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SCHOOL VISION, MAGNET STANDARDS, AND THEME
SCHOOL VISION

Pathways Academy of Technology and Design empowers its diverse community of students to
become fully active participants in our global, technology-driven society. Through Project-Based
Learning students acquire technological and critical thinking skills, and develop a sense of personal
and social responsibility that enables them to successfully compete in the growing, fast-paced, and
rapidly changing world economy.

MAGNET STANDARDS

Pathways Academy of Technology and Design Magnet Standards are:
• Standard 1: The student will be a leader as an effective global citizen by using technology to
help solve human, cultural, and societal issues.
• Standard 2: The student will be a successful project manager who collaborates with a team
to; organize time, set goals, and produce an authentic product which informs the community
about social implications.
• Standard 3: The student will interact, collaborate, and publish with peers, experts or others
by employing a variety of digital environments and media.
• Standard 4: The student will demonstrate his/her information fluency by locating,
organizing, analyzing, evaluating, and synthesizing the ethical use of information from a
variety of sources and media.
• Standard 5: The student will use critical thinking skills to plan and conduct research,
manage projects, solve problems and make informed decisions using appropriate digital
tools and resources.
• Standard 6: The student will be creative and innovative by identifying and forecasting
trends in technology to generate new ideas, products, and processes.

THEME
Pathways Academy of Technology and Design will offer a rigorous academic program utilizing the
tools of technology and emphasizing technology-related skills as well as career exploration and
preparation for higher education and/or employment in the field of technology. Students will have
exposure in all areas of technology. Students will have the opportunity to participate in job
shadowing and internship positions in the area of technology. The tools of technology will be
utilized to help students achieve and/or maintain high expectations set by the magnet school.

INSTRUCTIONAL METHOD

Students are most successful when they learn within a collaborative culture. Project Based Learning
(PBL) is the instructional method Pathways uses to help deliver our curricula. PBL is centeredaround a driving question or challenge that a teacher proposes to his or her class. The students use
their innovation and inquiry skills to investigate the problem. The learning becomes quite authentic
when students decided on a publicly presented product. PBL provides many opportunities for
student voice and choice as well as feedback and revision. Students must have 21st century skills;
including the skills to collaborate and communicate effectively in order to be successful in
completing a project. These requirements make learning real-life, thus enhancing the level of
commitment and buy-in from students. Students can then take these skills and more efficiently
adapt to college and a career.
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ATTENDANCE
State law requires attendance at school. Being in the classroom, doing assigned work, and
contributing to the classes on a regular basis are important to success in school. Attendance is taken
in each class daily and reported to main office for accurate record keeping. Whenever your child
is absent from school, the parent/guardian needs to send a note explaining the
absences with the student the day he/she returns. Excessive absences may result in
loss of credit or retention. For further information on attendance policies, please see
Hartford Public Schools Board of Education Polices in Appendix 2.

EXAMPLES OF EXCUSED ABSENCES

ü Medical problems (Documentation will be requested. Students are expected to attend
medical appointments after school whenever possible).
ü Family emergencies
ü Court appearances
ü Death in family
ü College interviews or visits
ü Religious holidays

EXAMPLES OF UNEXCUSED ABSENCES
ü
ü
ü
ü

Truancy
Oversleeping
Missed bus
Family vacations

EARLY DISMISSAL BY PARENTAL REQUEST

Instructional time is valuable learning time and should not be interrupted unless it is absolutely
necessary. Students who need to be dismissed from school must present a note signed by parent/
guardian to the office. Parent/guardian must sign the student out in the main office before leaving
for an early dismissal. Only adults who are listed in the school’s records as being authorized
will be allowed to take a student from the school.

TRUANCY AND SST REFERRALS

When a student has four unexcused absences in one month or ten unexcused absences in one year,
he/she will be truant. When a child is TRUANT a Family with Service Needs (FWSN) referral MAY
be made and every effort will be made to work with the family. The school will contact you to
schedule an Early Intervention Team (EIT) meeting to discuss your child’s situation. At Pathways, a
meeting with a parent is held to complete a student and parent interview and identify interventions
and supports for the family. Please see Hartford Public Schools Board of Education Polices in
Appendix (page 21).

CLASS CUTS

Class cuts are unexcused absences. The consequences for cutting class are, but not limited to the
following:
• Student conference and/or contact with parent/ guardian.
• Students will be assigned detentions.
• The student will receive a zero on any graded assignments/ assessments/ projects missed
due to class cut.
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Students who cut a total of three or more times cumulatively across all classes within the current
school year will be referred to the Early Intervention Team and may be issued an In-school
suspension. If a third cut occurs in the same class, the student will be in danger of receiving a failing
grade for the course and lose credit.

TRANSPORTATION
The bus driver is responsible for transporting the students to and from the students’ home and
school, maintaining orderly behavior on the bus, and is expected to report incidences of misconduct
to administration. Students are responsible for obeying the rules on the bus to ensure student
safety. All rules and violations are subject to the consequences stated in the Hartford Public Schools
Code of Discipline, including suspension of bus privileges. For Pathways Academy of Technology and
Design Transportation Use form, please see Appendix 1 and the school website:
www.pathwaystotechnology.com.

MAKE UP WORK
Per the policy on attendance, students will be allowed to make up missed work due to excused
tardies or absences. The amount of time students have to return missed work will be determined
by the classroom teacher. It is the responsibility of the student to obtain missing work and
assignments upon return from the absence.

LOSS OF CREDIT

Per the policy on attendance, any student who acquires 10 or more unexcused absences during a
semester course will receive a grade no higher than a 50 for the semester and lose credit.
The potential for loss of credit is reviewed for each individual course after the close of the first and
second semesters. Students and families will be notified in writing if the student loses credit in a
course.
Any student who has lost credit may appeal that loss to an appeal board by submitting a written
request for reinstatement of credit to the school. The written request should provide proof that the
absence(s) causing the student to exceed the limit was due to one or more of the following reasons:
• Illness documented by a physician’s note
• Death in the family
• Religious holidays/observances
• Required court appearances
• School suspensions
• School-related activity (with documentation)
• College visits or interviews (with documentation)
• Military physicals or exams (with documentation)
The appeal board will consider the request for reinstatement and inform the student and parent of
a hearing date and time. If credit is not reinstated or no appeal is filed, the student must make
up courses required for graduation in summer school.
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SCHOOL DELAYS AND CLOSINGS
1. CANCELLATIONS: If either Hartford or East Hartford cancels school, Pathways cancels.
2. DELAYS: Delays depend on your bus company:
a. CREC BUSES (This includes all students except East Hartford residents): Students
who take the CREC bus must follow the delay schedule of their own bus route, unless
school is cancelled. To find out the delay for your bus route, call CREC at 860-5244077.
b. EAST HARTFORD BUSES: Students who take East Hartford buses must follow the East
Hartford delay schedule. Please see the news broadcast for the East Hartford delays.
The Pathways building will open at 7:00 AM on delay days and students who arrive early
will wait in the cafeteria until classes begin. Classes will begin according to the Hartford
delay schedule.
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STUDENT ACADEMIC EXPECTATIONS
Pathways Academy is first and foremost an academic institution committed to advancing the
knowledge and skills of our students. Students are measured by their performance in three areas:
reaching benchmarks within each curriculum to demonstrate course specific content, 21st century
skill acquisition through Project-based learning, and upholding the core values of Pathways
including scholarship, leadership, and citizenship. For more information regarding course offerings
please see the Program of Studies on the school website: www.pathwaystotechnology.com. For
district policies on student records, homework, graduation requirements, grade
weighting/class rank, school ceremonies and observances, please see Hartford Public
Schools Board of Education Polices in Appendix 2.

GRADUATION REQUIREMENTS

For details on Pathways’ graduation requirements please see the Program of Studies attached at
Appendix 1.

