trip.

F.

G.

H.
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USE OF PERSONALWHICLES TO TRANSPORT STUDENTS

Consistent with agency policy, C.E.S. employees are forbidden to utilize their own vehicles for the purposes of

transporting students. This prohibition applies to both school activities and school-related activities.

In order to drive a C.E.S. vehicle, a staffmember must obtain and maintain an additional endorsement to their

to CT d.river,s license. The Public Passenger endorsement required is the 'V' endorsement. Prior to applying

for the ,V' endorsement, and each year after that, the staff member must attend a driver safety training course.

That course will be offered periodically during the school yeal at C.E.S.

Some staff, due to the nature of student IEPs for their assigned classrooms, may be asked to obtain a Public

Service License in order to faci.litate more regular community-based instructionaVeducational field trips. In such

i:rstances, the agency will pay for some associated costs related to obtaining/maisf'aining their license (e.g., cost of

Iicense, cost of itrug testing). St"r *lt require updated. physical examinations to obtain/renew their license and

where possible *il] be encouraged to use their agency health insurance coverage' The agency has made

arrangeirnents wrth First Aict Immediate Medical Center for these physical so staff should use only this facility

when the agency is paying for such physicals.

In using C.E.S. vehicles, all procedures of the C.E.S. Transportation Department should be followed. Staff should

consult with the C.E.S. TrJnsportation Manager or their Program Administrator if they have questions about

vehicle procedures. Any vehicle damage stroulcl be immediately reported to the Transportation Manager and

Pro gram Administrator.

Consistent with state legislative requirements, those staff with Public Service Licenses will periodically be

ilvolved in random drug testing. Siatr notified that they have been selected for such testing must follow the

prescribed requirements. Test iesults will be provided to both the staff member and agency. Results that
indicate use of illicit drugs will be grounds for disciplinary action including termination.

CONTACT WTH STUDENTS AFIER PROGNIIW HOURS

Staff are prohibited from working privately with any currently enrolled C.E.S. student. Staff are

prohibited-from having contact with students after program hours without the consent ofthe parent and

Lnowledge of their Prog:am Administrator. Any contact by students afler progtam hours should be reported to

their Program Ad.ministrator. Staff should Bever provide personal contact information to -"tudents
(e.g., cell phone numbers, personal e-mail addresses, home addresses or social networking sites like
Facebook).

U SE OF WDEO FOR INSTRUCTION / REINFORCEMENT

C.E.S. permits the use of videos when they can support or enhance instruction or can serve as a means of
reinforcement/recreation for students attending C.E.S. programs. For instructional puqposes their use must either
directty support particular instructional learning objectives or enhance an area of curriculum goals. For
reinforcement/recreation purposes their use must clearly meet a desired studenUclassroom behavioral objective
and satisfu acceptable viewing standards established for youth audiences. The selection criteria for choosing

videos for either instructional or reinforcement/recreation pu-rposes should include quality of the overall
presentation and its individual parts; fair and accurate representation of the facts; appropriateness regarding
content in relation to the age and development level ofthe students; and the overall suitability/appropriateness for
a school setting.

Videos used for either ilstruction or reinforcement/recreation should be carefrrlly previewed and evaluated for
content and program appropriateness prior to dassroom or program use/viewing. This advanced planning and
preparation will allow staff (e.g., teachers) to establish appropriate learning objectives, develop educationally

sound follow-up activities and/or establish the reinforcement/recreation value and rationale for the time spent
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vrewrng the particular video recording. It is imperative that staff be sensitive to the vanabiJity among parental
attitudes, values and receptivity toward videos of all types. They should also carefully check the cont"rr#^tiog.. of
such videos to ensure an appropriate correlation to the agelmaturity level ofthe viewing students. Reviews shoutd
take into consideration sexual language, behavior or innuend.o; violence, criminal beharrior, religious themes,
promotion of bias of any type, drug use, horror or frightening themes and other more mature themes. Videos
should be legally acquired and as reflected in administrative procedwes be approved for use in the
classroom/program. Parents will be annually notified about this policy and pro."drrr"..' parent consent will be
obtained for PG and PG 13 videos when warranted and for all R rated videos used for instructional purposes.

Staff should review the full C.E.S. Policy/Procedures for the Use of Video forInstructionaUReinforcernent and becorne farniliar with their procedures.

FIRE DRILL PROCEDURES

Fire drills will be scheduled i:o accordance with state requirements. They wiJl be held regularly and can includ.e
announced and unannounced drills. In case of a fire (fire ctrill), the teacher should take primary responsibfity for
directiag children to appropriate exits. Appropriate exjts for each classroom are posted'near the classroom d.oor.
Teachers should direct students to the designated report center for their classroom. The other staff members in
the room should make sure that all doors are closed and that all electrical appliances are shut off. These staff
members should then assist the teacher in evacuating the children. If you 

"r" 
Joo" in the classroom at the time of

the alarm, your primary responsibility is to make sure that all of the .irildr"o are safely evacuated. If possible, try
to shut offappliances and close doors.

Every effort to move children out of the building as swi-fbly and safely as possible should be taken. Unless so
designated for drill procedures, teachers should not take timeto obtain coats or other outer garments.

Once children are safely in their designated areas, the teacher should count students and immediately report any
missi:rg children to their admi1i.6..1o".

Report Centers - Represents the designated area where staffl/students should gather outside of school building.
The progtam admiaislttLrs will report to these designated gathering centers to receive a student count.

Ternporary Shelter - fn case of actual fire during inclement weather, every effort will be made to locate shelter
sites (i.e., neighboring houses, offi.ce buildings, staff cars, or C.E.S. Lindeman locations). A determination of need
for such sites w-ill be made by the administrator and staffwill be instructed. on appropriate procedures for leadirg
students to these areas.

Return Signal - Students and staffwill remain in designated areas until the return signal has been giveu.

Area of Rescue Assistance - There are two Areas of Rescue Assistance located on the second floor of the
Oakview facility. Please become aware of their location. These areas should be used when an individual can not
be safely evacuated from the building. In the case of an actual fu,e remein in this area until the fire d.epartmentarives. An emergenry telephone line is also available in these areas to alert the fire d.epartm"oi th"t 

"oindividual is i-n the Area of Rescue Assistance.

Fire drill procedures should be prominently displayed in the classroom at all times. Staff members should make
sure that all substitute teachers are aware ofthese procedures.

EMERGENCY PROCEDURES

C.E.S. has a School Safety PIan that covers various forms of response. Staff shouid be famfiar with this planincludi'g the various warning signals and the procedures for these major forms of response (e.g., secqre
facfity/lockdown, evacuation and shelter in place), that will be used. to respond to specific types of 

"-"rg"o.ysituations. Although there can be no textbook responses to various emergency situations, afl staffmust be aware
of recommended proeedures and use their best judgment in dealing with each possible emergency.
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Consistent with state regulations practice crisis/emergency drills will be scheduled periodically during the year
(state law requires that every third monthly drill be a erisis/emergency drill). All staff must participate in these
drills and follow designated procedures. Failure to do so may result in disciplinary action.

BUS PROCEDURES

In the interest of safety for students, procedures for loading and unloading buses have been developed. In order for
this system to work effrciently, it is important that all staff are at their assigned stations at 8:30 A.M. for
unloading and 2:30 P.M. for loading (8:20 AM and 2:2O PM for 30 T.indeman). Staff should head toward their
assigned stations in a timely manner so that buses can be safely and promptly loaded and unloaded.

It is important that we meet our students at their transportation vehicles and monitor their entry i:rto the buiicliag
and into their classrooms. Younger or more disabled students, in particular, will require closer supervision

throughout this entire process.

If a student is having cliffrculty on the bus, it may be necessary to take him/her off the bus prior to 8:30. This will
be done when it is decided that in the student's best interest he/she should be removed from the bus. The

instructional team for that student will be called upon to assist in resolving the problem for that student.

Regarding dismissal, it is necessary that students are either escorted to or are supervised getting on their vehicles
so that we can be certain as to whether or not a student has boarded the vehicle. As a precaution, staff members
are advised to check the vehicle to be sure that the driver ofthe vehicle is in the vehicle when the student boards.

This is due to the fact that drivers sometimes leave their vehicles when their vehicle is in the line to receive

students.

Furthermore, students should only be loaded onto vehicles in the rear ofthe building after the vehicle has reached

the side of the building and where the sidewalk beg:ins. Do not allow students to walk to their vehicles until the

vehicle has reached this point i:r the line.

Buses should be loaded and unloaded in designated areas only. Please wait for each bus to reach the

designated area before loading or unloading children. As the curb area is cleared, the next bus in line qrjfl move

up.

1. Staff should head to designated bus areas by 8:25 (8:15 at 30 Lindeman) in order to begrn

unloading buses promptly at 8:30 AM (8:20 AM for 30 Lirdeman).
2. Make sure that students are taken or directed to their classrooms or waiting area immediately

after arrival so as to avoid undue congestion in the hailway/sidewalk. Staff.supervtsion -qhould
be available in your classroom to ensure student safety.

3. Schedule the end ofyour school day so that you can have your students ready to board buses at
dismissal time.
Begin loading buses promptly at2l.30 PM (2:20 PM for 30 Lindeman)'
It is necessary that students are supervised getting on their vehicles so that they can be certain
as to whether or not the student has boarded the vehicle.
Staff members as a precaution should make sure that the drivers of the vehicle is in the vehicle
when the student boards.

4

5.

o-

Staffshould also refrain from using their walkie-talkie during dismissal except as it relates to
dismissing students. This will help avoid the difficulty for the bus duty staffwho are trying to get students safely
on the buses and to have to wait for others as they make their plans for meetings, etc. before they can call for
missing students. Please respect this request except for emergency needs.

Once a student boards the bus, and only at that time, does he or she become the responsibility of the school

district. Program responsibfity shall end when the student boards the bus at the close of the school day. Until
such time, staff are responsible for the health and safety of the students.

Staff are reminded that they should abide by regulations concerning confidentiality AT ALL TIMES. This includes
their relationshifs to the bus drivers who transpoll ghildren to and from special education programs.
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1. No bus driver is permitted to enter classrooms during program hours without the progam administrator's
approval. If the bus driver does enter the classroom, he should be directed to the of6.ce for appropriate consent.

2. Staff members should convey no confidential information to bus drivers about students or their family
members. Information shared should only be pertinent to the student's behavior as it might relate to the child's
conduct on the bus ride to and from school.

3. If a bus driver requests advice on how to manage a student on the bus, you should seek the advise of your
program administrator prior to providing specific suggestions. Although every effort shouid be made to assist the
bus driver who is experiencing difficuities with student management, program staffare required to follow the same
procedures as outlined in the behavior management guidelines.

4. Any report of a student accident or behavioral incident occurring on the school bus which is conveyed to a staff
member, should be documented on the appropriate program form. The accident or incident should be immediately
reported to your administrator who will determine and direct staff as to the appropriate follow up (e.9., contactirrg
parents).

5. Staff should not release students to individuals unknown to them unless they have received prior
notification from the student's parent or administrator. When possible, these notifrcations by parents
for ehanges in routine transportation arrangements should occur in writing. When changes are
requested by someone other than the parent the request should be verified. Discuss with your
program adrninistrator any changes requested to ensure their awareness. Any unauthorized
departure from school grounds (e.g., student leaves school grounds in a private vehicle) should also be
immediately brought to the attention of your program adrninistrator.

PURCHASING

If a teacher or related services staff member wishes to purchase instructional materials for their classroom, they
must submit a written request contai-ning a list of needed materials. The request should include the name of the
company, the ordering address for the company, the price for each item, the quantity of items requested, the
catalog item number and the page number of the catalog on which the item is described. Your administrator must
approve all purchase orders as well as C.E.S.' Chief Financial and Operations Officer. You wi]I be informed of the
final decision as to your request by your administrator.

PETTY CASH

Petty cash is used for emergency pulposes only. The use ofpetty cash fuods should have prior approval ofyour
progxam adminisflsfer. No individual petty cash receipt should total more than $50.

RESUESTING CUSTODIAL SERWCES

If anything in your classroom needs repair, or ifyou are in need ofcustodial assistance you should notify yow program
administator of the request. To assist the program administrator write a brief note and a work order will be submitted.

This will help to facilitate and ensure more immediate assistance. ln cases of emergency situations that may require

custodial assistance (i.e., broken windows, clogged toilet/sink) the program administator should be verbally notified
immediately. To avoid confusion, please be sure to direct requests for custodial services to the program
administrator and not to the custodian.

TRAWL

C.E.S. reimburses travel for pre-approved C.E.S. busi-ness, such as home visits, PPT's and attending conferences.
Travel reimbursement must be submitted on the approved C.E.S. travel expense voucher and authorized by the
unit director and/or immediate supervisor for reimbursement. In order to reeeive travel reirnbursement for
use ofpersonal vehicles for business purposes, a current copy ofa car insurance card must be on frle
with the agency. A photocopy of your card will need to be submitted to your program administrator.
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Staff wiil be reimbursed at the approved travel reimbursement rate determined by the C.E.S. Representative
Council for authorized travel. Tolls and parking fees are reimbursable only with receipts. Travel for less than one
(1) mile is not a reimbursable expense.

Vouchers must be submitted at the end of each month to the program administrator. Vouchers of less than g2b.00
may be reimbursed through petty cash. Those exceeding this amount will be submitted to Admirnistrative Services
by yow administrator by the 10th of the month following the month for which reimbursement is requested.
Reimbursement requests for travel other than the immediate preceding month will not be accepted. C.E.S will not
rei-burse or pay any motor vehicle fines incurred with either C.E.S. personal or rented vehicles.

FACILITV GUIDELINES

Both the 30 Lindeman and 25 oakview Drive facilities are mixed-use buildi.gs which means that they house a
variety of programs and enterprises under one roof. As a result, we have to be sure that the uses of the various
areas are defined and regulated to prevent interference between and among the various functions. In general, the
operation of the building and the flow of traf6.c has been designed to promote a positive atmosphere for stud.ent
learning and professional development for adult learners and visitors. Consequently, it is important that adult
visitors and students respect the need for a highly professional milieu that is fiee ofunnecessary distractions and
excessive noise. Each ofthe educationa-l areas is self-contained for serving students and therefore students should
be in the conference areas of the Oakrriew building only when they are performing supervised functions which are
part of their programming (i.e., collection activities, food preparation). (See Appendix A - subject to change)

Each program will have its own entry to the building and the transportation drop-off and pick-up system will be
designed around those points of entry. No other entry areas are to be used in the acceptance or dismissal of
students. It is also important for everyone to know that a major construction project will be occurrin-g at 2b
Oakview Drive this year. This work may impact the facility points of entry. You will be noti.fi.ed. of these .h"os".
as they occur.

FACILITY SECURITY

The building doors for the 30 Lindeman and 25 Oakivew facilities are operated by an elecftonic secwity system. The
system is designed to activate an alarm ifthe doors are left open or are propped open. please do not prop the doors
open or keep a door open for more than 2 1/2 minutes. This will activate the alarm.

Dwing the school day, entry to 25 Oakview is restricted to ttre main door, the side door and rear door (see map). All
other entrances for 25 Oakview will be locked. Staff working at 30 Lindeman can access the building tlrougir tfre
front entrance.

NOTE: For 25 Oakivew, you can access the main, side and rear doors from 7:00 AM to 6:00 pM using your ID badge
and for 30 Lindeman access if from 6:30 AM to 6:00 pM.

The facility and grounds are also equipped with video cameras that can be used to either monitor significant
issues in the facility or grounds and/or record actiyity or facility entry that may be inappropriate. This etement
of our security system may also prove extremely helpful in providing video footage that can assist us in our
investigation of incidents occurring in our facility or areas of our grounds. They will be periodically reviewed
for this purpose.

BUILDING HOURS

The 25 Oakview Drive facility will be open for staff between the hours of ?:00 AM and 6:00 PM. The 30 T indeman
Drive builditg will be open from 6:30 AM to 6:00 PM. Unless there are special arffangements mad.e in advance all
staff will be expected to be out of the building by the time stipulated. Special provisions must be made for any use
of the building outside of the normal Monday through Friday time period and the hours designated above. The
fujlding is never accessible on holidays observed by the agency or inclement weather days when the offrces are
closed.
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PARKING

Regular staff working at 25 Oakview will continue to park in their assigned spots. Staff are required to display their
parking tag at all times while on the premises. Staff who do not have an assigned spot will park in the lower lot in
spaces 100-150 only. Lindeman parking will be in the assigrred areas designated for this facilif. It is important for staff
to abide by assigned areas since some parking areas are reserved for other tenants at Lindeman or visitors/other agency
functions at Oakview. Spaces in the front of both building me reserved for visitors and designated staff.

C.E.S. is not responsible for any damage, vandalism or theft that may occur to your vehicle while parking at C.E.S.
However, you should report such instances immediately to your program administrator.