GRADING AND GPA
Each marking period a student will receive a letter grade (A-F). This grade, along with the course
“weight” is used to determine the student’s Grade Point Average. “Honors” courses will be
weighted .25 and courses designated as “Advanced Placement” will be weighted .5 higher than
college level (1.0) courses. Academic honors are determined by the GPA at the end of each marking
period. Students with a marking period GPA from 3.0 to 3.99 are on the Honor Roll and students
with a GPA from 4.0 to 5.0 are on the High Honor Roll. A cumulative GPA is calculated each marking
period and reflected on the student transcript.

A+

A

B+

B

C+

C

D+

D

F

Advanced
Placement

5.0

4.5

4.0

3.5

3.0

2.5

2.0

1.5

0

Honors

4.75

4.25

3.75

3.25

2.75

2.25

1.75

1.25

0

College
Preparatory

4.5

4.0

3.5

3.0

2.5

2.0

1.5

1.0

0

POWERSCHOOL PARENT ACCESS

PowerSchool is the student information system selected by Hartford Public Schools to record and
track student records, including grades and attendance. It allows educators and administrators to
effectively and conveniently manage student records. It also allows us to share attendance and
grade information with our parents. Parents will be notified in the summer of Powerschool access.
Parents are strongly encouraged to review student data regularly.
For information on how to log in to PowerSchool, please see the school website:
www.pathwaystotechnology.com.
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DUAL CREDIT/CONCURRENT ENROLLMENT PROGRAM WITH GOODWIN COLLEGE

The Dual Credit program at Pathways Academy of Technology & Design allows high school students
to earn high school and college credits simultaneously. Through dual credit agreement, Goodwin
College and Pathways Academy of Technology & Design have selected courses that meet both high
school and college learning objectives. Depending upon the course, these classes may be offered on
the Goodwin College campus or Pathways Academy of Technology & Design campus and taught by
either a Goodwin professor or Pathways teachers. After completion of dual credit classes, Goodwin
Scholars may request a Goodwin College transcript showing those courses for which they have been
awarded college credit.
To enroll in these classes the following must occur:
• The completion of a Goodwin College application
• Registration for the course through Goodwin College
• Attend a scholar orientation
• The parent or guardian of the scholar must attend a Goodwin College/Pathways Academy of
Technology & Design Goodwin Scholar Parent and Family Night.
A student is eligible to enroll in dual credit courses if he/she meets one or all of the following
requirements (Please refer to the detailed course descriptions for the specific requirements of each
course).
• The student is in the eleventh or twelfth grade.
• The student has taken English 10 at Pathways Academy of Technology & Design and
received a B+ or better in the course or B in English 10 Honors.
• The student has demonstrated outstanding academic performance and capability as
evidenced by a grade point average of 3.0.
• The student meets all of the college’s regular prerequisite requirements designated for that
course (e.g., minimum score on a specific placement test, minimum grade in a specific
previous course, etc.)
• The student has shown consistent adherence to behavioral and attendance expectations.
Students in the Early College program must abide by college standards including:
• Attendance: Unexcused absences are not permitted.
• Completing homework on time: late homework will not be accepted and cannot be
made up.
• Completing a college level homework load: College students are expected to spend
three hours of out-of-class time studying and completing homework for each hour spent
in class.
• Maintaining good behavior: College is a professional environment where respect for
yourself and others is a major foundation. Students with poor behavior will be dropped
from the program.
• Academic Integrity: Observing the requirements of the Goodwin College Code of
Academic Integrity. Plagiarism or cheating of any kind will result in a failure in the class
and removal from the program.
Students who enter the Early College Program will have three weeks at the beginning of the
semester to decide whether they want to remain. After the three-week deadline, they are
committed to the course for the year and cannot transfer back to the regular high school course;
whatever grade they earn will appear on their permanent record. Please note that the Goodwin
classes are listed as “English Course” on Pathways’ transcripts. Students must pass both semesters
to receive their full English Language Arts high school credit.
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Your child must continue to meet the following standards for the remainder of the 2016-2017
school year in order to full
• Maintain a B average in their Honors English class or a B+ average in their college prep
English pass along with the recommendation of their current English teacher.
• Maintain good school attendance and behavior.
If your child does not maintain the above criteria for the remainder of the school year, we will
withdraw your child’s name from the Early College program.

HOMEWORK

Homework is an integral part of the academic curriculum and is required in most classes.
Homework is assigned at the discretion of each classroom teacher. The value of homework on the
overall course grade is determined by the classroom teacher and is communicated to the student at
the beginning of the semester or marking period.

TEXTBOOK OBLIGATION

Pathways Academy of Technology and Design is committed to providing each student with an
equitable education. The school supplies each of its students with textbooks in order to support and
enhance learning. Students are expected to use textbooks, care for them, and return them in
excellent condition. They are expected to return the textbook on the last day of that class. Students
who destroy or do not return textbooks will not be allowed to participate in extracurricular
activities until such time as the textbooks are returned or Pathways Academy of Technology and
Design is reimbursed for any lost or damaged textbooks. Extracurricular activities are defined as,
but not limited to: athletic activities, on-academic field trips, class day ceremonies, graduation
ceremony, assemblies, dances, competitions, and clubs. Students who do not return books will not
have report cards and transcripts mailed. If a student loses or fails to return a book, the
parent/guardian is responsible to reimburse Pathways Academy for the replacement cost of the
textbook. It is the student’s responsibility to take care of the items provided by our school. If
these items are lost or damaged it will be the parent’s responsibility to replace them.

FIELD TRIP INFORMATION
Field trips may be scheduled for educational, cultural, or extracurricular purposes. Pathways
Academy of Technology and Design field trips are extensions of the classroom, and, as such,
students are expected to attend. A written permission form and any fee must be received from a
parent or guardian to participate in a field trip. All aspects of the Pathways Academy of Technology
and Design Code of Conduct apply on field trips. Any student whose behavior is considered
detrimental to the well-being or learning of other students may be barred from participation by the
administration. While on a trip, all students are considered to be in school. This means that
conduct and dress standards will be appropriate for the field trip activity.
For Pathways Academy of Technology and Design Field Trip Form, please see the school website:
www.pathwaystotechnology.com.

SCHOOL EVENTS AND FUNDRAISERS

All regulations pertaining to student conduct in school are in effect at all special school activities,
like dances, trips or celebrations. Students on suspension are prohibited from participating in
special school activities as follows: In the case of an out of school suspension students are
prohibited from events until the morning of the first school day on which they can return to school;
and in case of in-school suspension students are prohibited from attending any school event that
occurs on that day, including that night. Also, any student who is unexcused absent or unexcused
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tardy by more than 15 minutes on the day of an event will not be eligible to attend. Admittance to
any extension activity (Prom and Graduation) is under the discretion of the administration. Anyone
suspected of drinking/drugs will not be admitted to any school event and is subject to disciplinary
action. At dances, no sexually provocative clothing or dancing (grinding, etc.) will be allowed. If a
student chooses to leave a dance, the student will not be permitted to return. Students will not be
admitted to dances more than 30 minutes after the dance begins.

PROGRAMS/ GUEST SPEAKERS/ VISITORS
Students may be invited throughout the year to participate in programs and hear guest speakers.
Pathways goal is to have speakers that are serious and factual when discussing sensitive matters.
When the teaching staff or administration believes that a speaker is addressing a matter that some
parents would prefer to avoid for their students we will attempt to inform the student and parents
in advance of the program, and parents can request an alternative setting for his or her child during
this time. All visitors must sign in at the main office and receive a visitor’s pass before entering any
areas of the building.