ID BADGES

Staff members will receive an ID badge which opens the exterior doors at various locations. During the school day,
enory to 25 Oakview is restricted to the main door, the side door and rear door (see map). This badge is assigned to
each employee who is responsible for the badge. Your badge should be visibly worn at all times during the work
day and should not be loaned to anyone. Please make sure you have the badge with you during outdoor school
activities so that you can re-enter the build;.g. You are required to turn in your ID badge at the end of the year or
upon termination of employment with C.E.S.

Should you lose this ID badge, report the loss immediately to your administrator who in turn will notifi the
Administrative Services office. Each badge has its own code built into it and consequently codes for lost badges
will be removed from the system for security reasons. There will be a charge of $20 to have a new badge issued.

WSITORS

All visitors must sign in at the front foyer/receptionist area of the builcling. A list of visitors should be provided to
the receptionist daily. They wiJI be asked to wear a visitor's badge. Any inclividual spotted in the hallway not
wearing a visitor badge should be reported to your administrator. If feasible, keep these individual's in your eye
sight so that their location can be reported to your administrator. Do not allow visitors to enter the building from
any ofthe program entrances. They should be directed to the front entrance to sign in and receive a visitor badge.
If a visitor has some how managed to enter the buildirg from a program entrance, accompany them to the front
foyer/receptionist area.

Remember that it is essential that staff are avr'are of visitors being in the building and of protecti:rg the
confidentia-Lity of students. Please confine your discussions with visitors to classroom activities, curriculum and
instruction methods. Do not discuss confidential issues regarding individual students unless prior permission
from parents has been obtained.

If you desire to have a family member or friend visit your assigned program, the prior permission of your
administrator will be required. Such visits will be asked to sign the visitor log, wear a visitor's badge and sign
appropriate confidentiality forms if they will have access to student i-nformation by virtue of spending appreciable
time in a specific classroom area.

No visitor will be allowed to take photographs or video students unless the proper parent consent forms have been
signed.

TELEPHONEACCESS

Telephones are intended to be used for program business only. Each program has phones which have been
designated to be used by staffto contact parents and other professionals working with your student. Please avoid
using the phones in the program offi.ces. Staff needing to make calls for emergency or unusual situations, should
charge the call to their credit card or home phone. The telephone in the staff dining areas have been set up to
make local and credit card calls to serve the personal needs ofstaff.
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If a staff member receives a phone call dunng program hours, a message will be taken and put rn the staff
member's mailbox. With the exception of an emergency situation or when staff are ea 661ning or lunch breaks,
staff members should not leave their classroom to accept or make calls. Staff may make personal calls during
program hours in cases ofemergency. Please call collect or use a szlling card.

TELECOMMUNICATION DEWCES FORTHE DEAF CDD)

There is a TDD phone available in the receptionist area for any staff, student, parent or visitor use. Anyone
needing flaining should contact the Developmental Disabilities Unit Director.

P ERSONAL COMMWICATION DEVICES

Personal communication devices should be kept off during program hours. Staff are asked to restrict use of their

personal communication devices to breaks/lunch. They should not make or receive personal calls or messages in
classroom/instructional areas during program hows. ln certain situations, staffmay seek the permission of their program

administator to keep their personal communication devices on dwing program hours.

PHOTOCOPY MACHINE / PRINTERS

Program photocopy machines and printers are not intended for personal use and should be utilized
for program purposes only.

PE R S O NAL C OMPUTER S / TE C HN OLO GY AC C E S S / S OC IAL N ETWO RKI NG

Personal Computers €Cs) that are available in each program site or assigned to staff are intended for program
business or instruction only.

C.E.S. programs also have access to the Internet to gather information, learn concepts and research subjects.
Some staff will also have access to e-mail and may be assigned an e-mail account. With these resources comes

responsibiJity. It is extremely important that you follow the rules and ethics that cover computer use and
computer networks. See Appendix section for various agency guidelines related to Internet, e-mail, Social
Networking and website use. Electronic mail should not be utilized to share confidential student
information sinee e-mail messages are not entirely secure,

Consistent with aeencv policv, staff using the agenry network are not permitted to view, send or display offensive
messages or pictures or to use obscene or defamatory language. Staff are also prohibited from sending or
intentionally receiving defamatory, harassing or obscene mail or discriminatory remarks on the network. Staff
should also not knowingly violate copyright laws, share their password or use another's password or knowingly
trespass i:rto another's folder, work or fi.les. Staffare also not permitted to use C.E.S. computers, devices or agency
access to the network for personal or commercial purtrloses. This includes not makiag personal online purchases
on C,E.S. computers/devices. Staff are also not permitted to install any personal sofbware on agency
computers/devices.

Staff are also reminded that they should have no expectations of privacy when usi:rg C.E.S. equipment/technology
services and that administration reserves the right to bypass any or all individual or group passwords to determine
the activity on any or all computers, computer devices, software and./or other electronic resources as well as
network access privileges. You are also cautioned of the importance of using professional discretion in your
personal use of websites and social networking sites such as My Space, Twitter, YouTube and Facebook (See Social
Networking Guidelines in Appendix). You should never access personal social sites from agency computers or
facilities, nor should staff provide students access to their personal e-mail/website addresses or social
media/networki:rg sites for any reason. For example, it is not appropriate for staff to "friend' a student or
otherwise establish special relationships with selected students or parents/guardians and it is not appropriate to
give students in general access to personal postings unrelated to school. Always maintai:r appropriate professional
boundaries with respect to these forms of communications,

It is also rmportant for staff to realize their professional responsibilitres as education perconnel in what they write
or present on social media/networking sites. You may subject yourself to potential legal actions by a
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parent/student, fellow employees or other individuals that view your social media-/networking postings as

defamatory, pornographic, proprietary, harassing, Iibelous or creating a hostile work environment. Since such

activities are outside the scope of your employment you may be personally liable for such claims.

It is also imperative for staff to comply with policies concerning confidentiality in their postings on social
media/networking sites. For instance, never post names of students or pictures of students or school related
activities on personal sites. If you are unsure about the confidential nature of information you a-re considerilg
posting, consult with your program ailministrator/immediate supervisor.

Do not lint to the agency website or post agency matenal on your sociaVmedia"/networking site without pemission
of your program administrator/immediate supervisor. All agency polices that regulate off-duty conduct apply to
sociaVmedia/ngfvielking activities including but not limited to polices related to iJlegal harassment, code of conduct

and protecting confidential i:rformation. Violations may lead to disciplinary action up to and including termination
of emplolrnent.

All staff will be required to sign an Acceptable Use Technology Agteement obligating them to adhere to agency

policy/procedures.

DELAWD O PE N IN G / S C HOOL CLO SIN G / EARLY DI SM I S SAL S

Announcements of school cancellations or delayed opening will be made on radio stations WICC (60 AIVD and

WEBE (108 FNt) and TV stations NBC3Q/TVVIT, WFSH TV (HartfordlNew Haven), WFSB 3 @airfield), Channel3
Eyewitness News, WTNH Channel 8 and MVTV 9 as well as via our Blackboard Connect 5 System as quickly as

this decision is reached.. You may also log on to ctweather.com. School cancellations will require that the school

day be mad.e up. This will occur either in June or if we experience numerous cancellations could occw during the

scheduled recess period(s) as designated on the academic year calendar for your program. When a delayed opening

is announced, staff are expected to arrive as follows (L hour delay by 9 AM; 90 minute delay by 9:30 Al[). Since

buses are eoming from many different towns, there is no way to predict when they will arrive. It is our intention to

be able to remove students from buses as they arrive on days which have a delayed opening. Staff should continue

to listen to the aforementioned radio stations in case a change is made from a delayed opening to school closing.

In the event of a delayed opening on scheduled early dismissal days (see Academic Calendar for these dates)

students will be dismissed at their regular time (2:30 PM at 25 Oakview ar;d 2:20 PM at f,$ T'indssan)) so as to

maximize the benefits of the school day. This will be true of all early dismissal days except November 26, 2OL4 arrd'

December 23, 2014. If a delayed opening were to occrrr on this date student dismissal will remai:r at L2:30 PM at
25 Oakwiew (12:20 PM at 30 Lindeman).

Early dismissal due to inclement weather will be announced by your administrator when such a decision is
reached. ysur administrator will let you lmow when staff may leave based on the anticipated arrival times of
school buses.

STIIDEITI'I NOTIFICATION SYSTEM (Blackboard Connect 5)

C.E.S. wilf periodically utfize a student notification system @lackboard Connect 5) for the purpose of
informing staff (and parents) about school emergency situations includitg inclement weather
announcements. This type of system typically enables us to use various forms communication (e.g.,

phone, cell phone or e-mail) to alert you of important information. Although it does not firlly replace other
forms of communication for such announcements, it does offer us a means of alerti:rg or reminding staff
about emergency closings or other emergency circumstances. You will receive a memo about this system

that will ask you to provide us with necessary contact information (e.g., one primary phone # and e-mail
address). Please update us if this information should change during the year so that we can update the

system. It does take time to make changes so please make us aware of changes as soon as possible.

TIME S HEET S / PAYROLL DI S TRIBU TIO N

The administrator or program secretary is responsible for completing timesheets every other Friday.

Consequently, non-exempt employees must complete and submit an individual timesheet on designated dates.
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Certified (exempt) personnel must inform the program secretary if there has been any change in your normal work
schedule (i.e., personal day, leave without pay).

Unless otherwise indicated, paychecks will be deposited in your designated account every other Friday during the
course of the school year. Refer to Payroll Schedule (in Appendix). A copy of yow paycheck is emailed to the
email address you provided at the trme of hrre.

It is the intent of C.E.S. to insure that staff receive their payroll checks on a timely basis. You are responsible for
notifring the payroll offrce of any direct deposit changes in your account. You should do so in a timely manner.

STAFPMEETINGS

Staffmeetings will be scheduled on a regular basis by your administrator(s). Please be prompt for these meetings
so as to avoid delays i-n their completion. Staffshould not schedule any activity in conflict with this meeting unless
they have received prior approval from the program administrator. Any staffwho has an item to be included in the
meeting agenda should contact their administrator prior to the start of the meeting.

STAFF COOPERATION

Maximum cooperation among staff is essential to the smooth operation of the program. Our strength lies in an
effective team approach, with each staffmember providing his or her own input and expertise. Any conflicts which
may arise among staff members must be aired and resolved as quickly as possible, in order f,e mainfein a healthy
and productive lsalning environment. The value and importance of working together cannot be overemphasized.

STAFF MEDICAL EMERGENCY FORM S

All staff should fiIl out a staff medical emergency form. A copy will be kept on file at the program and another will
be kept on file at the Personnel Offrce. PLEASE BE SURE THAT YOU FILL IN ALL REQUIRED
INFORMATION and that you update this form when there are significant changes. Make sure you list all known
allergies, other health problems, and medications you a1s faLing that would be important to know in case of a
health emergency.

REQUESTING PERSONAL BUSINESS DAYS

Up to two (2) personal days are available to firll-time staff to conduct necessary personal business that cannot be
conducted outside of thefu normal working hours/school year Q,.e.,legal, religious, healthL/medical, other emergency
obligations, etc.). These days are only intended for such puq)oses. They are a protection for unforeseen
emergencies and if used frivolously may not be available when absolutely needed.

A firll-time employee hired after January 1 of any given year shall be given one personal day for the remai'rder of
the school year. Part-time stafr will receive a pro-rated number of personal days in accordance with their a..ual
contract percentage/date of hire.

As per Teacher Contract, teacher requests for personal days will be limited to whole or half-day increments. For all
other 7.5 hour employees, requests for personal time will be considered in 90 minute (1.5 hour) units. For 7 hour
employees, partial time off requests for personal time will be considered in 90 minute (1.5 hour) units and these
employees if full-time/fi:I1-year will receive 15 hours yearly.

An employee desiring to take a personal day shall file a request at least 48 hours in advance ofthe designated day
to his/her immediate administrator and then enter the request into the Employee Self Serve. If for any reason you
do not need to take the personal time as requested, you must go into the Employee Self Serve to cancel as well as
noti& your program administrator. The request must be cancelled prior to the submission of payroll for that pay
period. The request shall state the reasons for the personal day by general category. A personal day shall not
to be used to extend vacation or holiday periods. In order to safeguard the needs of the children, yoru
administrator and Director of Special Education have responsibility to approve the request. Requests by multiple
staff member for the same day will be approved only according to the availability of substitutes.
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If there is an emergency situation and 48 hours prior notice is not possible, the staff member must iadicate the
nature of the emergency to his/her program administrator immediately upon return to work. Approval as a
personal business day will be based on the nature ofthe emergency.

LEAWWITHOUT PAY DAYS &WOP)

C.E.S. school program personnel are considered to be academic employees and are scheduled to work 187 days in
accordance with the approved school calendar for the year. It is expected that staff will be present for each

contracted work day. Staff should plan significant life events (i.e. vacations, honeymoons) to occur
during scheduled school breaks indicated on the school calendar. The consistent attendance of staff is

criticJto an effective program. The absence of a staff member for less than a major reason places an unfair burden

upon colleagues and compromises student programs. Whereas C.E.S. administration may consider emergency

situations/other unusual circumstances as reasons for Leave Without Pay (LWOP), this will not include

unexpected vacation opportunities given as gifts or discounted travel plans that might require an extension of
C.E.S. scheduled breaks/vacations or holidays. When a special circumstance occurs, approval of LWOP days will
be at the discretion ofthe Executive Director.

Any absence from work by an employee when the absence is not permitted and,/or recognized by a policy or contract
ptor.irioo is considered a Leave Without Pay (LWOP). In judging whether or not to grant a leave without pay, the

administration will consider whether or not a prudent person could have planned the absence at some other time,

whether or not the person is in control of setting the circumstances of the situation, and whether or not the

situation is of such importance that it outweighs the factors of disruption to programming for children and the safe

deployment of remaining staff. Where they have time and discretion, staff members are required to plan personal

events in a manner which does not remove them from their service to children. Emergency situations that are

significant will be judged on their individual merits.

In the event of an emergency Leave Without Pay requests should be filed as soon as the need is lrnown and no

plans should be finalized until approval is given. All requests for Leave Without Pay (LWOP) days must be

submittecl to the employee's immediate supervisor and also receive the approval of the Division Director and

Executive Director. Approval of requests for Leave Without Pay days will be at the sole discretion of the agency

aclministration who will determine if there is sufficient cause to grant such leave and whether the employee's

workload can be appropriately covered. The Program Administrator wiII have the option to.limiUdeny LWOP days

ro ensure program contireuity. When appropriate or possible, staff may be required to utilize other benefit days in
lieu of LWOP.

Leave without pay wili be granted for medical reasons to efuible recipient-s as provided by law €amily Medical
Leave Act (FMLA).

BEREAWMENT LEAW

In the event of death in the immediate family which includes parent, spouse, child, sibling, grandchild,
grandparent or anyone other than immediate family with whom the employee resides, a staffmember may take up
to three (3) (part-time staff are eligible for prorated days based on their part-time annual contract percentage). If
adfitional bereavement leave is required due to unusual circumstances, the Executive Director, upon application,
may grant additional days either with or without pay.

In addition, one paid leave day per year is granted for employees to attend the funeral of any other person not
included in the categories listed above.

JURYDUTY

Staff should immediately contact their administrator when notified to serve on jury duty. A time off request form
must be completed with a copy of your jury duty summons attached. Any employee called to jury duty shali be

paid the difference between the employee's regular wages he or she would have received that day and the fee

received for serving as a juror. This differential pay should be paid for up to twenty (20) jury day served. A:r
emplovee shafl furnish C.E.S. with evidence of such compensation as well as attendance for dav of iurrr dutv
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served. Employees released from jury duty before the end of their regular work day should report to C.E.S. to work
the remainder of the day.

STAFF INJURY

All injuries incurred by any employee in the course and scope of their employment must be immediately
reported to their administrator using the required First Report of Injury form @orker's Comp Form). This

form must be fully completed at the earliest possible opportunity after the injury but no later than 24 hours

from time of injury.

In addition, when a student injures a staff member, the staff member should meet with their Program

Administrator to discuss the incident in detail at the earliest opportunity, again taking into account the need

for any medical care, but normally no later than 24 hours from the time of the incident and excepting only

medical circumstances that prevent such meeting.

Further, in any situation in which a staff member believes that they have been the victim of an intentionally
violent and hostile attack by a student in the course and scope of their employment, the staff member must

include this information in the discussion with their Program Administrator and mustbe sure to include this
information on the First Report of Injury form in the appropriate place. "Intentionally violent and hostile
attacld' means that the student has acted of his/her own volition, deliberately and with purpose to harm or

injure, or has deliberately acted in such a way that the student knew or should have known that the likely
oot"o*" or result would be harm or injury. In such situations, the staff member also has the right to contact

the police department to file charges.

Various other forms (e.g., Student Incident Reports) consistent with the type of injury received must also be

completed by the employee and submitted to the Program Administrator, and in the event of possible exposure

to blood borne diseases, completed by the employee and the school nurse. All appropriate forms for reporting
injury are avai-lable from the Program Administrator or secretary. As noted, the First Report of Injury and

completion of other forms must be done promptly, as Workers' Compensation reports must be completed and

sent to the Associate Executive Director's Office within 24 hours of first knowing of the injury or as soon as

possible afber aII necessary emergency medical care has been provided.

If non-emergency medical attention is required due to a work related injury, staff must go to First Aid
Immediate Medical Center (Irumbull) or St. Vincent's Immediate Health Care Walk-In Clinic Qocations in
Bridgeport, Fairfield and Shelton). The Personnel Offrce will provide a verification of employment to present to

First Aid Immediate Medical Center or to St. Vincent's Immediate Health Care Walk-In Clinic.

If an injury has resulted in an employee's absence from work, the staff member must provide a doctor's note

verifying their abfity to return to work.

Any questions about Workers' Compensation can be answered by the Associate Executive Director's offrce.

DRUG-FREEWORKPLACE

The Representative Council of Cooperative Educational Services has approved Drug-Free Work place policy and
procedures for both students and staff. These policies will be made available by your progtam administrator at the
beginning ofthe school year and reviewed in detail. Illicit drugs and/or alcohol is prohibited on school premises,

ituring any school activities, wherever they may be, and in any work place under the control of C.E.S. Please refer
to the Appendix D for more complete information regarding the procedures for enforcirg the policy.

STAFFLUNCHES

All staff are provided with one-half hour for a duty free lunch period. Staff are encouraged to take this time as

assigned. It is requested that staff members do not leave the building during their lunch period. If an emergency

arises and you must leave the building, please notifu the program administrator to receive permission to do so. Be

aware that your prompt return from lunch ensures that all staff will receive their firll lunch period. A designated
time will be assigned to each staff member and these times may not be changed without prior approval of your
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administrator. If you are ordering take-out, please let the receptionist know. If possible, please bring money to
front desk ahead of time.

SMOKING

C.E.S. prohibits smoking in all areas under its control, including motor vehicles. No smoking is allowed in any
building or on any property under C.E.S. control.

Employees will not smoke at any time in the presence of students while engaged in activities where
participation has been sanctioned by or is under the jurisdiction of C.E.S. such as trips and other stafflstudent
activities.

DftESS

All employees shall dress in attire which is appropriate to their responsibilities and which wi-ll best allow them
to carry out their specific job duties, In recognition of the important role that members of the staff play in
setting an example for the students, it is expected that staffwill present a neat, clean and professional
appearance at all times. Staff are encouraged to avoid wearing jewelry that can be easily damaged in their
contacts with students or clothing/jewelry that could more easily lead to injury. Staff should not wear
apparel that references drugs, tobacco products or alcohol, or offensive words, phrases or sayings.
Given that staffmay have hand to body contact with students during the course ofthe day they should also
maintain their fingernails at an appropriate length for these types ofinstructional practices (e.9., hand over
hand). Shirts and./or blouses which reveal the abdomen, chest, undergarments or excessively short skirts or
shorts should not be worn.

POSTINGS: LEGAL

Various laws and regulations governing public agencies require posting certain legal notices, includi:og notices of
staffrng vacancies.

In each of the staff rlining areas there will be bulletin boards which will be used for legal postings. In addition,
CESEA will be allowed to post materials in the same place.

If a staff member wishes to post non-agency materials on bulletin board, the prior permission should be secured
from the appropriate administrator.

EUALUATION OF S PECIAL EDUCATION PERS ONNEL

The Representative Council recognizes that the process of teaching children with special needs is an extremely
complex one, and that the appraisal of this process is a difficult and technical function. Therefore, appraisal of
teacher performance (certified personnel) will be conducted on an annual basis and will serve these purposes:

l. To raise the quality ofinstruction and education service to the children,
2. To raise the standards ofthe teaching profession as a whole,
3. To aid the individual staff member to grow professionally.

All licensed/non-certi-fied personnel will receive summative evaluations at the end of the academic year. In
addition, all newly hired non-certified personnel shall serve a probatioaary period of four (4) months. Probationary
employees shall be evaluated prior to the end of their third month of their employment by their immediate
supervisor (i.e., unit director, program administrator). In sempleting summative and probationary evaluations,
the program administrator may seek input from the classroom teacher related or related services personnel with
whom the non-certified staff member works. This can be done via written or verbal input supplied by these
certified or licensed personnel.
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PROFES SIONAL DEVELOPMENT

PA 12-116 eliminated the requirement that certificate holders successfully complete 90 CEUs every 5 years as a

condition of renewal. However, as of JuIy 1, 2013, C.E.S. wilt make available a program of professional

d.evelopment not fewer than 18 hours per school year, most of which must be done in small groups or

individualiy. Professional development is expected to be connected to areas ofneed determined as part ofthe

C.E.S. Teacher Evaluation Plan.

TU ITION REIMBURSMENT PI'AN

C.E.S. has a Tuition Reimbursement Plan for certi-fied and non-certi.fied personnel. Eligble employees include

those who have had at least two years of continuous employment at C.E.S., work 20 or more hours per week, have

a two year attendance rate of 95% or better and received a recommendation from their program administrator.

Elisible courses for tuition reimbursement must be from an accredited school and/or organization, must occur

outside work hours and be designed to improve skills from one's current position at C.E.S. or be part of a planned

progxam leading to an academic degree/professional certi.ficated related to a professional career at C.E.S'

Reimbursement is limited to the cost of the course only and one course per semester. Reimbursement will be at a

maximum of 70o/o of the total cost of the course but may not exceed $750. C.E.S. reserves the right to reimiurse at

Iess than the maximum rate based on available funds and the amount of applications received for a given year.

Reimbursement will only be made if the employee successfirlly completes all course requirements, receives a grade

of B or better or passing grade (if a course solely offers pass/fail grades). A non-certifed staff member must

continue as a C.E.S. 
"-ploy"" 

through the completion of the course to remain eligible for reimbursement.

Certified staffmust continue as a C.E.S. employee through the end of the fiscal year in which the course is taken in
order to remain eligible for actual reimbursement.

Staff seeking reimbursement must submit the agency application form (which is available in program of6ces and

the human relations office) by d,esignated dates for each application period. Fall semester application deadline:

July 1st' Spring semester deadline: December 1st; Summer semester deadline: May 1*t.

Applications will be reviewed and approved by the Executive Director and C.E.S. Leadership Team within 30

business days of the application deadline. Staffwill receive a written notifi.cation of the decision.

CONFERENCE ATTENDANCE

Staff attendance at conferences/workshops on work days must be approved in advance (minimally 15 days prior
to the event) by your administrator even ifthere are not registration fees involved. Staffshould not register for
conferences/workshops on work days withoul 16s administrator's prior approval (see Conference
Reimbursement section).

RESUESTS FOR CONFERENCE REIMBURSEMENT

Requests for conference reimbursement should be submitted to your administrator on the appropriate form which
is available in the offi.ce. This form contails space for indicating the name and location of the conference session

and the itemized expenses for which the staff member is seeLi.g reimbursement. In all cases, reimbursement is

subject to the prior approval of the Director of Special Education.

Although staff are encouraged to request reimbursement for confersasss/f14ining sessions related to their job

responsibilities, available funds are limited to those prescribed i-n each approved program budget. Reasonable

conference/training session fees will generally be approved when funtls are available. However, only when

necessary will costs for accommodations or transportation be considered for reimbursement. Granting of
conferences/training session requests is subject to the availability ofsubstitutes.
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Staff should not assume approval until appropriate reimbursement forms are returned to them reflecting approval.

Consequently, staff are advised to submit written requests prior to making formal arrangements for
conferences/training sessions to ensure that adequate reimbursement funds are available or that the request is
deemed appropriate for reimbursement. It is recommended that staff submit such requests at least 15 davs prior

to the ree"istration deadline to plovide ample time fol these considerations.

EMPLOWE AS SISTANCE PROG RAM

An Employee Assistance Program @AP) is available to C.E.S. employees and their family members. This program

is made available through Family Services Woodfield, a human services agency with locations in both Bridgeport
and Monroe. This benefit is a voluntary program that can help employees and their family members obtairr
professional support in dealing with personal, emotional, family or health problems. Employees are encouraged to

seek help through the EAP when they are having problems which they are unable to resolve on their own. While
these can be work related, problems of a personal nature can also be addressed via EAP' Staff may make self-

referrals by calling (800) 593-0381 or administrators/supervisors may also suggest use of EAP. Howevet, use of
EAP is always a personal decision.

Staff will be given an appointment within 48 hours of their call to EAP. Individuals may use the service at no

charge for up to three visits per year. Additional visits, if agreed to by the client and counselor, will be billed to the

staff member and/or appropriate insurance company. For more information look for EAP brochures in the main

offrce of your program.

SEXUAL IIARASSMENT

It is the policy of C.E.S. to provide a businesslike work environment free &om all forms of employee discrimination,
including incidents of sexual harassment. When an employee feels he/she is beiag subjected to sexual harassment,

the affected employee should immediately report the occrurence by filing a written statement of complaint with the

C.E.S. Title IX Compliance Coordinator (Christopher LaBelle, Associate Executive Director, C'E.S, 40 Lindeman
Drive, Trumbull, CT 06611 - phone (203) 365-8828). For further details regarding Sexua-l Harassment, please

refer to C.E.S. Personnel Policies and Procedures Manual. Staff should also review the C.E.S.

Policy/Administrative Regulations concerning Student Sexual Harassment and become familiar with
procedures related to student and/or parent complaints concerning sexual harassment. (See

Appendix E for copy of Annual Notice regarding Sexual Harassment). It provides important contact
information for making a complaint.

STaDENT BULLYING 6afe School Climate)

Consistent with new State Legislative Bullying requirements, each school district must develop a safe school

climate plan by January l, 2012. This plan will be developed over the initial months of this school year. Once

d.eveloped the district plan will be annually included in this guide. Annual traini-ng for all staffwhich includes
information addressing the prevention and identification oi and response to builying will also be required.
C.E.S. has also designated as of July I, 20L2 a Safe School Climate Specialist who will investigate or supervise

the investigation of reported acts of bullying in accordance with the district's safe school climate plan. C.E.S.

has also assembled a committee that is responsible for developing anil fostering a safe school climate and
addressing issues related to bullying in our programs (see Appendix P for C.E.S. policy statement and reporting
forms).

C.E.S. encoqrages all staffto help promote a safe and secure school climate, conducive to learning and teaching,

and free from threat, harassment and any type of bullying behavior. Bullying is defined as the repeated use
by one or more students of a written, verbal, or electronic communication, sueh as cyberbullying, or a physical

act or gesture directed at another student in the same school district that: (A) Causes physieal or emotional
harm to the student or damage to the student's property, @) places the student in reasonable fear of harm
to himself or herself, or of damage to his or her property, (C) creates a hostile environment at school for such

student (a hostile environment is a situation in which bullying among students is suffi.ciently severe or
pervasive as to alter the conditions of the school climate), @) infringes on the rights of the student at school, or
(E) substantially disrupts the education process or the orderly operation ofa school.

The expansive definition of "bullyint'' includes, but is not iimited to, written, verbal, or electronic

communications, or physical acts or gestures that are based on any actual or perceived differentiating
32



characteristics, such aS race, color, religion, ancestry, national origin, gender, sexual orientation, gender
identity and expression, socioeconomic status, academic status, physical appearance, or mental, physical,
developmental or sensory disabfity, or by association with an individual or group who has or is perceived to
have one or more ofsuch characteristics.

Bullying also includes cyberbullying, which is defined as any act of bullying through the use of the Internet,
interactive and digital technologies, cellular mobile telephone or other mobile electronic devices, or any
electronic communicatrons.

Students and/or their parents/guardians are encowaged to communicate concerns that may constitute bulyrng by
filing written reports of conduct that they consider to be bullying. When such reports are made to staff, they
should be promptly forwarded to their administrator or his/her designee for review and action. Students may
make informal somplaints of conduct that they consider to be bullyrng by verbal reports to staff. Students who
make informal compleints may request anonymity. Such informal reports should be shared immediately with the
administrator or his/her designee for review and action.

To this end, all staffwho witness acts of threatening behavior, harassment or bullying or receive student or parent
reports ofthis kind should orally notifi their administrator or his/her designee no later than 1 school day of
witnessing bulying or receiving a report. School employees must file a written report usilg an Incident Report
Form no later than 2 school days after making their oral report. It is important for us to keep track of all acts that
could be considered b"ily*g and seek advice when you are uncertain if the act constitutes builyrng.

Teachers should develop specific class rules against bnllnng and have ongoing dialogue with students about the
impact of bullnng behaviors on others (e.g., their classmates and other students attending C.E.S. programs). All
staff are also asked to regularly foster/promote a classroom/school environment free from threat, harassment and
any tlTe of bulying behavior. This can be done by both consistently addressing bullnng and applying positive
behavioral supports and immediate interventions when bu[ying is observed. Staffare also encouraged to create a
positive school atmosphere by promoting the concept that caring for others is a valued quality and that hcludes
pro-social and helpfrrl behavior by students. Teachers are also encouraged to utifize a curricula that promotes
positive communication, friendship, assertive skills and character education. Staffshould avoid sex-role
stereotypi-ng and other references about students that might lead to bullyrng. Encourage student collaboration and
a supportive atmosphere at all times.

Staff should review the C,E.S. Policy/Administrative Regulations Concerning Bullying Behavior/Safe
School Climate Plan on the C.E.S. website (
procedures,

PLEDGE OF ALLEGIANCE

k12.ct.us ) and become familiar with these

Connecticut Law @A 02-119) requires that each school make available a time each day for students to recite
the "Pledge of Allegiance". Consistent with this law, each C.E.S. program wi.ll designate a daily time for this
activity. The law does not require any person to recite the "Pledge ofAllegiance". Therefore, staffshould
respect the wishes of any student who does not wish to recite the "Pledge of Allegiance" duri.ng this designated
time. Please alert your administrator if any parent contacts you about this new requirement and/or wishes to
exclude their son/daughter from this activity.

AMERICANS WTH DISABILITIES ACT/SECTION 504

In compliance with the Americans with Disabilities Act and Section 504 of the Rehabilitation Act of 1973,
Cooperative Educational Services recogrdzes its responsibility to avoid discrimination in policies and practices
regardi-ng its personnel, students, parents and members of the public who have disabfities. No discrimination
against any person with a disability will knowingly be permitted in any program and practices of C.E.S. C.E.S
does not discriminate on the basis of disability in admission to its programs, services or activities, ia access to
them, in treatment of i-ndividuals with disabfities or in any aspect of their operations. C.E.S. also does not
discriminate on the basis of disability in its hiring or employment practices.

This notice is provided as requted by Title II of the ADA of 1990 and Section 504 of the Rehabilitation Act of 19?3.
If you have any questions, complaints or concems about admission criteria, building accessibility or require
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special accommodations regarding school-related activities or require additional information please contact C.E.S.

Section 504/ADA Compliance Coordinator (Christopher La Belle, Associate Executive Director, 203-365-8202).

NON.DISCRIMINATION

C.E.S. is committed to preserving a positive and productive learning/work envirott-ent free of all forms of
student/staff discrimination. Consistent with various federal ancl state anti-discrimrnation laws no person shall be
excluded from participation in, denied the benefits of, or otherwise discriminated against under any C.E.S.
program or activities because of race, color, religion, sex, age, national origin, ancestry, marital status, sexual
orientation, mental retardation, mental or physical disability, includi'g, but not limited to blindness. C.E.S. has
designated individuals to serve as Compliance Coordinators for specific areas of discrimination (see listing below).
Although C.E.S.'formal discrimination grievance procedures encourage complaints, concerns or issues be resolved
at the lowest possible level, individuals have the right to process rrrsl semplaints directly with the designated
Compliance Coordinator or may flle a complaint $rith the Connecticut Commission of Human Rights and
Opportunities, 21 Grand Street, Hartford, CT 06106, telephone number (860) 566-7710 or (800) 477-5737 or
http://www.state.ct.us/chro/. Connecticut law requires that a formal written complaint be filed with the
Commission within 180 days of the date when the alleged discrimination occuned. Furthermore, you may also file
4 semplnint with the U.S. Department of Education, 33 Arch Street, Suite 900, Boston, MA 02110-1491, phone
(617) 289-0111, TDD (877) 52L-2172, Fax (617) 289-0150, or e-mail OCR.Boston@ed.gov.

Listed below are the names of the C.E.S. Compliance Coordinators, their C.E.S. mafing address and work
telephone number, Formal written complaints should be submitted to them for the area of discrimiaation as
designated. Complaiut forms are available from the C.E.S. Human Resources Office, C.E.S. administrators or
schooVprogram offices.