INTERNSHIPS
Prior to graduating, all students should complete at least one Internship. The Internship Program
may be one of the most memorable and critical components to a student’s education. It is an
opportunity for students to apply, in a real world setting, what they have learned in all of their
classes while at Pathways Academy of Technology & Design. Internships allow students to spend
time at a particular work place and gain valuable learning experiences.
Some of the benefits of an internship include:
ü Opportunity to apply skills and information learned at Pathways, to a real-world setting, and
answers the question, “WHY do I have to learn this?”
ü Stresses the importance of good Scholarship, Leadership and Citizenship.
ü Opportunity to learn professional, interpersonal, and technical skills.
ü Reference for college applications and contact for future jobs.
ü Gain exposure to a career in a specific field.
ü Discover more about the students’ own interests, knowledge, and skills along a specific
career path.
ü Develop workplace skills such as teamwork, critical thinking, conflict resolution, time
management, and problem solving.
For the Internship and Capstone handbook, please see the school website:
www.pathwaystotechnology.com.
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ACADEMIC HONESTY
All forms of cheating are unacceptable. The misrepresentation by students of homework, class
work, tests, reports, or other assignments as if the work were entirely their own shall be considered
forms of cheating. Consequences of cheating shall be academic as well as disciplinary.

ACADEMIC PROBATION

When records indicate that a student is not in good academic standing at Pathways Academy of
Technology and Design, the student will be placed on probation. The School Compact outlines the
necessity of excellent Scholarship, Leadership, and Citizenship to maintain placement at
Pathways. The process for students being placed on Probation will be as follows:
1. Students identified with grades lower than 60% in one or more classes, and more than four
absences in a semester, and/or more than 3 disciplinary referrals will be placed on
Probation.
2. A meeting will be called with student, parent, teachers, and a representative of
administration to develop a Plan for Improvement.
3. Regular weekly check-ins will be done to monitor progress.
4. 15 school days after the Probation Meeting, the Administrator will review progress and
recommend next steps.
The Plan for Improvement outlines what a student has to do to be removed from probation and the
supports that the school will put in place to help students improve.

ACCESS TO STUDENT RECORDS/ FERPA
All student information is protected by the Family Educational Rights to Privacy Act (FERPA) for
the purpose of protecting student confidentiality. The Family Educational Rights and Privacy Act, a
federal law, requires that Hartford Public Schools, with certain exceptions, obtain the students
written consent prior to the disclosure of personally identifiable information from the student’s
child’s education records. However, Hartford Public Schools may disclose appropriately designated
“directory information” without written consent, unless the student have advised the District to the
contrary in accordance with District Procedures. The primary purpose of directory information is
to allow the Hartford Public Schools to include this type of information from the student’s child’s
education records in certain school publications. Please refer to school website for the Pathways
Academy of Technology and Design Student Information Release Form.
To complete the written request form for student records, please see the school website:
www.pathwaystotechnology.com.
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NONDISCRIMINATORY POLICY
The Hartford Board of Education complies with all applicable federal, state and local laws prohibiting the
exclusion of any person from any of its educational programs or activities or the denial to any person of
the benefits of any of its educational programs or activities because of race, creed, color national origin,
ancestry sex, sexual orientation, gender identify or expression, marital status, age or disability subject to
the conditions and limitation established by law.
The preamble to Title IX of the Education Amendments of 1972 states that:
No person in the United States shall, on the basis of sex, be excluded from participation in, be denied the
benefits of, or be subjected to discrimination under any education program or activity receiving Federal
financial assistance.
Contact Information:
Dr. Jessica Fitzgerald
School 504 Coordinator
Pathways Academy of Technology and
Design
2 Pent Road East Hartford CT 06118
860-695-9494
Email: bonvj001@hartfordschools.org

Wendell Weisinger
District 504 Coordinator
Hartford Public Schools
960 Main Street
Hartford, CT 06103
860-695-8797
email: WEISW001@hartfordschools.org

ON CAMPUS RECRUITMENT
Students and their parents must be informed at the beginning of each school year of their right to
request that the student’s name, address and telephone number not be released to military
recruiters. The school administrator may make the determination of when the recruitment
meetings are to take place and reserves the right to deny such meeting where the holding of such
meeting will materially and substantially interfere with the proper and orderly operation of the
school. Any person or organization denied the rights accorded under this policy shall have the right
to request a review of the decision by the Board of Education by filing a written request with the
Superintendent of Schools.

CONDUCTING RESEARCH IN SCHOOLS
The board recognizes the importance of research and surveys as means of improving the
instructional program for the district's students and also recognizes the need to monitor and
control the amount of time and energy expended by both staff and students on research projects
sponsored by agencies and individuals from outside the district. Therefore, external agencies or
individuals desiring to conduct research studies or surveys involving either students or staff
members during the school day must submit a written prospectus to the superintendent or his/her
designee, for approval prior to initiation of the study. To be approved, all such research proposals
or surveys must demonstrate that the projected findings will have value to either the district as a
whole or to a unit within the district, and not be unduly disruptive or time consuming of the normal
educational process.

13

STUDENT AFFAIRS
Social services and counseling are rendered by professionally qualified members of the school staff.
Pathways Academy of Technology and Design has a guidance counselor who serves as the facilitator
for the job shadowing and mentoring programs, and as counselor for educational and career
planning.
For more information on student affairs and apply for clubs and student recognition, please see the
school website: www.pathwaystotechnology.com.

CLUBS

Each week, students have the opportunity to participate in clubs after school. The students are
allowed to choose the clubs they would like to join and are also encouraged to create new clubs
with the assistance of a staff advisor. Some clubs may include, but are not limited to:
Robotics, Art, Video Game Development, Film, Drama, Photography , Student Government, Community
Service , Dance/Drill , Weightlifting, Bowling, Cooking , Latin Dance , and many more!

PEER MEDIATION

At Pathways, we have a group of students who provide peer mediation services to the student body.
If a student is in conflict with a peer, they are encouraged to seek out the peer mediators and
resolve their conflict peacefully. The mediators are given over 20 hours of training and are used on
a rotating basis. If a student is in need of mediation, they should contact student affairs or another
staff member for assistance.

STUDENT OF THE MONTH

Each month, the Pathways staff will nominate and choose three students who embody the qualities
of Scholarship, Leadership, and Citizenship. These three students will be declared, “Citizen of the
Month, Scholar of the Month, and Leader of the Month”. These three students will be recognized in
several special ways. They will receive a certificate and a special gift from Pathways. Their pictures
will also be displayed prominently in the school.

PROFESSIONALS

The Professional Program is a program that motivates and rewards students for maintaining good
behavior and grades. Students must maintain A’s and B’s and only one C and adhere to guidelines
of Scholarship, Leadership, and Citizenship. They must also adhere to the following expectations:
always remain in dress code, always use agenda, always have homework, always display a
respectful and professional attitude, no detentions, and always on time to class and school.
It is a great honor to be a Pathways Professional. Therefore, these students are rewarded
generously with the following: Professionals are allowed to dress casually on Fridays, they
participate in a monthly breakfast, those who consistently make Professionals are rewarded with a
field trip, and they may also use their Professional bracelet as a hallway pass.
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ATHLETICS

Pathways Academy of Technology & Design recognizes the contribution that physical activity and
sports provide in a high school student’s life and how they foster personal enjoyment, challenge,
self-expression, and social interaction. As a small, technology concentrated school does not lend
itself to having athletic teams. However, under CIAC regulations, all magnet school students are
eligible to participate in their sending districts’ interscholastic athletic programs as long as a sports
program is NOT in existence at the magnet school.
If a Pathways student is interested in participating in sports at his/her sending high school, the
following information should be considered:
1) It is the responsibility of the student and his/her parents to make contact with the sending high
school.
2) Students must know and adhere to the following information in order to participate at the
sending high school:
a) Parents must provide transportation to their sending school – transportation is NOT
provided by Pathways Academy of Technology and Design
b) It is the student’s responsibility to contact the sending school’s Athletic Director to get
information on athletic programs and practice schedules.
c) All students must meet eligibility requirements (C or better in all classes as of the most
recent report card or progress report)
d) A parent permission form from the sending school must be turned in to the coach prior to
the first practice.
e) All students must obtain a note from a doctor verifying their fitness to participate.
f) An early dismissal form must be completed and turned in to Pathways Academy of
Technology and Design before a student will be allowed to leave the building for early
practices or games.
In order for a student to be eligible for a fall sport in any given school year, the student must have
met CIAC eligibility based on final grades from the previous year.
Any student participating in extracurricular activities must maintain a 2.0 GPA each term with no
more than 1 failing grade. Each student's status will be determined every marking period in
conjunction with school reporting cycle.
Eligible (student may participate)
Student has a 2.0 Term GPA with no more than 1 failing grade.
Probation (student may participate)
Student has below a 2.0 Term GPA with no more than 1 failing grade and at least a 1.5 Term GPA,
the student will be placed on academic probation for the marking period. Student will be
responsible for monitoring their academic progress while on probation.
Not Eligible (student may NOT participate)
Student received 2 or more failing grades; Student did not obtain a 2.0 Term GPA with no more than
1 failing grade and was on probation the previous marking period.
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Items of Importance:
• A student cannot be on probation for two consecutive marking periods.
• Students’ eligibility for the beginning of the school year will be determined by the third and
fourth marking period grades of the previous school year (summer school will be factored
in).
• Coaches, students and parents are expected to check the progress of the students weekly and
take appropriate interim action to prevent probation or ineligible status.
The chart below will be used in determining eligibility
Advanced Placement
Honors
College Prep