C.E.S. Compliance Coordinators

Title VI Coordinator (Race. Color, National Orisin)
Name: Esther Bobowick Title: Director of Professional Development Services
Mafing Address: C.E.S.. 40 Lindeman Drive. Trumbull. CT 06611
Telephoue Number: (203) 365-8850 TDD Number: (203) 365-8813

Title IX Coordinator (Sex Equitv/Sexual Harassment)
Name: Christopher LaBelle Title: Associate Executive Director
\dailing Address: C.E.S.. 40 Lindeman Drive. Trumbull. CT 06611
Telephone Number: (203) 365-8828

ADA,/Section 504 Coordinator (Disabilitv)
Name: Christopher LaBelle

TDD Number: (203) 365-8813

Title: Associate Executive Director
MailingAddress: C.E.S.. 40 Lindeman Drive. Trumbull. CT 06611
Telephone Number: (203) 365-8828 TDD Number: (203) 365-8813

See Appendix F for copy of C.E.S. Non-Discrimination Annual Notice

POLICYMANUALS

A copy of the C.E.S. policy manual is available in each program office and on the C.E.S. website and contains
more specific information related to agency-wide policies/procedures. Staff are encouraged to review/reference
this manual. Copies of student policies/procedures are made available to each classroom/ofE.ce area and staff
should annually review/read this information to become familiar with procedures related to student-based
policies. As required, program specific or division-wide training will be provided related to these
policies/procedures. However, it is every staffmembers'professional obligation to be familiar with these
documents and to follow prescribed procedures at all times.
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special accommodations regarding school-related activities or require additional information please contact C.E'S.

Section b1flADACompliance Coordinator (Christopher La Belle, Associate Executive Director, 203-365-8202)-

NON-DISCRIMINATION

C.E.S. is committed to preserving a positive and productive learnilg/work environment free of all forms of

student/staff discnmilration. Consistent with various federal and state anti-discrimination laws no person shall be

excluded from participation in, denied the benefits of, or otherwise discrimi:rated against under any C.E'S'

program o, r.tirriti", b"a"oa" of race, color, religion, sex, age, national origin, ancestry, marital status, sexual

orientation, mental retardation, mental or physical disability, includi.g, but not limited to blindness. C.E.S' has

designated individuals to serve as Compliance Coordinators for specific areas of discrimination (see listing below)'

Although C.E.S.' formal discrimination grievance procedures encorrage complaints, concerns or issues be resolved

at the iowest possible level, individuals have the right to process .n"[ semplaints directly with the designated

Compliance Coordinator or may flle a complaint with the Connecticut Commission of Human Rights and

Opportunities, 21 Grand Street, Hartford, CT 06106, telephone number (860) 566-7710 or (800) 477'5737 ot
h[tp://www.state.ct.us/chro/. Connecticut law requires that a formal written complaint be filed with the

Commission within 180 days of the date when the alleged discrimination occurred. Furthermore, you may also file
a complaint with the U.S. Department of Education, 33 Arch Street, Suite 900, Boston, MA 02110-1491, phone

(617) 239-0111, TDD (877) 521-2172, Fax (617) 289-0150, or e-mail ocR.Boston@ed.gov.

Listed below are the names of the C.E.S. Compliance Coordinators, their C.E.S. mailing address and work
telephone number. Formal written complaints should be submitted to them for the area of discrimination as

designated. Complaint forms are available from the C.E.S. Human Resources Offrce, C.E.S. administrators or

schooUprogram offices.

C.E.S. Compliance Coordinators

Title \lI Coordinator (Race. Color. National Origin)
Name: Esther Bobowick Title: Director of Professional Development Services

Mafing Address: C.E.S.. 40 Lindeman Drive. Trumbull, CT 06611
Telephone Number: (203) 365-8850 TDD Number: (2Ql)-36.6€E 1l

Title IX Coordinator (Sex Equitv/Sexual Harassment)
Name: Christopher LaBelle Title: Associate Executive Director
Mailing Address: C.E.S.. 40 Lindeman Drive. Trumbull. CT 0661L
Telephone Number: (203) 365-8828

ADA"/Section 504 Coordinator (Disabilitv)
Name: Christopher LaBelle

TDD Number: (203) 365-8813

Title: Associate Executive Director
l![ailing Address: C.E.S.. 40 Lindeman Drive. Trumbull. CT 06611
Telephone Number: (203) 365-8828 TDD Number: (203) 365-8813

See Appendix F for copy of C.E.S. Non-Discrimination Annual Notice

POLICYMANUALS

A copy of the C.E.S. policy manual is available in each program office and on the C.E.S. website and contains
more specific information related to agency-wide policiesiprocedures. Staff are encouraged to review/reference
this manual. Copies of student policies/procedures are made available to each classroom/offrce area and staff
should annually review/read this information to become familiar with procedures related to student-based
policies. As required, program specific or division-wide training will be provided related to these
policies/procedures. However, it is every staff members' professional obligation to be familiar with these
documents and to follow prescribed procedures at all times.

34



APPENDIX A

BUILDING ACCESS FOR 25 OAKVIEW





APPENDIX B

CALENDARS & PAYROLL SCHEDULE



COOPERATIVE EDUCATIONAL SERVICES
2014-2015 SPECIAL EDUCATION SCHOOL CALENDAR

Note: State law requires that public schools operate 180 days for students. Any unusual circumstances, snow days or other emergency closing
days will extend the scheduled last day for school students. June l8u will be the absolute last day for students and June 19t t will be the absolute
last day for academic year staff which would include seven (7) make-up days if needed. Any additional days beyond seven (7) required for
make-up will occur during the April recess starting at the beginning of the week.
Key:
/ No School
+ Stalfonly- no students* Early dismissal for students
Approved by the Representative Council: ll/7/13

30 Summer Session Begtns
, r^-.-,.t- ^! r,.t-. rt^t:r_. -t---r I Summer Session Ends4FourthofJulyHolidiy-clo:^' lSummerSessionEnds I -- -- , . I 13ColumbusDav-closed

18& 19 New Certtfied Stafl I Labor Day - closed (ffices open)
Orientation 23 Parent Night
20 Welcome BackConvocation 25 Rosh Hashanah - closed
25 Students Return

July
/

30 1234/
7 8 I 10 11

14 15 16 17 18

21 22 23 24 25

28 29 30 31

August (5)

1

45678
11 12 13 14 15

18 19 20 21 22

25 26 27 28 29

September (20)

/2345
8 9 101112

15 16 17 18 19

/
22 23 24 7s 26

29 30

Oeto er (22)

12 3

678910
,4 14 15 16 17

20 21 22 23 24

27 28 29 30 31

4 StaffOnly* PD Day
I I Veterans' Day -closed

26 Early Dismissal
27 &28 Thanksgiving Holidoy-
closed

24-31 Holiday Recess - closed
l-2 New Year's Day closed
19 Martin Luther King Day

closed
27 & 2E Early Dismissal

1 3 February Recess - closed
I 6 Presidents' Dav - closed

Novernber {16)

34+ 5 6 7

10r121314
17 18 19 20 21

Decembe-t t17)'

12345
8 9 101112

15 16 17 18 19

Jenuauy (19).

5 6 7 8 9

12 13 14 15 16

7'9 20 21 22 23

26 27* 28* 29 30

February$:?)

2 3 4 56+
/e 101112F

//
r,, 18 1e 20

23 24 25 26 27

7 & 8 Early Dismissal - PPT Prep
lj-|7 Spring Recess - closed 25 Memorial Day -closed

9 Tent. Last Dayfor Students - Eaily
Dismissal
l0 Tent. last Dqy for Staf
29 Summer Session Begins (ast day

for sunmer 7/31/l 5)

frftarsh{z1) :

23 4*5* 6

910111213

16 17 18 19 20+

23 24 25 26 27

30 31

Aprll t16)
12

67*8*9

20 21 22 23

27 28 29 30

////

/
10

/
24

A
I

45*6*78

11 12 13 14 15

18 19 20 21 22

26 27 28 29

Ju{ i,{7,,} 
',

12345
8 9 101112

15 16 17 18 19

22 23 24 25 26

29 30



Cooperative Educational Services
2014-20rs

EMPLOYEE CALENDAR

1234
7 I I 10 11

14 15 16 17 18

21 22 23 24 25

28 29 30 31

4 Fourth oJluly Holiday -
closed

34 5 6 7

10 $t 12 13 14

17 18 19 20 21

24 25 26 27 2E

11 Veteruns' Dty -closed
26 Closing@1:30pm
27 &28 Thanksgiving Holitlay-
closed

23456
o 1n 14 'l) 1?

16 17 18 19 20

23 24 25 2627

30 31

Key:
/ Offices closed
_Early closing @ 1:30 pm

Approved by the Rep Council

1

45678
11 12 13 14 15

18 19 20 21 22

25 26 27 28 29

20 Welcome Back Convocation

2345
8 9 101112

15 16 17 18 19

22 23 24 25 26

29 30 34

24-26 Holiday Recess - closed
31 New Year's Eve - Closing @

12 3

5 7 8 910
13 14 15 16 17

20 21 22 23 24

27 28 29 30

l-2 Nay Year's Day closed
19 Martin Luther King Doy-

11 12 13 14 15

18 19 20 21 22

2526 27 28 29

123
678910
13 14 15 16 17

20 21 22 23 24

27 28 29 30 31

234 5 6

9 10111213

46 17 18 19 20

23 24 25 26 27

76 Presidents' Dav - closed

12345
B 9101112

15 16 17 18 19

22 23 24 25 
26

29 30
25 Day -closed

34

10 11

15 16 17 18 19

22 23 24 25 26

29 30

42

89

5

12

1 Labor Day - closed

12
5 6 719
12 13 14 15 16

49 20 21 22 23

26 27 28 29 30

3 Good Fridav - closed



PAYROLL SCHEDULE
2014-2015

Twelve Month Employees

26

Teachers
PlanA&B

2l

Teachers - Plan C

26

l0 month
Academic Year

Hourly Employees

Pay#l Julyll*
Pw #2 July 25

Will be prid bFweekly
for hourc worlrcd in the
prevbur two wcch pey
period. The fwo wcek
pry period cndl on
Fridry the wect beforc
psydry. The flnt pry
day for 201&2015 will
be September 3,2014

Pay#3 August0t
Pzv#4 Augurt22

Pay#5 Septcnber05
PrY#5 Scotcrnbcr 19

Pay#t September05
Pav #2 Scotember 19

Pay#l September0S
Psv#2 Scptember19

Pay #7 October 03
Pay#E OctoberlT
Pay#9 October3l

Pey#3 October03
Pay#4 October 17

Pay#5 Octobcr 3l

Pay#3 October03
Pay#4 OctoberlT
Pav#5 October3l

Pey #10 Novcmbcr 14

Pay # ll Novcmber 28
Pay#5
?ay #l

November 14
November 2t

Pey#6 Novcmber14
Pay #7 Novembcr 2t

Pry # 12 Dcccnbcr 12

Pey # 13 llcccnbcr 26
Pay#t Dccember12
Pry#9 Decembcr26

Pay#8 Dcccmbcr12
Pay#9 lleccnber26

Pty # 14 Jenurrl(I)
Pey# 15 Jrnulry23

Pay# l0 Janurry 09
Pey# ll Jenurry 23

Pry# l0 Jenurry09
Pey# lt Jrnurry23

Pry # 15 Fcbrurry 116

Prv# l7 FcbmrtT 2lt
Pr.y#12 Februrry 06
Pev# 13 Fcbrurrv 20

Pry#12 Fcbrurry06
Pev # 13 Fcbrsrry 2ll

Pry fl lt Mrrch 0o
Prv # 19 Mrlcf 20

Pay # 14 Mrrch 116

Prv# l5 Mrrcb 20
Pty # 14 Mrrch 06
Pev # 15 Mrrch 20

Pry# 20
Prv # 2l

April03
ADrll 17

Pry # 16 April 03
Prv # 17 Anrtl l7

Pay # 16 April llil
Prv # 17 April l7

Pry*22 lrlryOl
Pry#al ilry rS
Pw #A Mtv 29

Pey # lt Mry 0l
Pry # 19 Mey 15
Prv#20 Mrv29

Pry # lt Mry 0l
Pry # 19 Mry t5
Prv # 20 Mrv 29

Pty#25 Junc12
Pt.#26 Junc86

Pay#21 June 12 Ptyfl2l Jtnc 12

Pw*22 Jrrc26
Pry f23 JulY l0
Pty #24 JulY 2'3

Pey #25 Aqurt 07
?ty #26 Argult 2l

o$x|tml1

*This pry wlll cover July 1"'through July 4'n ry



APPENDIX C

TELEPHONE EXTENSIONS



QUICK REFERENCE INTERNAL PHONE DIRECTORY FOR STAFF
Gentral Office: 40 Lindeman Drive, Trumbull, CT 06611
Special Ed Programs: 25 Oakview Dr., Trumbull, CT 06611

30 Lindeman Dr., Trumbull, CT 06611

Executive Director Dr. Evan Pitkoff
Barbara Pace - Admin. Asst. x8803

Associate Executive Director Chris LaBelle x8828
Patricia Sweeney - Admin. Asst. x8831

Professional Development Esther Bobowick
Audrey Barbarotta - Admin. Asst. x8847

Administrative Services James Carroll x8825
Mary Lou Clapes - Admin. Asst. x8827

Special Ed Administration
Dr. Mike Regan - Dir. of Spec. Ed. x8837
Liz MacKenzie - Unit Director x8835
Joann Bassford - Secretary x8840
Beverly Gentile - Secretary x8839

FAX# 365-8841
BeEinninss

PLC

DLC

RISE Liz MacKenzie

Resional Assistive Tech Center

Liz MacKenzie - Unit Director
Marcey Taylor - Secretary

Eve Mullen - Prog. Admin.
Celeste Golino - Secretary

Maria Morabito - Prog. Admin.
Leticia Rivera - Secretary

Laura Giovanetti
Elaine Sokolowski

Dan French - Unit Director
Kristen Wilson, Prog. Admin.
Jaime Dawson, Prog. Admin.
Bryan Murphy, Prog. Admin.
Gail Brauer - Secretary
Priscilla Hernandez - Secretary

x8835
x8844

x8866
x8865

x8867
x8868

x8835

x8891
x8838

x8901
x8853
x8939
x8987
x8902
x8985

x8894

(203) 365-8813

Gomputer Network Help Desk - x 8854, Jesse x 8876, Donovan x 8878

Muffins & More - 25 Oakview x8734

School Nurse Karen Graf, R.N. (25 Oakview) x8864
Jacqueline Wallace, R.N. (30 Lindeman) x8985

TDP

Transportation Don Cohen

Website ww\R .ces.k'l2.ct.us TDD Phone #



Six-to€ix

School Readiness

RCA

AudioloEist

Behavior Psvch.
Services

Anna Nelmes-Stoughton Principal
Anna Medina - Secretary

Linda Page - Director
Karen Wallace - Secretary

Mark Ribbens - Principal
Karen Barnes - Secretary

Susan McGoldrick-Clarke

Christine Peck
Christine Lamas

x8996
x8997

x8851
x8930

x8950

x8202
x8201

x8842
x886{



APPENDIX D

DRUG FREE WORKPLACE



3.004. Substance Abuse Prevention/Drug Testing Policv

General Policv Statement

Employees are C.E.S.' most valuable resource and for that reason, their health and safety

is of paramount concern. Whenever possible, C.E.S. will assist anployees in overcoming
d-g, alcohol and other problems which may adversely affect employee job performance.

The illegal manufacture, use, sale, or possession of narcdtics, drugs or controlled
substances is strictly prohibited. Alcohol is prohibitd from C.E.S. property and

operations. Use of alcohol off duty is not acceptable when it affects an employee's job
performance.

The legal use of controlled substances prescribed by a licensed physician is not
prohibited, but employees in selected positions are required to make such use known to
an appropriate C.E. S. representative.

An employee in violation of this policy is subject to disciplinary action up to and

including termination.

The Executive Director is authorizedto require an employee to submit to drug testing in
certain specifi c circumstances.

This policy will be distributed to all employees of C.E.S. Every ernployee will be

required to acknowledge his or her receipt of the policy in writing. A copy of that

acknowledgement shall be kept in the ernployee's personnel file. Division Directors and

supervisors shall be responsible for ensuring that all employees under their direction are

familiar with this policy.

ADOPTED: March 21,l99l
REVISED: October22,1992
REVISED: June 1.2000



APPENDIX E

SEXUAL HARASSMENT NOTICE



SEXUAL HARASSMENT IS ILLEGAL
And is

Prohibited
BY

THE CONNECTICUT DISCRIMINATION EMPLOYMENT PRACTICES ACT
(Section 46a-60(a) (E) of the Connecticut General Statutes)

TITLE VII OF THE CIVIL RJGHTS ACT OF 1964
(42 United States Code Section 2000e er seg.)