A+ A
5.0 4.5
4.75 4.25
4.5 4.0

B+ B C+
C
4.0 3.5 3.0 2.5
3.75 3.25 2.75 2.25
3.5 3.0 2.5 2.0

D+ D
2.0 1.5
1.75 1.25
1.5 1.0
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HEALTH AND SAFETY
ACCIDENTS/ILLNESS

If an accident should happen in school, the student should report it to his/her teacher as soon as
possible. The student will then be referred to the school nurse for evaluation. If there is no staff
member available, the student should report immediately to the school main office. Parents will be
notified. A report will be made within 24 hours depending on the incident. Students who are feeling
ill during the school day should consult with the nurse. A student should not leave the school
building due to illness without being dismissed by the school nurse.

ADMINISTRATION OF MEDICATION
Connecticut State law requires that a written medication order signed by an authorized prescriber
and by the parent/legal guardian is needed in order to have prescribed medications administered
in school. Medication must be in the original labeled container and brought in to school by the
parent/legal guardian. Over the counter medication such as Advil, Tylenol, etc., are available in the
nurse’s office and can be given in school with a signed permission form by a parent/legal guardian.
Students with life threatening allergies will not be allowed on any school field trip without both the
administration of medication consent form signed by provider and parent as well as the student’s
properly labeled medication. The medication administration authorization form is available in the
school nurse’s office. For further information on administration of student
medications, please see Hartford Public Schools Board of Education Polices in Appendix
(page 24).

CHILD ABUSE AND NEGLECT

The Hartford Board of Education recognizes the school district's moral and legal obligation to
protect children whose health and welfare may be adversely affected through injury and neglect
and to ensure a safe and nurturing environment.
Connecticut General Statutes (l7a-101) requires all certified employees, principals, guidance
counselors, nurses, social workers, paraprofessionals, and other mandated reporters who have
reasonable cause to suspect or believe a child has been abused to make an oral report of such
information to the Department of Children and Families (DCF) or local or state police, followed by a
written report to DCF within 72 hours unless a school employee is suspected of causing such abuse.
While the state law defines certain school employees as "mandated reporters", the Hartford Board
of Education believes all individuals who interact with students have an obligation to report
suspected child abuse. Therefore, when any individual, who interacts with students as part of their
professional responsibility to the Board of Education, has a concern about a potential case of child
abuse or neglect, he/she must immediately notify the building principal or the principal's designee.
The law provides for immunity from any civil liability or criminal penalty to all who participate in
good faith in the making of a report; investigation: and judicial proceedings resulting from such a
report.

PHYSICAL EDUCATION EXCUSES
If a student cannot participate in physical education for an extended period of time, a note from
his/her medical provider must be submitted to the school nurse. Parents are urged to talk to the
physical education teacher if they are to miss a single period due to illness or a personal issue.
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PHYSICAL EXAM

All students in grade 10 are required by Connecticut State law to have a health assessment
completed by their medical provider. This health assessment can be administered during grades 9
or 10. The blue state health assessment form, along with an up to date immunization record, must
be submitted to the school nurse upon completion. Should the student have any questions, please
contact the school nurse’s office at 860-695-9454.

USE OF CRUTCHES IN SCHOOL

Students who must use crutches in school need to bring in an order from a medical provider or
request from a parent. A pass which would allow extra time to get to and from classes can be
provided to the student upon request.
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CODE OF CONDUCT
At Pathways, we are dedicated to helping all students become more self-disciplined to regulate and manage
their behavior in ways that promote personal efficacy and accountability, social skillfulness, responsible
decision-making, and academic success. As a school, we exercise the code of conduct inside and outside of
the classroom.

DRESS CODE

All students are required to adhere to the required attire and are expected to attend classes in a
complete uniform in good condition with no holes or tears. For financial and emergency reasons
schools shall maintain uniform components that students may borrow to ensure that all students may
attend class. Principal discretion may be used in unique situations.
Allowable Tops -- Only Pathways Official Uniform Clothing as described below:
• SHIRTS: Pathways short or long sleeve polo or button downs with current logo. Must be
worn tucked in.
• SWEATERS, VESTS AND FLEECES WORN OVER PATHWAYS UNIFORM SHIRTS: Pathways
navy V-neck sweater vest, cardigan or fleece are all allowable as long as they are worn over
uniform shirts.
Allowable Bottoms – Only Long-Pants and Skirts as described below:
• Tan or black full-length pants; including khakis, and cargo pants,; no leggings, jeans, pajamas,
sweats or similar pants.
• Knee length khaki skirt (Cannot be above the knee).
Not Acceptable:
• Hoodies or sweatshirts of any kind are not permitted, including those which have Pathways
logo.
• Hats, headscarves or bandanas.
• PROHIBITED FOOTWEAR: Flip-flops, slippers or high boots (must be below knee), open toed
shoes or sandals, or spiked heels.
• PROHIBITED JEWELRY: Spiked or studded bracelets, oversized or multi-finger rings, belts or
chains or any other articles of attire with spikes or studs attached, “Name” or other
oversized metal belt buckles, or any jewelry that resembles weapons or ammunition or that
contains offensive words or phrases or any other items of clothing or jewelry that may
present a safety hazard to the student, other students or staff.
• PROHIBITED OUTERWEAR: Coats, jackets, windbreakers, nylon pullovers, down vests, or
other attire normally worn as outerwear. Such outerwear shall not be worn, carried or kept
in the classroom during regular school hours. Outerwear must be secured in the student’s
locker before school starts.
• Sunglasses, or other electronic devices not prescribed for educational purposes, or goggles,
whether worn or carried.
• Backpacks and/or book bags must be stored in lockers during the school day.
• Students may not wear headphones or earphones in their ears in the hallways at any time or
in their classrooms without teacher permission (teachers may also require students to put
them away altogether); headphones and earphones may be worn while sitting in the
cafeteria.
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CONSEQUENCES:
•
•

•

1st offense- Exchange of attire for school uniform from uniform closet. Student will be given a
warning. Teachers may impose additional consequence.
2nd offense- Exchange of attire for school uniform from uniform closet. Parent conference
will be held to resolve any obstacles to proper dress code compliance. Teachers may impose
additional consequence.
3rd offense and future offenses - Exchange of attire for school uniform from uniform closet.
Parent conference will be held with Administrator involvement. Student may be suspended
or have other age-appropriate consequence administered. Teachers may impose additional
consequence.

CELLPHONES AND TECHNOLOGY USE
We strongly advise students not to bring cell phones to school because they distract the learning
process and often get lost or stolen. Students who choose to bring phones, must store them in their
lockers during the school day from 7:45 to 2:15. Phones may not be removed from lockers during lunch
or between periods. If parents need to contact their students during the school day they should call the
main office at 860-695-9450. Likewise, if students need to reach someone outside the school they may
use the school phones.

CONSEQUENCES:
Pathways implements its own cell phone rules, as described above, with the consequences provided
in Hartford District Policy 5138.4 which reads as follows:
Cell Phone / Electronic Devices Policy (continued)
1st Offense: Electronic device is confiscated by the administration until the end of the school
day. Student will be given a warning.
2nd Offense: Electronic device is confiscated by the administration until a parent conference is held
and the electronic device is returned to the parent. Student may receive a detention or other ageappropriate consequence.
3rd Offense: Electronic device is confiscated by administration until the end of the school year. A
parent conference will be held. Student may be suspended or have other age-appropriate
consequence administered.

LAPTOPS:

Pathways is pleased to offer students access to computers and computer networks, including access
to e-mail and such access is provided solely for education- related purposes. Access to the
computer systems is a privilege and not a right. Students will be required to adhere to a set of
policies and procedures as set forth in the Laptop Policy Procedures and Information, attached
at Appendix 1 and at www.pathwaystotechnology.com. Violations may lead to withdrawal of the
access privilege as well as the full range of disciplinary actions. For further information on Use
of District Computer System Internet Safety Policy, please see Hartford Public Schools
Board of Education Polices in Appendix 2.
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PROPERTY, LOCKERS, AND EQUIPMENT

Students are responsible for any loss of or damage to the property of the school when the loss or
damage occurs through the fault of the student. Any student damaging or defacing school property
will be financially liable for restoring the property regardless of the condition of the property at the
time of the destructive act, in addition to any other discipline up to and including arrest or civil
prosecution as deemed appropriate.
Each student is assigned his or her own locker with a built-in lock and may not share this locker
with any other student. These items are the property of the school, loaned to students for their
convenience during the school year. Lockers should be kept in good order and not abused and may
be opened and subject to inspection from time to time by school officials. Students may not bring in
locks from home and attach them to assigned lockers. The right to inspect desks, lockers, and other
equipment assigned to students may be exercised by school officials to safeguard students. School
officials may search students, if there is reasonable cause that the student possesses illegal matter,
such as a dangerous weapon or illegal drugs. Students are warned not to bring large sums of money
or valuables to school; liability for these items remains with the students.
Parents/ guardians are responsible for payment for the cost of lost locks, as with all missing
school articles, the costs must be paid prior to students receiving their final grades.

LOST AND FOUND
Pathways is not responsible for any student’s personal possessions. Any articles which are found in
the school and/or on school grounds should be turned in at the main office. Unclaimed articles will
be disposed of at the end of each month. Loss or suspected theft of personal and/or school
property should be reported to the office immediately.

BULLYING AND HARASSMENT

The Hartford Board of Education is committed to creating and maintaining an educational
environment free from bullying, harassment and discrimination. In accordance with state law and
the Board’s Safe School Climate Plan, the Board expressly prohibits any form of bullying behavior
on school grounds; at a school-sponsored or school-related activity, function or program, whether
on or off school grounds; at a school bus stop; on a school bus or other vehicle owned, leased or
used by a local or regional board of education; or through the use of an electronic device or an
electronic mobile device owned, leased or used by Board of Education.
Students who engage in bullying behavior shall be subject to school discipline, up to and
including expulsion, in accordance with the Board's policies on student discipline,
suspension and expulsion and consistent with state and federal law. For further
information on bullying behavior, suicide prevention and intervention, and sexual
harassment, please see Hartford Public Schools Board of Education Polices in Appendix 2
Reporting forms for bullying and harassment can be found in the main office, student affairs
office, the office of administration and online at www.pathwaystotechnology.com. All
reports are confidential and will be investigated by your school’s Title IX coordinator- Dr.
Jessica Fitzgerald- and can be further investigated by the District Title IX Coordinator,
Kimberly Schulte.
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Contact Information:
Dr. Jessica Fitzgerald, Title IX Coordinator
Pathways Academy of Technology and
Design
2 Pent Road East Hartford CT 06118
860-695-9494
Email: bonvj001@hartfordschools.org

Kimberly Schulte, District Title IX
Coordinator
Hartford Public Schools, 960 Main Street
Hartford, CT 06103
860-695-8615
fax: 860-722-8454
email: schuk001@hartfordschools.org
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ASSIGNMENT OF CONSEQUENCES:

Students whose conduct at school or during a school sponsored activity violates the
Uniform Code of Discipline or whose conduct out of school is significantly disruptive of the
school environment are subject to discipline by the school in a variety of ways, including
removal from the classroom, inside suspension, outside suspension and expulsion. For
further information on suspensions/expulsion; due process, weapons and
dangerous instruments, First Amendment Rights, Use of Metal Detectors and
Physical Restraint and Seclusion of Students at Risk, please see Hartford Public
Schools Board of Education Polices in Appendix 2.
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PARENT INVOLVEMENT
Parents are considered partners in their child’s education. Education succeeds best when
there is a strong partnership between home and school based on communications and
interactions. Parents/guardians are urged to encourage their children to put a high
priority on education and to make the most of their educational opportunities.
Parents/guardians should become familiar with all the school activities and with the
Pathways academic program.

PARENT CONFERENCES

Conferences with teachers may be held at any time during the school year. Parents and
students, as well as teachers, counselors, or administrators may initiate a conference.
Attendance at parent-teacher conference and being an active PTO member are strongly
encouraged. The district has also established conference days for all schools. Please see
school calendar for those days
A parent, guardian, or student may arrange a conference with an individual member of the
school staff or a group conference with school staff members. Conferences are held during
school hours but every effort will be made to accommodate parents’ schedules.

SCHOOL GOVERNANCE COUNCIL
The Governance Council is a governing body that makes collective and consensual decisions
advising, guiding, and counseling the Administrative Team. Currently, the Governance Council
consists of parents, students, teachers, and the Principal as a non-voting member. Membership will
be expanded to include a representative from the school’s Industry Advisory Board and Goodwin
College. There are seven key functions of the Governance Council. For further information on
School Governance Councils, please see Hartford Public Schools Board of Education
Polices in Appendix (page 24).

ü
ü
ü
ü

ü

7 KEY FUNCTIONS:
Analysis of student achievement data and school needs relative to the
development and approval of the school’s Accountability Plan.
Development and approval of the school’s annual resource allocation plan
(budget) in support of the school’s improvement goals.
In the event of a vacancy in the Principalship, the Council shall recommend to the
Superintendent of Schools a successor from among a slate of qualified candidates
provided by the District.
Advice and assistance to the principal regarding programmatic and
operational changes which foster the school’s improvement goals consistent with
state statute, Board policy and contracts made by the Board. This may include
major program changes, adjustment of the school’s focus, hours and days of
operation and the school’s enrollment goals.
Promotion of the school as a parental choice relative to its enrollment goals.
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ü Ongoing development and approval of a School Compact for parents or legal
guardians and students outlining the criteria and responsibilities for enrollment and
school membership consistent with the school’s goals and academic focus.
ü Advice and assistance to the principal on matters of importance to parents or
legal guardians.

PTO
The Pathways Parent Teacher Organization is a vital link between the school, community
and the parents it serves. Thus parents are urged to join and take an active role in the PTO.
Meeting are held the third Wednesday of each month from 6:30 to 7:30 in the cafeteria.
We are looking forward to seeing parents at our scheduled PTO meetings. The
understanding and participation in our child’s education is important to all of us. This is
why we have made the choice in attending Pathways. Please continue to support the
student’s choice by becoming involved and volunteering the student’s time and knowledge.
Research has shown time and time again that the more a parent is involved in their child’s
life and education, the better that child will succeed.
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APPENDIX 1

PATHWAYS ACADEMY OF TECHNOLOGY AND DESIGN
SCHOOL-SPECIFIC DOCUMENTS

1.
2.
3.
4.