AND
TITLE IX OF THE EDUCATIONAL AMENDMENTS OF 1972

(20 United States Code Section 1681, et seq.)

sExuAL FIARASSMENT MEANS AN UNWELCOME SEXUAL ADVANCES OR REQUESTS FOR
SEXUAL FAVORS OR ANY CONDUCT OF A SEXUAL NAruRE WHEN:

(1) SUBMISSTON TO SUCH CONDUCT IS MADE EITHER EXPLICITLY OR
IMPLICITLY A TERM OR CONDITION OF AN INDIVIDUAL'S EMPLOYMENT
OR EDUCATION;

(2) SUBMISSION TO OR REJECTION OF SUCH CONDUCT BY AN INDIVIDUAL IS
USED AS THE BASIS FOR EMPLOYMENT OR ACADEMIC DECISIONS
AFFECTING SUCH INDIVIDUAL; OR

(3) SUCH CONDUCT r{AS Tr{E PURPOSE OR EFFECT OF SUBSTANTTALLY
INTERFERING WITH AN INDIVIDUAL'S WORK OR ACADEMIC
PERFORMANCE OR CREATING AN INTIMIDATING, HOSTILE OR OFFENSIVE
WORKING OR LEARNING ENVIRONMENT, (Conn. Gen. Stat. a6a-60(a) (8))

Examoles of SEXUAL HARASSMENT include

UNWELCOME SEXUAL ADVANCES
SUGGESTIVE OR LEWD REMARKS {.JNWANTED HUGS, TOUCHES, KISSES

REQUESTS FOR SEXUAL FAVORS
DEROGATORY OR PORNOGRAPHIC POSTERS, CARTOONS OR DRAWINGS

RETALIATION FOR COMPLAINING ABOUT SEXUAL I{ARASSMENT

Remedies for SEXUAL IIARASSMENT may include

CEASEAND DESISTORDERS
BACK PAY

COMPENSATORY DAMAGES
HIRING, PROMOTION, OR REINSTATMENT

INDIVIDUALS WHO ENGAGE IN ACTS OF SEXUAL HARASSMENT MAY ALSO BE SUBJECT
TO CIVI AND CRIMINAL PENALTIES

Coopcrativc Edrcational Scrices (C.E.S.) forbids sexrnl harassmcnt in the worlglace or its *hoolVprognms; sexual harassment will
rcsult in disciplinry action up to nd including dismissal or cxclusion ftomschool privilcges. Contrt ZiA McMahoo, C.E.S. Title IX
Coordinator, C.E.S.,40 Lindemsr Drivc, Trumbull, CT 661I (Ielcphone (2ts) 365-882t) if you btve qucstions or conccrns or
believe that you or othen arc bchg sexually barassed.

If you fuel thd you are the victim of sexual hErassmsr! you may also file a complaht with the Connecticut Commission on Human
Rigltrs and Qportunities,2l Grand Strect, Hardorr{ CT 06106, Telcphone nuntcr: t60-541-3400 or N0477-5737 or
htp://www.strtc.cluVchro/. Connecticut law requires thet a formal written corpl.int be filed with the Commission within 180 days
of the datc whcn lhe harassmcnt occuncd. FurthcrmorE, you may also fib a compldnt with tlre U.S. Department of Educatiorl Office
forCivif tuehtsr 33ArchStreetSuie9ffi,Bosto4MA 02110-l49l,phone (617)2t9-0llt,TDD(E77)SZl-2lTZ,Fot(617)2t9-
0150, or e-mail OCR.Bo$orf-ded.gov. or the State Title IX Coordinator wto is William A. How, Ed.D., Etlucation Corsultant,
ConnecticutStateDepsrtmentofEducation,25IndustrialParkRd.,Middletown,C-f 0645?,phone(860)807-203llfex(860)807-
2195.

Rev.7/O9



APPENDIX F
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COOPERATIVE EDUCATIONAL SERVICES

***AI\[NUAL NoTICE***

"lt is the policy of C.E.S. that no person shall be excluded fiom participation in, denied the benefits of, or otherwise dirciminated
against under any seryice or program on account of race, color, religious creed, age, marital or civil union status, national oigin,
sex, sexual oientation, gender identity or expression, ancestry, residence, prcsent or past history of mental disorder, mental
retardation, Ieaming disability or physical disability including, but not limited to, blindness, or prcgnancy and provides equal access
to the Boy Scouts and other designated youth groups. lnquiries regarding C.E.S. nondiscimination policies should be directed to
the Associate Executive Director's office, C.E.S., 40 Lindeman Dr., Trumbull, CT 06611, (203) 365-8831 ."

Cooperative Educational Services (C.E.S.) in compliance with federal and state anti-discrimination laws
and requirements has designated the following individuals as Compliance Coordinators for specific areas
of discrimination. Although C.E.S.' formal discrimination grievance procedures encourage complaints,
concerns or issues to be resolved at the lowest possible level, individuals have the right to process such
complaints directly with the designated Compliance Coordinator. Listed below are the names of the
designated Compliance Coordinators, their C.E.S. mailing address and work telephone number. Formal
written complaints should be submitted to tJrem for areas of discrimination as designated.

Title VI Coordinator (race, color, national origin)

Name: Esther Bobowick Title: Director of Professional Development Services

Mailing Address: C.E.S..40 Lindeman Drive. Trumbull. CT 06611 Phone: 365-8850
TDD #: 365-8813

Title D( Coordinator (sex equity/sexual harassment)

Name: Christopher La Belle Title: Associate Executive Director

Mailing Address: C.E.S.. 40 Lindeman Drive. Trumbull. CT 06611 Phone: 365-8828
TDD #: 365-8813

Section 504 of the Rehabilitation Act of l973/Americans with Disabilities Act (disability)

Name: Christopher La Belle Title: Associate Executive Director

Mailing Address: C.E.S..40 Lindeman Drive. Trumbull. CT 06611 Phone: 203-365-8828
TDD #: 365-8813

Complaint Forms are available from the C.E.S. Associate Executive Director's olfrce, C.E.S. administrators
and schooVprogrem oflices.

If you feel that you are the victim of discrimination, you may also file a complaint with the Connecticut Commission on Human
Rights and Opportunities, 21 Grand Stree! Hartfod CT 06106, Telephone number: E60-541-3400 or 800477-5737 or
http:i/www.state.ct.uychro/. Connecticut law requires that a formal written complaint be filed with the Commission within 180
days of the date when the alleged discrimination occurred. Furthermore, you may also file a complaint with the U.S. Department
of Education, Office for Civil Rights, 33 Arch Street, Suite 900, Boston, MA 021 10-1491, phone (617) 2E9-0111, TDD (E77)
521-2172, Fax (617) 2E9-0150, or e-mail OCR.Boston@ed.eov. or the State Title D( Coordinator who is William A. Howe,
Ed.D., Education Consultang Connecticut State Deparfinent ofEducation, 25 Indusrial Park Rd., Middletown, CT 06457, phone
(E60) 807-203 l/fax (860) 807 -2r9s.

Rev.7/14



Coonerative Educational Services

Discrimination Grievance Form

Any student, parent/guardian, employee, employment applicant or visitor/volunteer who feels that he/she
has been discriminated against on the basis of race, color, age, national origin, sex, sexual orientation or
handicap/disability or has been subjected to sexual harassment may discuss the matter with a teacher (in the
case of students) a C.E.S. administrator, or C.E.S.' Compliance Coordinator for the designated area of
discrimination.

In addition, the complainant has the right to process such a complaint through the agency's discrimination
grievance procedure by completing and filing this form with the program administrator (in the case of
students or thefu parenVguardian) or with the CES Title WD( Coordinator or C.E.S. 504iADA Coordinator
as are applicable (see attached list of Compliance Coordinators).

Name of Complainant:

Complainant' s Classif,rcation :

Parent Signatwe (if student is a minor):

ProgramlDept.
(If applicable)

! Employee Applicant n Student n Parent/Guardian

(City) (State) (Zip)

Work Phone #:

Date:

Date:

Date:

fl Employee
nOther (specifr)

Home Address:
(Street)

Home Phone #:

Date(s) of Alleged Discrimination:

Statement of Incident/Issue (Describe the incidenVissue as clearly as possible including who was allegedly
involved (if applicable); how, where, when the incidenVissue took place; how often, if applicable. Attach
additional pages if necessary.

List any witness(es) who were presenVobserved this incident/issue;

Please attach any additional information/documentation as necessary

I hereby certify that the information I have provided is true, conect and complete to the best of my
knowledge/belief.

Complainant Signature :

(Optional)

Received by:
6t00



APPENDIX G

CODE OF ETHICS



3.024 Code of Ethics

Policy:

It is the policy of Cooperative Educational Services that private employment of any

C.E.S. staff member with any school district, municipality, organization, or agency with

which C.E.S. or any other regional educational service center may legitimately contract

for services is expressly prohibited. Furthermore, the following practices must be

followed by all C.E.S. employees. C.E.S. employees:

. May not sell products or services as private practitioners to any Corurecticut

school district, municipality, orgarization, or agency with whom C.E.S. or any

other regional educational service center may legitimately contract;

. May not market or distribute products or expertise developed at C.E.S for
perional gain and will recognize that any such products are the property of C.E'S.

o Use his/her position at C.E.S. to develop or promote private work situations that

would represent a conflict of interest;
. May not use time at C.E.S., or C.E.S. resources, to prepare, market, or deliver

progftIms for personal gain;
o Will follow established C.E.S. practices to respond to a request for services'

Rationale:

C.E.S. employees are selected for employment based on the value that their backgrounds

and expertise can bring to Cooperative Educational Services and the districts it serves'

Being on the staff of a regional educational service center gives professionals who

perform a service exposure to a wide market. This exposure may present opportunities

for additional business for Cooperative Educational Services related to the staff
member's area of expertise, including referrals to other organizations that may need a

similar service. Therefore, employees who accept private consultation work are

detracting from the services available through the agency and can detract from business

expansion efforts. A C.E.S. employee is defined as an individual hired by C.E'S. for
salary, full or part-time.

Adopted October 312002
C.E.S. Representative Council
(Note: Policy moved from Section 6 to Section 3 per E. Pitkoff on 6/8/11)



APPENDIX H

MEDICAL EMERGENCY PROTOCOL



Medical Emergency Protocol

Assess the situation and determine if the emergency is life threatening.

Life thrgateninq emerqencv (unconscious person. someone not breathinq or whose
heart has stopped or someone with sisnificant. pulsinE blood loss.l

o DO NOT leave the person alone.
. Using walkie-talkie or calling loudly, ask someone specific to call 911. Using walkie-talkie callfor nurse and/or someone trained in CPR. Direct a

specific person to get or bring the AED to the scene. AEDs are located outside
the nurse's office and in the hallway area between the TDP Student Support
Center and fitness room at25 Oakview (and the Fitness Room at 30 Lindeman).
When they arrive, the nurse or CPR trained person is in charge of the
emergency.

o The person calling 911 gives the following information to 911 operator
o Type of emergency
o Location of the emergency (25 Oakview or 30 Lindeman) and location in

the building
o Notify the receptionist by walkie{alkie or by phone (0) that the ambulance

is coming and where they are to be directed (i.e., Door #, front entrance).
o Wait for ambulance to arrive and direct 911 personnel to the emergency. When 911 personnel are on the premises they are in charge of the emergency.

Assist only when asked to do so.
. An administrator should be notified as soon as possible.
. An administrator will notiff the c.E.s. central office (x 8803)

min!t$. fhen pick up gr dreo tre child to the ncarut drone or welkie-telkic to
call 911 and resume CPR AED. lf an adult filtrt c.ll 91,| $en AED and CPR

Not a life threatenins emersency

o Call the nurse on the walkie-talkie or by phone
o lf nurse not available, contact your program administrator by walkie-talkie or

phone
. In their absence contact any special education program administrator
. lf no administrator is available contact Mike Regan (x8837)
o The nurse or her alternate will assess the situation and decide appropriate plan

of action (i.e. hospital, walk-in clinic, first aid)

The nurse, administrator or designee is the person in charge and responsible to
make decisions and direct staff accordingly.

Once a 911 call has been made it cannot be stopped. 911 personnel must enter the
building and make their own assessment. 91 1 personnel are then in charge of the
emergency.

Staff members not needed for the emergency should remain with regular assigned
duties and if possible assist the students of the staff involved in the emergency.

Staff members who have been trained in Basic Life Support, Pediatric Life support
and/or First Aid will be identified in each program each year. They will be instructed to
respond to any emergency they hear on the walkie-talkies.



REMEMBER

A) The nurse or the designee of the emergency is the person in charoe and responsible
to make the decisions and directs the staff accordinqly.

B) In the rare occasion that a physician is present, he/she may then decide to assume
the role of the emergency charge person, in which case the C.E.S. staff person
would then allow the physician to take over the emergency until 911 personnel
arrive.

C) Once a 911 call has been made it cannot be stopped by C.E.S. 911 personnel must
by law enter the school and make their own assessment of the situation. Once 911
arrives they then will become in charge of the emergency. They may ask for your
assistance or for information but they will decide the outcome of the emergency
situation.

D) Any staff member not needed or requested to assist the nurse or designee should
remain with regular assigned duties until requested to do otherwise.

7114 rev.



EMERGENCY PROCEDURE PROTOCOL

Medical Crisis

v

Assess Situation
Whether lt ls?

"Life Threatening

v
"* Call 911

*"CaJlfor Nurse
*"Never leave the person

alone

Use walkie-talkie to callfor nurse and help
immediately.
Tellsomeone to get AED (AEDs are located
outside the nurse's office or in the hallway arca
between the TDP SS Center & fitness room at
25 Oakview and fitness room at 30 Lindeman).
Prepare to do CPR untilfurther help arrives.

911 caller will have a walkie-talkie and remain in
contact with staff

The 911 caller is responsible for
1) Giving information to 911 operator:

a) Type of emergency
b) Location of emergency
c) Notiff C.E.S. receptionist (0) that

911 was called.
d) Directing the 911 personnelto

the area of school they need to
go.

e) Obtaining information on the victim.

Not Life Threatening

v

Call Nurse

lf the nurse is not available:

A) Contact your program
administrator or in their absence

B) Any other Program Administrator or in
their absence

C) Mike Regan (x8837) and in his absence
D) C.E.S. Central Office (x8803)

Direct them precisely to the area of the
emergency. The Nurse or her alternate will
then assess the situation and decide the
appropriate PLAN OF ACTION.

v

911

I
I?

First Aid

Walk In

Once 911 is called C.E.S. cannot stop their response!

Only when 911 personnel is on the premises thev take over and
thev are in charqe of the emerqencv. onlv assist if thev ask!

Make sure that all appropriate special education administrators and Jim Carroll's office are aware that 91 lcall has been made.

*Life Threatening Situation would be considered anytime there is an unconscious person, someone not breathing or who's heart has
stopped. These are a few examples for you to reference.

tltltl+l
Clinic It?
Family Contactt

Other



GOOPERATIVE EDUCATIONAL SERVICES
25 OAKVIEW DRIVE

TRUMBULL, CT 0661,|

MAIN TELEPHONE #: (203) 365-8800

Receptionist (Ruby) - 0

lf calling from outside of building have Receptionist pase nurse over walkie-talkie at no time
should you leave a message with voice mail. YOU MUST TALK TO A PERSON.

KAREN GRAF
SHARON BRYANT & GINNY GIARDINA

365-8864

PLC DLC TDP (zs oarviewt

DAN FRENCH

365-8901
365-8E53 lxrirt"n witson)

365-8938 (Jaime Dawson)

365-8S12 1e"iry

365-E939 (saran)

TDP (30 t-inaeman)
365-8SZ (Bryan Murphy)

365-89E5 (Priscinal

365-8301 1.1".qr" waltace)

EVE MULLEN

365-8866

MARIA MORABITO

365-8867
365-8865 (Ceteste) 365-8868 lteticia;

..-a

MIKE REGAN 365-8837

Ltz MACKENZ|E 365-8835

Beverly 365-8839
Joann 365-8840

C.E.S. CENTRAL OFFICE

EVAN PITKOFF 365.8803
8803 (Barb)

CHRIS LABELLE 365-8828 JIM CARROLL 365-8827
8831 (rRtctA) 88270unRy Lou)



APPENDIX I

ACCEPTABLE TECHNOLOGY USE POLICY & REGULATIONS



Policy Nos. 5.018 & 6.033 Acceptable Technolosv Use Policv & Requlations

Acceptable Technology Use Policy

The Cooperative Educational Services (C.E.S.) Representative Council recognizes that
an effective public education system develops students who are globally aware,
civically engaged, and capable of managing their lives and careers. The Council also
believes that students and staff need to be proficient users of information, media, and
technology to succeed in a digitalworld.

Therefore, C.E.S. students and staff will use electronic resources as a powerfuland
compelling means to learn core subjects and applied skills in relevant and rigorous
ways. lt is the Agency's goal to provide students and staff with rich and ample
opportunities to use technology for important purposes in schools just as individuals in
workplaces and other real-life settings. The Agency's technology will enable students
and staff to communicate, leam, share, collaborate and create, to think and solve
problems, to manage their work and to take ownership of their lives.

The Council directs the Executive Director or his/her designees to create strong
electronic educational systems that support innovative teaching and learning, to
provide appropriate staff development opportunities and to develop procedures to
support this policy.

C.E.S. provides computers, computer systems, softrryare and other electronic
resour@s as well as network ac@ss privileges for students and staff to @try out the
mission of the Council in an environment which ensures up-to-date information,
rnanagement, and communication services. Responsible use of these systems and
networks is expected of all students and staff.

To rsinforce these m€aunea, the Executive Director or deeignee shall implement
ru|e and procedurce defined to rcsbict strdents' acrc€s to hannful or
inappropriate matbr on the inbmet and b enaurc that cfudents do not engege
in unauilrorized or unlaurfrrl online activities. Statrshallsupervise students
while they arc using online seryices.

The Executive Director or designee also shall eebblish rcgulaUons to addrcss
the saftty and security of sfudenb and sfudent infiormation when using email,
chat rooms, and other forms of direct elechonic communication.

The Executive Direcbr or deeignee shall provide age-.ppropriab instruction
regalding safie and appropriab behavior on social networting sibs, chat tooms,
and otrer internetsewices. Such inebuction shell inclrde, but not be limibd to,
the dangerc of posting perconal information online, misrcprcsentetion by online
prcdabrc, how to rcport inappropriab or ofiansive conbnt or thrcats, behaviors
that constitute cyberbullying, and how to rcspond when subjected to
cyberbullying.



The computers, computer systems, software and other electronic resources as well as
the network are the property of C.E.S. and are to be used only for those activities
directly related to teaching, learning and/or management by students and staff. The
equipment, infrastructure, and software and other electronic resources as well as the
network are not to be used for personal gain or illiciVillegal activity by any student or
staff member.

All users are hereby made aware that all information on C.E.S. computers, computer
systems and networks are in the public domain, unless specifically protected by the
Connecticut Freedom of Information Act. Therefore, C.E.S. reserves the right to
bypass any or all individual or group passwords to determine the activity on any or all
computers, computer systems, software and other electronic resources as well as
network access privileges.



Legal References: Connecticut General Statutes

1-19 (bX11) Access to public records. Exempt records.

10-15b Access of parent or guardians to student's records.

10-209 Records not to be public.

11-8a Retention, destruction and transfer of documents

11-8b Transfer or disposal of public records. State Library Board to adopt

regulations. (46b-56 (e) Access to Records of Minors.

53a-182b Harassment in the first degree: Class D felony. (as amended by PA

95-143)

Connecticut Public Records Administration Schedule V - Disposition of

Education Records (Revised 1983).

18 USC 525 10-2522 Electronic Communication Privacy Act

20 U.S.C. Section 6777, No Child Left Behind Act

20 U.S.C. 254 Children's Internet Protection Act of 2000

47 U.S.C. Children's Online Protection Act of 1998

Federal Family Educational Rights and Privacy Act of 1974 (section 438 of the

General Education Provisions Act, as amended, added by section 513 of P.L.

93-568, codified at 20 U.S.C.1232g.).

Dept. of Educ. 34 C.F.R. Part 99 (May 9, 1980 45 FR 30802) regs.

implementing FERPA enacted as part of 438 of General Educ. provisions act

(20 U.S.C. 12329)-parent and student privacy and other rights with respect to

educational records, as amended 11121196.

Public Law 94-553, The Copyright Act of 1976, 17 U.S.C. 101 et. seq.

Adopted by the C.E.S. Representative Council on

June 4, 2009

Revised 1U4112 by the C.E.S. Representative Council



REGULATIONS

Policv Nos. 5.018 & 6.033 Acceptable Technoloqv Use Policv

lnsfuction & Perconnel

Acceptable Technology Use Regulations/lnternet Safiety Requirements

These procedures are written to support the Acceptable Technology Use Policy of
the C.E.S. Representative Council and to promote positive and effective digital
citizenship among students and staff. Digital citizenship represents more than
technology literacy. Successful, technologically fluent digital citizens live safely,
ethically and with civility in an increasingly digital world. They recognize that
information posted on the Internet is public and permanent and can have a long-term
impact on an individual's life and career. Expectations for student and staff behavior
online are no different than face-to-face interactions. ln compliance with the
Childron's Internet Protection Act (CIPA), C.E.S. has implemented technology
protection meaaunes that are derigned to rcstrict minolr'accesr to harmful
materials, such ag educating minorc about appropriate online behavior,
including interacting wi$ otherc on gocial neturorking eites end in chat rooms,
and about cybcr-bullying r€lponse and aweruneea. Studcntr and strfr must
not alter, interfere with, disman0e, or diseng.ge these devices at any time.
Additonally, Internet Safiety Guidelines will be published in each division
handbook annually.

Network

The District network includes wired and wireless computerc and peripheralequipment,
files and storage, e-mailand Intemet content (blogs, web sites, web mail, groups,
wikis, etc.). The District reserves the right to prioritize the use of, and access to, the
network.

All use of the network must support student instruction, research and staff development
and be consistent with the mission of the Agency.

Acceptable network use by Agency students and staff includes:

. Greation of files, projec"ts, videos, web pages and podcasts using network
resources in support of educational research;



r Participation in agency approved blogs, wikis, bulletin boards, social networking
sites and groups and the creation of content for podcasts, e-mail and web
pages that support student instruction and staff development;

' With parental permission, the online publication of original educational material,
curriculum related materials and student work. Sources outside the classroom
or school must be cited appropriately;

' Staff use of the network for incidental personal use in accordance with all district
policies and regulations;

c Connection of staff personal laptops to the Agency network after checking with
the Manager of Technology Services to confirm that the laptop is equipped with
up-to-date virus softrryare, compatible network card and is configured pioperly.
Connection of any personal electronic device is subject to all regulations'in this
document.

Unacceptable network use by the Agency's students and staff includes but is not
limited to:

o Personal gain, unauthorized fundraising, commercial solicitation and
compensation of any kind;

. Liability or cost incurred by the Agency;

. Downloading, installation and use of games, audio files, video files or other
applications (including shareware or freeware) without permission or approval
from the Manager of Technology Services;

. Support or opposition for ballot measures, candidates and any other political
activity;

o Hacking, cracking, vandalizing, the introduction of viruses, worms, Trojan
horses, time bombs and changes to hardware, soflrrare and monitoring tools;

o Unauthorized access to other Agency computers, networks and information
systems;

. Cyberbullying, hate mail, defamation, harassment of any kind, discriminatory
jokes and remarks;

o Information posted, sent or stored online that could endanger others (e.g., bomb
construction, drug manufacturing) ;

r Accessing, uploading, downloading, storage and/or distribution of obscene,
pomographic or sexually explicit material; and

o Attaching unauthorized equipment to the Agency network. Any such equipment
will be confiscated.

. Participating in bfogs, wikis, bulletin boards, social networking sites and groups
and the creation of content for podcasts, email and web pages that do not
support student instruction, research and staff development.



. Video-recording or audio-recording that does not support student
insfuction, research and staff development.

The Agency will not be responsible for unauthorized financial obligations resulting from
the use of, or access to, c.E.s.' computer network or the Internet.



Internet Safety

Personal Information and Inappropriate Content:

n Students and staff should not reveal personal information, including a home
address and phone number, on web sites, blogs, podcasts, videos, wikis, e-mail
or as content on any other electronic medium.

o Students and staff should not reveal personal information about another
individual on any electronic medium.

Personal I nformation and I napprop riate Content:

. No student pictures or names can be published on any class, school or district
web site unless the appropriate permission has been verified according to
Agency regulations.

o lf students or staff encounter dangerous or inappropriate information or
messages, they must notiff the appropriate school authority.

Filtering and Monitoring

Filtering software is used to block or fifter ac@ss to visual depictions that are obscene
and all child pornography in accordance with the Children's Internet Protection Act
(CIPA) and other objectionable material. The determination of what constitutes "other
objectionable" material is an Agency decision and will be consistent with the policies
and regulations of C.E.S.

o Filtering sofiware is not 1OO% effective. While filters make it more dfficult for
objectionable material to be received or accessed, filters are not a solution in
themselves. Every user must take responsibility for his or her use of the
network and Internet and avoid objectionable sites;

o Any attempts to defeat or bypass the Agency's Intemet filter or conceal Intemet
activity are prohibited: proxies, https, special ports, modifications to Agency
browser settings and any other techniques designed to evade filtering or enable
the publication of inappropriate content;

r E-mail inconsistent with the educationaland research mission of the Agency will
be considered SPAM and blocked from entering district e-mail boxes;

. The Agency will provide appropriate adutt supervision of Internet use. The first
line of defense in controlling access by minors to inappropriate material on the
Internet is deliberate and consistent monitoring of student access to Agency
computers;

. Staff members who supervise students, control electronic equipment or have
occasion to observe student use of said equipment online, must make a



concerted effort to monitor the use of this equipment to assure that student use
conforms to the mission and goals of the district; and

o Staff must make a concerted effort to become familiar with the Internet and to
monitor, instruct and assist effectively.

Copyright

Downloading, copying, duplicating and distributing software, music, sound files,
movies, images or other copyrighted materials without the specific written permission
of the copyright owner is generally prohibited. However, the duplication and
distribution of materials for educational purposes are permitted when such duplication
and distribution fallwithin the Fair Use Doctrine of the United States Copyright Law
(Title 17, USC) and content is cited appropriately.

Permission to publish any student work requires permission from the parent or
guardian.

Network Security

Passwords are the first level of security for a user account. System logins and
accounts are to be used only by the authorized owner of the account for authorized
district purposes. Students and staff are responsible for all activity on their account
and must not share their account password.

The following procedures are designed to safeguard network user accounts:

o Change passwords according to Agency need;

o Do not use another user's account;

o Do not insert passwords into e-mail or other communications;

o lf you write down your user account password, keep it in a secure location;

o Do not store passwords in a file without encryption;

o Do not use the "remember password" feature of Internet browsers; and

o Lock the screen, or log off, if leaving the computer.

Student Data is Gonfidential

District staff must maintain the confidentiality of student data in accordance with the
Family Educational Rights and Privacy Act (FERPA).



No Expectation of Privacy

The Agency provides the network system, e-mail and lnternet access as a tool for
education, research and staff development in support of the Agency's mission. The
Agency reserves the right to monitor, inspect, copy, review and store, without prior
notice, information about the content and usage of:

. The network;

. User files and disk space utilization;

. User applications and bandwidth utilization;
r User document files, folders and electronic communications;
. E-mail;
. Internet access; and
o Any and all information transmitted or received in connection with network and

e-mail use.

No student or staff user should have any expectation of privacy when using the
Agency's network. The Agency reserves the right to disclose any electronic messages
to law enforcement officials or third parties as appropriate. All documents are subject
to the public records disclosure laws of Connecticut.

Disciplinary Action

All users of the Agency's electronic resources are required to comply with the Agency's
policy and procedures [and agree to abide by the provisions set forth in the Agency's
user agreementl.

Violation of any of the conditions of use explained in the (Agency's user agreement),
Acceptable Technology Use Policy or in these procedures could be cause for
disciplinary action, including suspension or revocation of network and computer access
privileges or termination in the case of employees.



SUGGESTED ADMINISTRATIVE GUIDELINES FOR
AGENCY/SCHOOL POLICY ON INTERNET SAFTEY, COMPUTER

EQUIPMENT AND RELATED SYSTEMS, SOFTWARE, AND
NETWORKS

1. Agency/schools will publish policies related to the acceptable use of computer equipment,
related systems, software, networks, the Internet, e-mail, and Web site development.

2.The use of software and electronic resources must comply with agency/school rules, local,
state, and federal laws, including copyright regulations.

3. Students and staff must comply with e-mail guidelines.

4. Staffwho use the network to post instructional Web sites must follow the district euidelines
for Web postings.

5. Students who use the network to post Web sites must follow the district guidelines for Web
posting.

6. Students and staffmay not modiff program files or documents on hard drives or network
resources without authorization.

7' While staff is encouraged to purchase their own computer equipment, staff who take
agency/school laptop equipment home for work-related purposes (e.g., over
summer/vacation periods) must sign a form accepting responsibility in the event of
damage or loss due to fire, theft, or negligence. Forms will include make, model, serial
number. Forms will be collected by building administrator/designee and sent to the office
of Administrative Services for inventory pulposes.

8. Neither students nor staffmay use agency/school computers for game playing not associated
with a planned program, purchasing items or services for personal use, oioperating a
private business.

9. No software may be installed on agency/school equipment for personal use.

10. No agency/school software may be installed on home computers without authorization from
the Director of Administrative Services or designee as per agency/school site licensing
agreements.

I l. C.E.S. reserves the right to bypass any or all individual or group passwords to determine the
activity on any or all computers, computer systems, software, and electronic access
privileges including e-mail and networks.

12. Staff should use caution when subscribing to listservs. Listservs must be related to the staff
member's area of responsibility.

13. Core software will be identified for each level of instruction (elementary school, middle
school, high school), job responsibility, and administration. This software will be
supported by the agency/school technicians and help desk facility. The installation of any

10



other software on the hard disk or fileserver must be approved by the office of the
Director of Administrative services/ designee. (See Software Purchase and Installation
Request form.)

14. Stand-alone packages (CD-ROlWdiskettes) must comply with agency/school standards on
content, be appropriate to the level of instruction or administration, and be installed by
authorized building or agency staff.

15. In compliance with the Children's Intemet Protection Act (CIPA), C.E.S. has implemented
technology protection measures that are designed to restrict minors' access to harmful
materials as specified in the CIPA. Students and staffmust not alter, interfere with,
dismantle, or disengage these devices at any time.

16. Students and staff must comply with security procedures.

Failure to adhere to the guidelines and conditions set forth in this document may result in
suspension of network access and/or appropriate disciplinary/legal action, including criminal
prosecution.

11



REPLACES PREVIOUS COOPERATIVE EDUCATIONAL SERVICES GUIDELINES

INTERNET SAFETY GUIDELINES
The Internet is one of the most valuable tools which staff and students can use to share resources,
communicate ideas, and explore new information. The following guidelines and conditions have
been developed to ensure appropriate use ofthe Internet by students and staff:

L Keep personal information (name, address, personal phone number, password) private and off
line.

2. Refrain from participating in'ochat" rooms or subscribing to listservs without permission.

3. Be polite in language and demeanor and refrain from publishing libelous statements about
any group or individual.

4. Refrain from using profanity, obscene or defamatory language, and accessing messages or
pictures deemed inappropriate, obscene, or pornographic.

5. Observe all agency/school rules with regard to proper written and oral communication and
appropriate behavior.

6. Respect the electronic property of others.

7. Refrain from damaging and/or altering computer hardware and software,
files, and networks, including the introduction of viruses.

8. Observe all agencylschool rules and local, state, and federal
copyn ght) while using agency/school re sources.

laws and guidelines (including

9. Refrain from using the network for commercial purposes, including the purchase or sale of
personal goods and services.

10. Be aware that network storage areas, like other agency/school storage areas (e.g., file
cabinets, lockers), and files or communications (e.g., e-mail messages) stored in these areas,
may be reviewed by network administrators to ensure system integrity and responsible use.

Failure to adhere to the guidelines and conditions set forth in this document may result in
suspension of network access and/or appropriate disciplinary/legal action, including criminal
prosecution.

computer systems,
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REPLACES PREVIOUS COOPERATIVE EDUCATIONAL SERVICES GUIDELINES

WEB SITE GUIDELINES
1. Web pages must comply with agency/school rules, local, state, and federal laws and

regulations.

2. Content of Web pages should be consistent with the mission statement of C.E.S. and/or the
school and support the work of the agency and/or school (e.g., for schools----enhance the
curriculum, and support student leaming and ancillary student activities). Staff who use the
network to post instructional Web sites should follow agency/school guidelines for size,
scope, and content.

3. No individual may post profane, libelous or defamatory statements about any group or
individual.

4. Staff members must inform their agency or building supervisor of posted Web sites.

5. Students may only post Web sites under the guidance and supervision of a teacher and should
conform to agency/school guidelines for size, scope, and content. Student Web sites must be
related to the curriculum and must be reviewed by the classroom teacher prior to posting.
Posting of student Web sites in the Internet will be allowed only with prior permission of the
building principal or designee.

6. Personal information about staff and/or students, including personal telephone numbers and
addresses, may not be posted on Web sites. Individual photographs with student names may
not be included without express written parental consent.

7. Arry information posted on Web sites must be the original material of the C.E.S./school staffor
students or be in the public domain. All materials will be held to the same publishing
standards and criteria as print publications. Copyrighted material, text, or graphics may only
be used with the written permission of the author or publisher.

8. C.E.S./schools reserve the right to publish student work on its Web site. Unless prior
permission is granted by parents or guardians, such work will be identified only by first name
and last initial. Offrcial school newspapers and newsletters are exempt from this guideline.

9. While teachers and staffare encouraged to publish their work voluntarily, the C.E.S./schools
will obtain permission from staffmembers prior to posting their individual work or creations
on the district's Web site, Intemet, or on-line databases. Collaborative work done for the
agency/school may be published without permission.