SCHOOL COMPACT
TRANSPORTATION USE AGREEMENT
TECHNOLOGY RESOURCES STUDENT ACCEPTABLE USE AGREEMENT
OPEN PERMISSION FORM
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PATHWAYS ACADEMY OF TECHNOLOGY AND DESIGN SCHOOL COMPACT
Vision
Pathways Academy of Technology & Design Magnet High School will empower its diverse
community of students to become fully active participants in our global, technology-driven society.
Students will acquire technological and critical thinking skills, and will develop a sense of personal
and social responsibility that will enable them to successfully compete in the growing fast-paced,
and rapidly changing world economy.
At Pathways we believe that for our students to fulfill our vision they must demonstrate
Scholarship, Leadership, and Citizenship. By demonstrating this excellence, Pathways will be a
school that is safe for all students, staff, and parents while providing an environment that fosters
respect and support for the diversity of ideas, viewpoints, and learning styles that naturally occur in
a multi-cultural setting.
Students who are successful at Pathways are those who want a college-preparatory education that
strengthens core understandings and develops research, inquiry and problem solving skills in a
technology focused programs. Successful students also have the encouragement and support of
parents/guardians who value a secondary and post-secondary education.
Pathways Student Pledge
By exhibiting all of these qualities below, I will exemplify what it means to be a Pathways student:

Scholarship
•
Hardworking
•
Responsible
•
Persistent
•
Productive
•
Inquisitive

Leadership
•
Communicator
•
Accountable
•
Confident
•
Inspirational
•
Open-minded

Citizenship
•
Respectful
•
Honest
•
Empathetic
•
Kind
•
Socially Just

By signing this agreement, the student pledges to uphold the values of Scholarship,
Leadership and Citizenship, and not engage in behaviors such as bullying, insubordination,
use of foul language, sexual harassment, or plagiarism, nor will they tolerate those
behaviors from others. Parents agree to reinforce the expectations of the school and
support the academic achievement of their child at Pathways.
Student’s name _______________________ Student’s signature ______________________Date _______
(print)
Parent’s name _______________________ Parent’s signature _______________________ Date _______
(print)
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PATHWAYS ACADEMY OF TECHNOLOGY AND DESIGN TRANSPORTATION USE AGREEMENT
Student Name ______________________________________________ Homeroom ______________
Expectations and Rules
The bus driver is responsible for transporting the students to and from the students’ home and school,
maintaining orderly behavior on the bus, and is expected to report incidences of misconduct to
administration.
Students are responsible for obeying the following rules, in addition to the Pathways Academy of Technology
and Design school rules and Hartford Public School Code of Conduct:
•
•
•
•
•
•
•

Follow the directions of the driver at all times.
Swearing at each other, the driver, or out the window is not permitted.
No hitting, touching or slapping at any time.
Alcohol, drugs or smoking are prohibited.
Stay seated at all times and do not throw any objects on the bus or out the windows.
Students causing any damage to the bus will be held responsible and have to pay for repairs.
Be prepared for the student bus in the morning by arriving at the student stop early.
Consequences

All rule violations are subject to the consequences stated in the Hartford Public Schools Code of Discipline.
The administrators have the authority to issue, but are not limited to, the following consequences for
violation of the rules:
•
•

•

Afterschool Detention
Temporary suspension of the riding privileges of the student. If a student is suspended from riding
the bus, the parent/ guardian is responsible for transportation to and from school during the
suspension period.
Removal of students from field trips that involve bus transportation.

I have read the Student Us e of Transportation Agreement and discussed it with my parent(s)/ guardian(s). I
understand the rules and consequences and will follow them.
Student Signature __________________________________________________ Date ______________
I have read the Student Use of Transportation Agreement and discussed it with my child. S/he understands
the rules and consequences.
Parent Signature __________________________________________________ Date ______________
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PATHWAYS ACADEMY OF TECHNOLOGY AND DESIGN
TECHNOLOGY RESOURCES STUDENT ACCEPTABLE USE AGREEMENT:
I,___________________________________,
(Print student’s name here)
as a user of technology resources and computer networks at Pathways Academy
of Technology and Design (“Pathways”), have read, accept and agree to abide by the following policies regarding
school technology, which I understand to include all computers, electronic devices, network systems and any related
systems and equipment in the school whether or not they belong to the school or to private individuals including
myself:
1.

I will use technology only when permitted and only to further Pathways’ educational objectives.

2. I will be very careful with the valuable devices that I am using, paying special attention to the computer screens and data
ports that are easily damaged and to the portable video and audio equipment that can easily be dropped.
3.

I will not remove any device identification stickers, including the name tags on my own computer and charger.

4.

I will use the student email account provided for me for all school-related communications.

5. I will be considerate of other technology users and their privacy and will not attempt to access or tamper with their
computers or accounts in any way.
6. I will not attempt to find out passwords used by other students or staff; and if I do come to know someone else’s password I
will tell that person immediately and will not use it in any way.
7. I will not access or attempt to access data on anyone else’s computer nor will I alter or attempt to alter any settings on any
technology devices without permission from Pathways staff.
8. I will use only appropriate language and images at all times on line and will not use computer resources to bother other
students in any way.
9. I will not give out any personal information about myself or anyone else while using these resources unless approved by the
instructor monitoring the use of their resources.
10. I will not knowingly degrade or disrupt electronic information resources, services or equipment, and I understand that such
activity may be considered to be a crime and includes, for example, tampering with computer hardware and software, vandalizing
or modifying data without permission, invoking computer viruses, attempting to gain access to restricted or unauthorized
networks or network services.
11. I will report all security problems I identify while using these resources to my teacher or to the school staff who is monitoring
my use of these resources.
12. I will act responsibly at all times and avoid activities that are inappropriate in the regular school environment (eg. playing
computer games. using chat rooms, installing software or visiting unauthorized websites)
13. I am aware that the inappropriate use of these resources is a violation of Pathways’ rules and can be a violation of local, state
and federal laws and that I may be prosecuted for violating those laws.
14. I will always give credit to the original creators of the information and ideas that I find online.
15. I will abide by all copyright laws and will seek assistance if a question arises.
I have read the Student Acceptable Use Agreement and discussed them with my parent(s)/guardian(s). I understand them
and I will follow them.
Student signature:________________________________________ Date:_________________
I have read the Student Acceptable Use Agreement and discussed them with my Child. They understand them and will follow
them.
Parent signature:________________________________________ Date:_________________
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APPENDIX 2
HARTFORD PUBLIC SCHOOLS DISTRICT POLICIES
Policies
School Governance Councils
Affirmative Action
Nondiscrimination
Psychotropic Drugs
Personnel – Certified/Non-Certified
Social Media
Ages of Attendance
Attendance
Promotion Retention Intervention
Parent-Teacher Communication
Student Records
Student Conduct and Discipline
Off-School Misconduct
Weapons and Dangerous Instruments
Smoking
Drug and Alcohol Use by Students
Chemical Health for Student Athletes
Student Gang Activity or Association
Cell Phone Use / Electronic Devices
Student Attire
Bullying Prevention
Student Health Services
Administration of Student Medications
Management Plan and Guidelines for Students with Food Allergies
and/or Glycogen Storage Disease
Health Assessments and Immunizations
Child Abuse and Neglect
Suicide Prevention and Intervention
First Amendment Rights
Sexual Harassment
Search and Seizure
Use of Metal Detector
On Campus Recruitment
Conducting Research in the Schools
Use of District Computer System Internet Safety Policy
Physical Restraint and Seclusion
Transportation
Curricular Exemptions
School Ceremonies and Observances
Homework
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Number
1211
4111.1
4118.1
4118.7
4118.21(a)
4118.61
5113
5114
5121
5123
5124
5131
5132
5133
5136
5137
5137.1
5138
5138.4
5140
5141
5151
5152
5152 (h)
5153
5156
5157
5161
5163.1
5166
5166.1
5168
5170
5171.1
5173
5181
6114
6115
6127

IDEA Alternative Assessments
Graduation Requirements
Grade Weighting/Class Rank

6132
6140
6146
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1211
Community Relations

SCHOOL GOVERNANCE COUNCILS
Purpose
Consistent with its adopted theory of action and commitment to create and maintain a system of
high-performing, distinctive schools of choice, the Board of Education will authorize the formation
of school-based governance councils to guide the development of its schools. The Board believes
that the success of the school and the students it serves is the shared responsibility of school staff,
parents or legal guardians, and community members.
The School Governance Council (SGC) is the primary, local school decision-making body of a school
devoted to achieve its mission and vision. Toward this end, the SGC will focus on the analysis of
student achievement, development of improvement plans, allocation of resources, programmatic
and operational changes, and after being in place for three years, a council may vote to recommend
that a school be reconstituted in order to improve the quality of the school and the achievement of
its students. All members of the council will perform their duties with integrity, discretion and
loyalty.
The principal is the chief executive officer of the school and accountable for school quality and
student achievement. The principal shall be responsible for forming, developing and maintaining an
effective and cohesive School Governance Council. Principals and School Governance Councils are
supported through the Portfolio Directors, SGC process coaches, and the SGC Coordinator.
The councils are not intended to replace parent organizations.
Scope of Policy
All schools will have a School Governance Council.
Membership and Election
Members will be elected through a fair, open, widely publicized, recorded, and timely election
process. The process for parent election shall be developed by the Principal in collaboration with
the school’s Parent-Teacher organization or a comparable parent organization. Any staff member
employed within the school who has children attending the school where they are employed cannot
serve as a parent member on the council; any staff member who is employed by the school or has
any other affiliation with the school cannot serve as the community representative on the council.
School Governance Councils shall be comprised of 14 voting duly elected members, plus up to three
nonvoting members depending on the type of school involved. The following tables describe the
category of membership, the number of members and how they are elected.
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Member

Number

Election Process

Parents or guardians of students
currently attending the school

7

Elected by the parents/legal guardians of
students attending the school, each household
with students attending the school will have
one vote in the SGC parent election process

Teachers (as per state definition*) at
the school

5

Elected by the teachers of the school

Community leaders within the school
district

2

Elected by the parent/legal guardian and
teacher members of the council

School principal or designee
(nonvoting)

1

Principal may participate directly or name a
designee

Additional members and election process in high schools:
Member

Number

Election Process

Student members, high school
councils only (nonvoting)

2

Elected by the school’s student body

The names and contact information (email and/or telephone number) for the SGC members will be
made available to the school community via approved SGC meeting minutes attendance, and the
school and district websites.
The Parent Chair of each School Governance Council shall be elected every two years by the 14
members of the council. A Parent Chair may not serve two consecutive terms as SGC chair.
All members are equal partners in decision-making, and all decisions are made by consensus. If
consensus cannot be achieved, decisions are made by a two-thirds majority vote. When a vote is
taken, it must be open and recorded; secret ballots are not permitted. Consensus is defined as all
members being in agreement or members being able to support the general agreement of the
group.
Requirements
In order to continue to have a strong and effective council, any members that join the council must
attend all required trainings provided by the District. Failure to meet training requirements will
result in removal from the council. The trainings will provide SGC members with the necessary
skills and tools to be active participants in the decision-making process.
* Regulations of Connecticut State Agencies Section-10-145d-400a
Teacher representatives must be teachers in active service at the school and parent representatives
must be parents of children currently attending the school.
School Governance Councils shall meet at least six times per year. The principal of the school shall
make the SGC meeting schedule for the academic year available to the school community, by the
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end of October of each year, via the school and district websites, emailing it to staff and parents, and
displaying it in key areas of the school. Absence from two consecutive meetings or half of the
meetings will result in removal from the council.
Terms of Voting
Voting members shall have a two-year term and no one member can serve more than two terms on
a council, if re-elected for a second term. The nonvoting student members shall serve a one-year
term, and no student member can serve more than two terms, if re-elected for a second term. After
the two terms are completed, the council will have elections in the month of May following the
requirements stated in the election process within this policy. This process also includes any
vacancies throughout the year. (See Attachment A for Guidance on Election Procedures.) The year
of each term shall be from July through June.
Roles and Responsibilities
A. Parent-Chairperson
The Parent Chair shall:
1. Work with the Principal to prepare the agenda and ground rules for SGC meetings
2. Conduct the SGC meetings
3. Select a member to take attendance and minutes of a least six SGC meetings
4. Attend semi-annual district-wide meetings of SGC Chairs /Co-Chairs with the
Superintendent
5. Attend annual meeting of SGC Chairs/Co-Chairs with the Board of Education
6. Maintain regular communication with Principal, and SGC Coordinator, and the Parent
Organization President
B. Principal or School Director
The Principal shall:
1. Serve as the SGC Co-Chair
2. Work collaboratively with the Parent Chair to prepare the agenda and ground rules for the
SGC meetings
3. Inform and provide school related information to the council in a timely fashion, make
recommendations, and implement agreed-upon SGC decisions
4. Maintain on file, for at least four years, all documentation related to SGC elections (parents,
teachers, community members, students), meeting agenda, minutes, and attendance.
Provide any of these documents to the Superintendent or his/her designee upon request.
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5. Distribute approved SGC minutes to SGC members and school community via email, and by
posting them on the school and district websites, by displaying them in an appropriate and
visible space in the school building, and by including them in staff and parent newsletters
6. Submit a complete list of the elected SGC members to the Superintendent or designees no
later than June 1st of each year.
In the exceptional case where the principal is in disagreement with the consensus or two-thirds
vote of the SGC, the Superintendent or designee shall review both recommendations and make a
final determination.
C. Council Members
The council collectively, shall establish an effective timeline for the following functions:
1. Analyze school achievement data and school needs as they relate to the school’s
improvement plan.
2. Assist in developing and reviewing the School Accountability Plan (SAP) and advise the
Principal before the report is submitted to the Superintendent of Schools. The council as a
whole must approve SAP before the Parent Chair and Principal sign the consent form and
submit it to the School Governance Council Coordinator by the end of October.
3. Review fiscal objectives of the school’s draft budget and advise the Principal before the
budget is submitted to the superintendent. The council as a whole must approve the school
budget before the Parent Chair and Principal sign the consent form and submit it to the
School Governance Council Coordinator by the end of February.
4. Participate in the Executive Search Committee for the hiring of the school principal or other
administrators of the school by conducting interviews of candidates and reporting on such
interviews to the superintendent of schools for the district and the local and regional board
of education. The SGC will complete the Office of Talent Management form stating
recommendations and comments of at least two candidates for the superintendent's
consideration
5. Assist the Principal in making programmatic and operational changes to improve the
school’s achievement.
6. Develop and approve a written school parent involvement policy that outlines the role of
parents and guardians. Schools that receive federal Title 1 funds are required to have a
parent involvement policy developed jointly with, approved by, and distributed to parents.
Note: A district Title 1 policy can serve this purpose.
7. Work with the Principal in the promotion of the school as a parental choice relative to its
enrollment goals.
8. Work with school administrators in developing and approving a school compact for parents,
legal guardians, and students that outlines the school’s goals and academic focus identifying
ways that parents and school personnel can build a partnership to improve student
learning. The council as a whole must approve the school compact before the Parent Chair
and Principal sign the consent form and submit it to the Chief of Early Literacy and Parent
Engagement.
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Schools that receive federal Title I funds are required to have a school-parent compact,
developed with parents.
9. Work with the Principal in reviewing data around partnership impact and viability of new
school partnerships. Review and approve an after-school program.
10. Advise and assist the Principal in the analysis of the school survey data and creation of
programs to improve school climate.
11. For those schools mandated by state law, after being in place for three years, a council may
vote to recommend that a school be reconstituted using one of the following models for
reconstitution: (1) turnaround; (2) restart; (3) transformation; (4) CommPact school; (5)
innovation school; and (6) any other model developed under federal law. However, a
council cannot vote to reconstitute a school if it was already reconstituted for another
purpose. The statute provides a process whereby the council’s recommendation for
reconstitution must be heard by the local board of education which must accept, modify or
reject the proposal. In a case where the council and the local board of education cannot
agree on reconstitution, the Commissioner of Education must decide. The State Board of
Education cannot allow more than 25 schools per year to be reconstituted under state law
(Public Act 10-111).
Reporting and Oversight
All schools are expected to adhere to all provisions of this policy regarding school governance
councils with regard to the manner of representation and conduct of elections.
School Governance Council meetings are open to the public, but are not meetings with the public.
Each School Governance Council shall report annually to the school’s stakeholders on their progress
in meeting the goals of the School Accountability Plan (SAP).
The Board of Education shall conduct an annual forum with School Governance Council Chairs and
Co-Chairs to assess the implementation of this policy.
Within available resources, the Superintendent shall maintain one website with information about
all School Governance Councils that includes an updated schedule of meetings, a link to the minutes
of each past meeting, and resources for parents, including, but not limited to, staff contact
information and informational materials.
The Superintendent will report annually to the Board on the effectiveness of School Governance
Councils as an element of the Board’s strategy to close the achievement gap for Hartford students
and recommend revision of the policy as warranted.
This policy will be reviewed by the Board of Education annually to make any changes deemed
necessary and make sure the requirements of the policy are met.
Legal Reference: Substitute Senate Bill No. 438 Public Act No. 10-111 An Act Concerning Education
Reform in Connecticut
Policy adopted: May 19, 2009