10. All curriculum is the property of C.E.S./schools and may be published on the agency/school
Web site and/or network.

1 1. Commercial use of Web pages for endorsements (i.e., fundraising) will be subject to
agency/school policy and review.

12. Links to support groups or organizations officially recognized by the agency/school (e.g.,
PTA, BEST) will be allowed with the approval of the office of Administrative Services.

13



Failure to adhere to the guidelines and conditions set forth in this document may result in
suspension of network access and/or appropriate disciplinary/legal action, including criminal
prosecution.
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REPLACES PREVIOUS COOPERATIVE EDUCATIONAL SERVICES GUIDELINES

E.MAIL GUIDELINES
1. E-mail use must comply with agency/school rules, local, state, and federal laws and

regulations.

2. Users should consider all e-mail to be in the public domain. Therefore, C.E.S./the school

reserves the right to bypass any or all passwords to determine e-mail activity.

3. E-mail is to be used primarily for those activities directly related to teaching, learning, and/or

management by students and staff.

4. The equipment, infrastructure and software are not to be used for personal gain or illicit/illegal
activity by any student or staff member.

5. Be polite in language and demeanor and refrain from making libelous statements about any

group or individual.

6. Spamming (sending unsolicited junk mail) and chain letters is prohibited.

7. Confidential or personal matters should remain private and off-line.

8. Password sharing, accounting sharing, thwarting security, anonymous communication, and

concealing one's identrty are prohibited.

9. Users will be liable for any unauthorized costs incurred by the agency/school.

10. Users should delete e-mail files as soon as possible. Files will be purged at least every 30

days to ensure efficient network functioning.

1 1. Users should not open attachments from unknown sources. If sources are known, attachments

should be saved to disk before opening. This allows for better virus detection by the anti-
virus software.

Failure to adhere to the guidelines and conditions set for.th in this document may result in
suspension of network access and/or appropriate disciplinary/legal action, including criminal
prosecution.
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August 2074

Dear Parents/ Guardians :

Please find attached a Technologi Appropriate Usage Student
Contract that was signed by your son/daughter indicating that
they have read or the attached was read to them, and that they
understand and agree to all of the guidelines listed for
computer/technologr use. Although these guidelines have been
thoroughly reviewed with students at school, we would
encourage you to also reinforce these requirements with your
son/daughter. More detailed information can also be found in
our Parent Handbook about acceptable/computer technologr
use. Obviously, it is our hope that all students will abide by
these regulations. However, those who violate them could be
subject to disciplinary procedures including the possible loss of
computer privileges up to suspension from school depending on
the severity of the offense.

We see technolory as a means to enrich our instruction for
students and are fortunate to have the opportunity to have
students make regular use of computer devices/equipment,
software and age-appropriate network systems to support
academic and other areas of instruction. Please join us in
encouraging our students to make use of these opportunities in
an appropriate and safe manner. Feel free to contact me or
your child's teacher if you have any concerns or questions
about your son/daughter's use of technologr at his/her C.E.S.
program.

Sincerely,

Program Administrator

Att.

25 Ookview Drive Trumbull. Connecticui 066.l I Telephone: (203) 365-8800
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TECHNOLOGY

APPROPRIATE USAGE
Student Contract

The computers and internet belonging to the Cooperative Educational Services (C.E.S.) are to
be used for educational purposes only to enhance and enrich academic materiaiand to develop
the students' computer technology skills. The complete policy is outlined in the parent
handbook. Students are expected to read this policy and abide by all requirements of C.E.S.
related to e-mail, internet and general computer use. Student use of the computers and internet
is a privilege, not a right. Students are expected to take personal responsibiliiy for their
behavior while on the computers and online. Unacceptable use of the computers and/or the
internet will result in the suspension or cancellation of the student's computer and/or network
privileges. All students must sign the Technology Appropriate Use Student Contract before
gaining access to a computer and the network.

Students wilt only use the computers/technology with an adult's direction and supervision at alt
times.
Students will treat the computers and other technotogy equipment with care and respect.
Students will only do work and save work under theirpersonal log in number. Students should not
save any work to a computer's desktop. Students may save data to a data traveler ONLY with an
adult's permission.
Students will save only school related material on the school's network and/or in their network
folder.
Students will not share their pensonat login and password information with another student.
Students will not use another student's login and password.
Each student will use the internet for appropriate educational purposes and research and only visit
appropriate websites that are approved by staff.
Each student will report obscene or offensive material that they may encounter.
Students will observe all copyright laws.
Students will properly cite (give credit to the author) the information taken and used from the
internet.
Students will not be allowed to adjust or change computer screens or any other part of the
computer. They must remain as set by CES technology staff. This may include, but is not limited
!o' saving work to the deektop as a shortcut icon or rearranging any pre-existing icons.
Students should only print material when approved by an adult.
Students will not aftempt to defeat or bypass the C.E.S. Internet fitter, or hide any online activity
from staff.
Students will not use perconal handhelddevices (celt phones, portable game systems, mp3
players, and/or any other handheld mobile technology) to aecess the c.E.S. network/interhet.

computer/technology use.
have read, understand and agree to all of the above guidelines for

*

*
*

*

*
*
*

*
*
*

*

*
*

a

Student signature

Last date modified: March 2010

date



Stratesies for Internet Safetv

Given the potential dangers of children's Internet usage, the following suggestions for
addressing Internet safety in the home are offered for parents:

l. Establish a parent-child Internet use contract,
2, Explain to older children and adolescents the potential hazards of online sexual

solicitation and the risks associated with Internet communication with strangers.
Younger children may not need as detailed a discussion, but should be cautioned
about the dangers of talking to people they don't know.

3. Discuss the dangers of face-to-face contact with someone met online.
4. Teach your child to avoid sending personally identifuing information (e.g., real

n€une, address, school, telephone number, photos, and family member names) via
the Internet.

5. Install a firewall (e.g., Norton Personal Firewall), privacy filtration software, anti-
adware/spyware and antivirus program.

6. Encrypt your wireless home network.
7. Discourage your child from downloading games and other media which could

contain Trojan and worm programs that enable remote access to computers by
unauthorized users.

8, Supervise/monitor Internet friends in a fashion similar to how neighborhood and
school friends are monitored.

9. Monitor the amount of time your child spends online and frequently check the
computer's Web browsers, which provide information on the websites that have
been accessed.

10. Set the Internet browser security feature to "high".
I l. Understand and approve child's screen names - predators target sexually

suggestive screen names.
12. Place computer in a public location such as a den as opposed to a child's

bedroom.
13. Contact the Cyber Tip Line at 800-843-5678 or www.cybertipline,com if you

suspect an online predator has contacted your child.

Because there is great potential for sexual predators to solicit youth via the Internet, there
is a need for greater awareness regarding how to protect your child from this crime. This
can be achieved through increased education about the potential risks oflnternet use and
by emphasizing the need to monitor children's online activities.

National Association of School Psychologists website: Keeping Children Safe on the Internet
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Cooperative Ed ucat!ona I Services

Procedures for Responding to a Student who has Left School Propertv without Permission.

Left the Assigned Area on a Field Trip without Permission. or Whose Location is Unknown

The particular intervention to be implemented in response to a student who leaves school

property without permission, has left the assigned area on a field trip without permission, or

whose location is unknown will vary as a function of several factors that may include the

student's age, the student's current mental status, the immediate risk of harm to the student,

the length of time the student has been off-campus or unaccounted for, and other factors

specific to the situation (e.g., leaving in a vehicle, other people involved). However, staff
members should adhere to the following procedures with the understanding that some

modifications may be necessary:

7. The staff member(s) should maintain visual contact with the student and continue to
encourage the student to return to the program area. lf there is an imminent risk of
harm to the student and the staff member(s) perceives he/she can intervene safely, the

staff member(s) should attempt to physically restrain or escort the student to a safe

location.

2. The staff member should notify the Program Administrator, or his/her designee, as soon

as possible and provide information as to the identity of the student, location of the

student, staff member(s) present, and any other information relevant to the situation.

3. Following consultation with the Program Administrator, or his/her designee, an

immediate course of action will be developed. This may include maintaining visual

contact with the student, enlisting the assistance of additional staff members, or
searching the building or surrounding area where the student was last seen. (The local

policy department should be contacted if risk factors warrant such an immediate

action).

4. The Program Administrator, or his/her designee, will notify the Director of Special

Education of any student who has left school grounds, left the assigned area on a field

trip, or whose location is unknown. Through consultation with the Director of Special

Education, a determination will be made as to whether further action is necessary, (i.e.,

notification of parents or guardians, notification of the police if it hasn't already

occurred, notification of C.E.5.' Executive Director)'

5. An lncident Report should be completed by all staff members involved in the incident

and submitted to the Program Administrator within 24 hours.

Note: Should a staff member observe, or otherwise become aware of a student who leaves the

building or the school property without permission and under suspicious circumstances (e.g., in

an unfamiliar vehicle, with unfamiliar people, with the apparent use of force or coercion), the
staff member should immediately notify an administrator who will contact the local police.
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INCIDENT REPORT FORMS



COOPERATIVE EDUCATIONAL SERVICES
Division of Special Education

INCIDENT REPORT

I ldentifying Information:

Name of Student (if applicable):

Date/Time of Incident: _
Date/Time Reported:

Reporter's Name and Position:
Incident Location:

il. Type of Incident:

_ Student Injury _ Staffftdury _ Property Damage _ Substance Relarcd _ Theft

_ Strdent Search _ Suicidal Behavior _ Inappropriate Action by CES staff _ Bullying

_ Student Left Grounds _ Weapon Related Incident _ O,ther Significant Incident: 

@
III. Desctfution of Incidcnt:

l. Names and titles of supervising adults present (i.e., including staff member submitting the report)

2. D"rcribe.l""a"t f""ts befor
staff, etc.)

3. D"t"tib" b"h""

4. Describe students, staffor property after the incident (damages, emotional state, injuries, etc.)



IV Injury Report (if applicable)

- 
Student Injury _ Staff Injury (workers comp Form completed? yes No)

Detection of Injury:
Staff observed injury occur to student [name(s) of staff: l.
Student reported injury to staff [name(s) of staff: l.
Evidence of iqiury discovered by staff but action causing injury not observed.
Inj ured staff member reporting injuring.

Cause of Injury:

- 
Physical restraint or escort 

- 
Physical aggression from peer _ Self-Inflicted (accidental)

- 
Self-Inflicted (Purposeful) _ Accidental action by peer _ Accidental action by staff

_ Suspicion of child abuse (DCF contacted? yes No) _ Other:

Description of lqiur.v (Indicate area of body injured and extent of injury):

Action Taken:
_ Student examined by school nurse (indicate time of day: )
_ Student refrrsed to be examined by school nurse

Other:

V Follow-np

Describe plan for follow-up and future prevention of similar incident:

W. Parent Contact Informotion

Date and Time of Parent Contact:

Means of Contact: _ phone _ note home _ meeting _ other (

Person making Contact:

Summary of Contact:

Signature of Reporting Staff:

Signature of Administrator:

Administrative Comments/Follow-up:

cc: (Circle if applicable)
School Nurse
Director Special Education
Other:



Incident Report of Restraint or Seclusion

SchoolDistrict: CooperativeEducationalServices Program:

Address: Phone:

Name and Title of Person Preparing the Report:

Student's Name: Student's DOB:

Student's Disability: Race: Gender:

Check one of the following: Restraint Seclusion

Date of Procedure: Start Time: End Time: Duration:
(in ninutes)

Check one of the following:
Emergency use of restraint to prevent immediate or imminent injury to 

-self -others -bothEmergency use of seclusion to prevent immediate or imminent injury to 

-self -others -bothI.E.P. use of seclusion as a behavior intervention strategy 

-Describe the emergency that necessitated the use of restraint, seclusion or the precipitant behavior that

met the I.E.P. criteria for the use of seclusion as a behavior intervention. For a restraint procedure, also

indicate the type of restraint used.

Indicate what other steps, including attempts at verbal de-escalation, were taken to prevent the

emergency from arising if there were indications that such an emergency was likely to arise:

Indicate time(s) student was evaluated for signs of physical distress and whether any signs of physical
distress were observed:

Was the student injured as a result of the procedure?
(If yes, complete and attach an Incident Report Form).

Yes No

lf yes, did the injury require medical treatment beyond basic first aid? Yes No
(If yes, complete and attach an Incident Report Form and provide your administrator
with the necessary information to complete a Report of Physical Injury During RestrainVSeclusion Form).

Indicate whether modification to the student's educationaVbehavioral plan is recommended:
No modification is recommended at this time Modification is recommended _ (Indicate below)

P ar e nt N o t ifi c at i on Infor mat i o n
For Emergency use of Resfraint or Seclusion:
Did parent contact occur within 24 hours of the emergency use of restrainVseclusion? Yes- No-
Was a copy of the incident report sent to the parent within 2 business days? Yes- No-

For I.E.P. use of Seclusion:
Indicate the manner and time of parent notification as determined at the PPT:



Worksheet for Incident Report of Restraint or Seclusion
(lnformation from this worksheet will be used to complete the Incident Report of Restraint or Seclusion)

Student's Name: Date:

Part A
1r,2,

l. Indicate the type ofrestraint used:

tr 2 Person Lower Figure 4
tr 2 Person Lower Figure 4 with wall support
tr Limited Security Hold
tr Full Security Hold (Basket Hold)
tr Full Security Hold Take-down
tl Full Security Hold Floor Control
tr Reverse Cradle Take-down
tr Face-up Floor Control

2. Sl'art time: 

-- 

End time:

3. Staff members involved in the procedure:

6. A student being physically restrained must be continuously monitored
for signs of physical distress. A written entry is required every 5 minutes:

Time Student's Behavior. Note signs of physical distress if present.

Time Student's Behavior. Note signs of physical distress if present.

Time Student's Behavior. Note signs of physical distess if present.

Time Shrdent's Rehevior Note sipns of nhvsical distress if nresent

4. Location of the restraint:

5. Administrator's or designee's signature is
required to continue a restraint past 30 minutes.

Signature:
Time(s):

Time Student's Behavior. Note signs of physical disfiess if present.

Time Student's Behavior. Note signs of physical disfress if present.

l lndicate student transport status:

tr Student walked without assistance.
tr Physical escort required.

Staff involved:

2. Start time: End time:

Staffmember(s) involved in the procedure:

6. A student in seclusion must be frequently monitored for signs of
physical distress. A written entry is required every 5 minutes.

Time Student's Behavior. Note signs ofphysical distress ifpresent.

Time Student's Behavior. Note signs of physical distress if present.

Time Sfrrtlenf'c llehawinr Nnfe cicnc nf nhrrcinal rlictracc if

4. Location of the Seclusion Procedwe:

5. Administrator's or designee's signature is
Required to continue seclusion past 30 minutes.

Signature:
Time(s):

Time Student's Behavior. Note signs of physical distress if present.

Time Student's Behavior. Note signs of physical distress if present.

Time Student's Behavior. Note signs of physical distress if present.



Part B (Documentation Guide

tr Physical aggression toward others (hitting, kicking, biting, spiuing).
tr Physical aggression toward property that posses a significant risk of injury to self or others (e.g.,

throwing a chair, kicking the wall, throwing open or slamming doors).
O Threatening or severely taunting another person resulting in a high likelihood of a physical

altercation.
tr Sellinjurious behavior (e.g., head banging, pulling out hair, scratching skin).
tr Leaving staff supervision (e.g., running away from the classroom, building). This would apply

mainly to younger students who present a risk of injury to themselves by being unsupervised. It
may also apply to a student of any age whose judgment is significantly impaired due to transient
emotional or psychiatric factors or to a chronic intellectual deficit.

Revised: 1/7/11
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COIYNECTICUT STATE DEPARTMENT OF EDUCATION
Division of Teaching, Leaming and Assessment

Bureau of Educator Preparation, Certification, Support & Assessment

Pat Scully, Investigator

Mandated Reportins

Much of the information below relates to basic mandatory reporting requilements. However, it is

intended to highlight specific reoortine requirements FO,,R school emplovect regarding sutoccted child
abuse or ncslectlYschool emolovces-with special emphasis on Superintendents' responsibilities.

Under Sestion l7a-l0l(b) of the C.G.S. the
following school oersonneF are required
to renort suspected child abuse or neglect:

o School Teachers
o School Principals
o School Guidance Counselors
o Social Workers*
o SchoolParaprofessionals
o School Coaches or

Coaches of Intramural or
Interscholastic Athletics

o Psychologists*
o Registered Nurses*
o LicensedProfessional Counselors
o Police Officers*

* Or those persons who work in schools, e.9.,
police officers who are School Resource
Officers or DARE instructors, school nurses,
school psychologists, etc.