HARTFORD PUBLIC SCHOOLS
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1211
(Attachment A)
Process and Checklist for School Governance Council Elections
The table below presents the process for conducting School Governance Council elections. This
process must be conducted in collaboration with the PTO/PTA/PO.
Parent Process
1. Notice of election and call for nominations distributed to all parents.
2. Closing date for nominations.
• Once the nomination forms come back, notify the persons(s) and
determine if they are eligible and if they accept or decline.
3. Date by which the list of candidates will be displayed.
• Prepare your ballot with all names of nominees.
4. Provide an opportunity for parents to meet the candidates.
• Candidates must be present to accept nomination.
5. Date by which voting ballots will be prepared and distributed.
• Send out ballots to every household with deadline for return.
6. Close of ballot.
• Provide various times and methods for parents to cast their ballots.
7. Vote count.
• Once ballots are returned, determine election results.
8. Announcement of new council members.
• Send election results out to school community and to SGC
Coordinator.
9. Schedule first council meeting to elect community members and parent
co-chair (principal will preside as a non-voting member). Introduce
new members at the council meeting and document in minutes.

Insert Date
ü
ü

ü
ü
ü
ü
ü

ü

ü

Teacher Process
1. Teachers are in charge of their own election process. Process must be
documented.

ü

Community Process
1. Parents and teachers elect community members.
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PERSONNEL -- CERTIFIED/NON-CERTIFIED

4111.1
4211.1

Affirmative Action: Equal Employment Opportunity
The Board of Education will provide equal employment opportunities for all persons
without regard to race, gender, color, religious creed, national origin, religion, age, veteran
status, sex, sexual orientation, gender identity or expression, disability, marital status,
present or past history of mental disorder, mental retardation, learning disability or
physical disability, or abilities unrelated to the performance of the duties of the position.
The Board of Education directs the Administration to set as a goal the recruitment,
selection and employment of qualified people among all racial and ethnic groups.
The Board of Education requests an annual report from the Superintendent concerning the
extent to which the above mentioned Affirmative Action Program goals are being achieved.
No advertisement of employment opportunities may by intent or design restrict
employment based upon discrimination as defined by law.
Legal Reference:

Connecticut General Statutes
46a-60 Discriminatory employment practices prohibited 10-153
Discrimination on account of marital status.
46a-60 Discriminatory employment practices prohibited.
46a-81a Discrimination on the basis of sexual orientation: Definitions
Connecticut General Statutes § 46a-81c Sexual orientation
discrimination: Employment.
Title VI of the Civil Rights Act of 1964, 42 U.S.C. § 2000d et seq.
Title VII, Civil Rights Act U.S.C. 2000e, et. seq.
Title IX of the Education Amendments of 1972, 20 USCS § 1681, et seq.
Age Discrimination in Employment Act, 29 U.S.C. § 621
Americans with Disabilities Act, 42 U.S.C. § 12101
Section 504 of the Rehabilitation Act of 1973, 29 U.S.C. § 794
The Uniformed Services Employment and Reemployment Rights Act,
20 CFR 1002.18
Title II of the Genetic Information Nondiscrimination Act of 2008
Public Act 11-55, An Act Concerning Discrimination.

Policy adopted: July 6, 1999
SCHOOLS
Policy updated: November 1, 2005 Hartford, Connecticut
Policy revised: May 21, 2013
Policy updated: July 28, 2015
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4118.7
Personnel
Prohibition on Recommendations for Psychotropic Drugs
In accordance with Conn. Gen. Stat. § 10-212b, the Board of Education prohibits school personnel
from recommending the use of psychotropic drugs for any child. Moreover, personnel may not
require that a child obtain a prescription for a controlled substance (as defined in the Controlled
Substances Act, 21 USC 801 et seq.) in order for the child to: 1) attend school; 2) receive an initial
evaluation or reevaluation to determine a child's eligibility for special education; or 3) receive
special education and related services. Notwithstanding the foregoing, school health or mental
health personnel may recommend that a child be evaluated by an appropriate medical practitioner
and school personnel may consult with such practitioner with the consent of the parents or
guardian of such child, in accordance with the procedures outlined below.
I. Definitions
A. Psychotropic drugs means prescription medications for behavioral or social-emotional concerns,
such as attentional deficits, impulsivity, anxiety, depression and thought disorders, and includes,
but is not limited to, stimulant medication, and anti-depressants.
B. Recommend means to directly or indirectly suggest that a child should use psychotropic drugs.
C. School health or mental health personnel means:
1. school nurses or nurse practitioners appointed pursuant to Conn. Gen. Stat. § 10-212;
2. the HPS Medical Advisor/Director;
3. school psychologists;
4. school social workers;
5. school counselors;
6. school administrators;
7. other school personnel (such as a teacher designated as a child's Case Manager) who have been
identified by a Planning and Placement Team, Section 504 team, Student Assistance Team or similar
group of district professionals as the person responsible for communication with a parent or
guardian about a child’s need for medical evaluation;
8. a school professional staff member designated by the Superintendent to communicate with a
child's parent or guardian about a child’s need for medical evaluation.
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II. Procedures
A. School health or mental health personnel, as defined above, may communicate with other school
personnel about a child who may require a recommendation for a medical evaluation, provided that
1) there is a legitimate educational interest in sharing such information; and 2) such
communication shall remain confidential, to the extent required by law.
B. School health or mental health personnel, as defined above, may communicate a
recommendation to a parent or guardian that a child be evaluated by a medical practitioner
provided that 1) based on such person’s professional experience, objective factors indicate that a
medical evaluation may be necessary to address concerns relating to the child’s education and
overall mental health; and 2) any communication includes the basis for the recommendation.
C. If a parent or guardian determines that it is necessary to share medical information, including
results of any medical evaluation, with school personnel, he or she may do so at any time. School
personnel who receive such information directly from a parent must maintain the confidentiality of
such information, to the extent required by law.
D. Any school personnel with a legitimate educational interest in obtaining information from a
child’s medical practitioner outside the school who is not a school employee must obtain prior,
written consent from the child’s parent or guardian to communicate with such outside medical
practitioners. Any school health or mental health personnel, as defined above, may request written
consent from the parent or guardian. To be valid, the written consent must: 1) be signed by the
child’s parent or guardian; 2) be dated; 3) provide the child’s name; 4) provide the name of the
medical practitioner and relevant contact information, to the extent known; and 5) indicate the
scope of the consent.
Nothing in this policy shall be construed to prevent school personnel from consulting with a
medical practitioner who has information concerning a child, as long as the school district has
obtained consent from the parent(s) or guardian(s) of the child, in accordance with the Section II.D.,
above. Nothing in this policy shall prevent a planning and placement team from recommending a
medical evaluation as part of an initial evaluation or reevaluation, as needed to determine a child's
(i) eligibility for special education and related services, or (ii) educational needs for an
individualized education program.
Legal References:