The list of Mandated Reporters
aho includes the following:

0ptometrists

Chiropractors

Denul Hygienhts

Dentists

Licensed Phpicians

Licensed Practical Nurses

Licensed Surgeons

Podiatrists

Medical [xaminen

Memben of the Clergy

[hntal Hmlth Profesionals

DCF Employees

o Any person paid t0 care for a child in any puolic 0r private facilig, child day care center,

Eoup day care home or family day care home wirich is lisemed by the State,

o Department of Public Health employees rsponsible for the licensing of child day care

centers, group day care homes, family day care horns or youli canps.

o lhe Child Advocate and any employee 0f the 0flie of ttu Chil, Adrocae.

Battered Wonen s Counselors

Parole 0flicen (.lurenile or Adult)

Pharmaci$s

Phpfuzl Tfnrapists

Physician Assislalts

Prdation 0fficss

Sexual Amault Counselon

Licensed [kital ard Family Therapists

Licemed or Unlicensed Resi&nt Intems

Licensd or unlicensed Resident Physicians

Lhens€d/Cstifid flcofml & Dn4 Counselors

Licenred/Certified EIS Providers

NOTES : a) While not all categories of school enrployees are included in the stahrtory list of lvlandated Reporters,
all should be encouraged to adhere to the same reporting requiremenb. Surely, all those employed in
our schools share a moral responsibility for the welfare of sildents; and those holding certificates,
permits or authorizations issued by the Stste Board of Education have a pmfessional responsibility as
well-+ven though they may not all be obligated legally under the tems of C.G.S. Section l7a-101(b).

b) Under the provisions of Section l7a-l0li(e) of the C.G.S., local and regional boards of education wer€
required to adopt written policies rcgarding the reporting by school employees of suspected child
abuse in accordance with Sections 17a-10lato l7a-lOld, inclusive, and l7a-103 on or before AlE7.

lfhot Must Be Rcoorted?
Child Ahuse: Any child or youth who has a norraccidental physical injury, or injury which is at
variance with the history given of such rqiury, or who is in a condition which is the result of
maltreatment such as, but not limited tq malnutrition, sexual molestation or exploitatior; deprivation of
necessities, emotional maltreafiient or cruel punishment.

ChiU Neelect: Any child or youth who has been abandoned or is being denied proper care and
attcntion" physically, educationally, emotionally or morally or is being permitted to live under
conditions,circumstarrcesorassociationsinjurioustohis/}rerwell-beingorhasbeenabused
Inninent Rish of Serious Harm to Child: Any child or youth who has been placed at imminent risk of
serious harm.

Child Under Thirteen (13) with Venereal Disease'. A physician or lacility must report to the DCF Hotline upon the
consultation, examination or treatment for venereal disease of any child not more than l2 years old.



1
-L-

tnrddd borurt
oMandated Reporters hnir8 ruomDh ause to slryect or

belicue a clild has h$ ahld 0r ns$ectod or placd in

imminent risk of serious harm, $r[ r+o* orally by

telephone or in penon $-!ff or a h olfucqnart egg cy

as s00n as practicable, but not later than twelve hours after

having had such reasonable cause. Sa. l7tl|lb(a)

oWithin 48 hours of the 0ral report, a Mandated REorter

shall submit a written report to DCF, Sec. 17a101c

oWbn a Xrldated hporter has reasoneble cause to $spt
or belleue any child has bcen Stcd 0r mCectd B a

rrsfi nramatr (d|h inddlt d rfrd. s+. tEdgl.
pdn:Ff. miturc wtss- GtuF sdryli.
inhrndtm tcfirohlir. cm.) d a pslh u ptum tc|Id
s |rtftt u ilr0ttim thd prorftlc erc hr sdr drild.

the krdild hPorter is re$drcd t0 rryort at abda tu.
17tl0lb(tt)

fitfu:: When DCF notifies the head of ttp institurion, facility or
pubfic or private school, that follorirg an inmtigtion there is

retronable cause t0 believe a child has been abused by a Sfi
mernber fog! incluOing penons holding certificats, permib 0r

authorizations isued by ttn SBE), dre sdroolfacility 4y suryerd

the staff penon. See column to the ri$t regarding mandaOry

suspension of certifid sUfi in similar cirormstances.)

o When the Mandated Reporter is a strfr mcder of a public

0r private facility that prwides care for rtn child, or of a

gfllt_jryIlne drd, th€ reporter sl*dl rbo s6nir a

coil 0t th frtu| ]{rt b ft peIson in charge of tfre

facility or school 6nsien4il). [ec. t7ilatc
o When a report corrcerns an employee of a child-care facility

licensed by the state, a fihnOated Reporter drt lsd a

copy 0f the written report t0 the head 0f the state{icensir{

399f!ll. .lec. l7*l0lc

o When a ffindated Rqorter submits to the penon in

chage of the facility 0r school (ryt,) a copy of the

written rryort of suspcted abu* or neglect by a drool

sdryel hdffig a ceilifafia attbhrftfun or plnnit

ilgrd $ h S[. d! gnur in fir0e of $clt
frdiu/dnd SlilL nrd a cop! ol dp rupur to ft
hnddm d Eeaim tu. tTttotc

o ffF notifies tte facility/*trool head if a rryort is made

about a school emplope, udes the pnon is de allEed

perFtrator, Tte sctool or facili$ head strall notiff the

child's parem or respmible person immediately. Su. t7t
tabh)

o lrwstigations of suryected child abuse/neglect by school

employees are corducted by DCF. lf, after investiFtion,

DCF has reasonable cause t0 believe a child has been

abusd or neglected by a person tuldiry a certificate,

permit or authorization isued by the SBt & DCF tns

recommended $e empoyee be placed on the child

ahrdneglect registry, w/in firn uorking days, DCF mu*

n0ti8, the Supt, of such findinywhetrer 0r not trh child

was a student in tfn employing district or school. S&.

17tl0li(a)

o th SUE $ttt srgrd rdr (enfid) drod a4hule
with pay, $uWnion shall remain in dect uftil fE mt
acb pursuant t0 th provtsiom of Section 1S151 0f ttre C.G,S')

tu.l7tl0lila)
o Wihln 72 tnln d nrUriqr. ft Srg. fl mti0 te

local or rEional BOt and tfn Cq-i* d Eef*n
(who strall mainuin tlp infurmation a confidential), of

the rmsons for, and corditiom 0f, such suqsrsion, ard

stull disclos ttm rncesary remrds to th Commisioner.
Su" l7*l0lila)

o lf the employnwrt catrrt b Hninrd. SE

$rysnnenlail tun miry fie 0um&finr of Edrrin
wlin tz ipun and the Commbimer may conilnsm

rev0cation poceediry. hc. !7*l011la)

o Punuant to C.G.S. Sec. 17a-101a, a mandatd reporter who faih h make tre required rflort shall h find rot less than $500 nor more

than $2.500, and shall be required t0 participate in an ducational and trainirg program punuant to k. 17a-101(d).

o Under C.G,S. Sff. 17a-101(d), a mandatd rryorter wtro fails to report h DCF a requircd punuant to Sec. 17a-101a "drail be r4uird ro

participate in an ducational and trainirg plugram e$ablistpd by the [DCF] mmmisioner. Ihe prqfam may be provided by ore or more

private organizations appowd by the commisioner. provided the entire costs of the program shall be paid from fees charged to ttn
participants, the amount of which shall be subject t0 the approval of the commisioner."
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APPENDIX O

SOCIAL NETWORKING GUIDELINES



Emplovee Guidelines for the Use of Social Networkine Websites

The rapid growth of social networking and electronic communications has emerged as an opportunity for outreach,

information sharing, new product development, enhanced service delivery, marketing and advocacy. For purposes of these

guidelines, social networking includes but is not limited to online social networking sites like Twitter, Facebook,

Linkedln, YouTube, WikiSpaces, Live Journal, and MySpace.

Many employees at C.E.S. are cuffently using social networking sites and many more will do so in the future. C.E.S.

trusts - and expects - that all of its employees will behave professionally and exercise personal responsibility whenever

they use social networking sites. We encourage our employees to be advocates for C.E.S., our member districts and the

communities we serve, and social networking provides a powerful tool for doing so.

Even when employee use of social networking and electronic communication takes place outside of work, as personal

activities should, what is communicated may cause a disruption to C.E,S activities and may have an impact on an

employee's ability to perform his/trer job, a colleague's abilities to do his/her job and on the best interests of C.E.S.

C.E.S. acknowledges that employees have the right, in certain circumstances, to speak out on matters of public concern.

However, C.E.S. will investigate any reports on the inappropriate use of social networking by employees, including
employees' personal use of such media, when that use:

o Disrupts and/or interferes with the work or activities of C.E.S.

o Is used to harass coworkers or other members of the C.E.S, communitv
o Creates a hostile work environment
r Breaches confidentiality obligations of C.E.S. employees and/or students

r Harms the goodwill and reputation of C.E.S. in the community
o lncludes improper fraternization with students

If C.E.S. discovers a staffmember's inappropriate use of social networking sites, or other inappropriate conduct online or

discovers that an employee has violated any provision contained in these guidelines, C.E.S. may consider disciplinary
action against the staffmember leading up to and including termination of employment.

Nothing in these guidelines gives any C.E.S. employee permission to represent C.E.S. online. No employee has the
authority to represent or speak on behalf of C.E.S. unless they have been oflicially designated to do so.

Ofhcial online communications on behalf of C.E.S., including the creation and management of wikis, blogs, social

networking pages, and other online sites representing C.E.S. or any C.E.S. affiliated school or program must first be

approved by the employee's supervisor and the executive director or his/her designee prior to publishing online. All work-
related online sites must be coordinated with and approved by the employee's supervisor and all content must be reviewed

before it is published unless a different arrangement has been approved. Administrative rights to all work related pages

and sites must also be given to the supervisor or his/her designee before publishing.

Remember, as an employee of C.E.S., you are an advocate for and a representative of the agency regardless if your
online communication is on a personal or CJ.S. sponsored/afliliated site.

Guidelines Concernine PROFESSIONAL AND C.E.S. SPONSORED/Atr'FILIATED socid networkinq sites

These guidelines apply to the use of any social networking sites like Twitter, Facebook, Linkedln, YouTube, WikiSpaces,

Live Journal, and MySpace sites for C.E.S. communication purposes.

Permission is required. If you would like to use any online sites as a tool to enhance or expand the delivery of
information regarding C.E.S. events, programs andlor services, you must first obtain permission by your supervisor prior
to publishing the page.



Administrative rights must be shared. Before any C.E.S. affiliated social networking site is published, administrative

rights must be shared with a supervisor or administrator within the agency for the purpose of monitoring content and

collaboration with publishing the site.

Use of logos and photos. No employee is permitted to use any C.E.S. school or program logo without first obtaining

permission. No C.E.S. photos of students, stafl families or facilities may be used without the written permission of the

individuals pictured in the photos or the C.E.S. facilities manager (when a photo of a C.E.S. building is being published).

Do not post copyrighted materials (e.g. photographs, logos) from the internet without permission from the owner.

Be professional at all fimes. As a C.E.S. employee you are required to maintain appropriate professional boundaries in

any C.E.S. sponsored/related social networking sites. This includes appropriate speech, refraining from the use of
harassing, defamatory, abusive, discriminatory or threatening language.

Your communication can be monitored. You should have no expectation of personal privacy when using C.E.S.

computers and electronic data devices. Any C.E.S. sponsored/affiliated social networking sites should be conducted at

work on C.E.S. cornputers. Personal social nstworking and electronic communications should be conducted outside of
work on personal computers andlor electronic data devices.

Confidentiatify poticies extend to the internet. All posts on C.E.S. sponsored/affiliated social sites must abide by

confidentiality policies already in existence. This includes the confidentiality of student information, client information,

staff relationships, etc. If you are unsure of the nature of the information you'd like to publish, please consult your

supervisor first.

Misrepresentation of C.E.S. is forbidden. Using C.E.S. sponsored/affiliated social networking sites or electronic

communications to misrepresent personal or professional views of the agency or individual C.E.S. schools, programs,

departments or staff is forbidden.

Guidelines Concerning PERSONAL social networking

When using personal social-networking sites, employees should conduct themselves properly in accordance with state

law, C.E.S. policies, and other applicable standards of conduct. Moreover, C.E.S. staff shall not post any data,

documents, photos or inappropriate information on any websites that might resuit in or cause a disruption of the C.E.S.

school and working environment.

C.E.S. staff members should be aware that their inappropriate conduct online may negatively impact or disrupt the
educational and working environment at C.E.S and may subject the employee to discipline actions leading up to and
including termination of employment.

If a C.E.S. staffmember is uncertain whether such content or statements would violate these guidelines, the staffmember
should contact their Director before publishing content online that may disrupt the educational and working environment
of C.E.S.

Rev. 4/4ll l(final)



APPENDIX P

STUDENT BULLYING/SAFE SCHOOL CLIMATE



6.015 Policy on Bullying Behavior

Cooperative Educational Services (C.E.S.) recognizes that it is the responsibility of
program personnel to maintain a secure and safe school climate, conducive to teaching

and learning that is free from threat, harassment and any type of bullying behavior in
school, school-sponsored activities on or off school grounds and transportation to and

from school. Therefore, bullying behavior, of any form, will not be tolerated.

Consistent with legislative requirements the C.E.S. Executive Director is authorized to

develop and implement a Safe School Climate Plan that contains the essential elements

outlined in Public Act ll-232 An Act Concerning the Strengthening of School Bullying
Lans,

Bullying takes many forms and may include many different behaviors, such as, but not

limited to:
1. Physical violence and attacks;
2. Verbal harassment or taunts, name-calling and use of disparaging language,

including disability-, ethnically- or racially-based verbal abuse and gender-based

disparaging language;
3. Sexual harassment including unwanted sexual attention or insulting or degrading

sexual remarks or conduct;
4. Harassment, threats and intimidation;
5. Extortion or stealing of money and possessions;

6. Exclusion from the peer group;
7. Using the Internet as a means of harassment and intimidation (i.e., Cyber-bullying).

Adopted by Representative Council on: l0ll3/02
Revised by Representative Council on: 917106

Revised by Representative Council on: 10/2/08
Revised by Representative Council on: lll3/ll



Cooperative Educational Services
Investigation Report Form (Staff Use On

Date:

Name of person investigating alleged incident(s):

Name of student targeted:

Date(s) of alleged incident(s):

Report Filed Against:

Has reporter requested anonymity: Y

Name of person reporting alleged incident(s):

Does the school have parent/guardian consent to disclose the student's name in connection with
the investigation? Y N

Administrative Investigation Notes (use separate sheet if necessary):



Does the alleged incident(s) meet the definition of bullying? Bullying Verified? y N
Please Explain:

Remedial Action(s) Taken:

If Bullying Verified, Has Notification Been Made to Parents of Students Involved?

Parents'Names:
Notified:
Parents'Names:
Notified:
Parents'Names:
Notified:
Parents'Names:
Notified:

if Bullying verified, Has Invitation to Meeting sent to Parents of Students?

Date:

Date:

Date:

Date:

Parents'Names:
Parents'Names:
Parents'Names:
Parents'Names:

Date Sent:

Date Sent:

Date Sent:

Date Sent:

Date of Meetings:

If Bullying Verified, Has School Developed Student Safety Support/Intervention Plan?
YN

(Attach bullying complaint, witness statements, and notification to parents of students involved if
bullying is verified, Invitations to Parent Meetings, Records of Parent Meeting)



Cooperative Educational Services

Report of Suspected Bullying Behaviors

Victim of Alleged Bullying:

Reporter Information:

Anonymous student rePort

Staff Member report

Parent/Guardian report

Name

Name

Name

Name of Child the Report is being Filed Against:

Date of Incident(s):

Location(s): Time:

Describe the events you witnessed or heard. Include information about the incident, participants,

background to the incident, and any attempts you have made to resolve the problem. Please note

relevant dates, times and places.

Indicate if there are witnesses who can provide more information regarding your report.

Name(s):



Have there been previous incidents (circle one)? Yes No

If yes, please describe the behavior of concern, the approximate dates and the location:

Were these incidents reported to school employees (circle one) Yes No

If "Yes", to whom was it reported and what was the approximate date?

Was the report verbal or written?

I certify that the above information and events are accurately depicted to the best of my
knowledge.

Signature of Reported Date Submitted Received by Date



Student Acknowledgement of Anti-Butlying Policy

I understand the policy against Bullying at Cooperative Educational Services as explained to me
by (school personnel).

I am aware that if I engage in any of the actions or behavior that constitute bullying in school,
before or after school on school grounds, on the bus, at school sponsored events, or at home
using technology if it impacts the school environment, I can be subjected to school discipline.
This could include: after school detention, Saturday detention, pass restriction, loss of field trip
opportunities, suspension in or out of school, and/or possible expulsion.

I promise that I will not engage in any actions or behaviors that would be considered bullying. I
promise to respect the rights of other students and to act appropriately towards other students.

Name (Please print):

Signature:

School:

Grade: Date:

ParenVGuardian (if present) : Date:

School Official (administrator, teacher, pupil personnel, SRO, other)

Name: Position:


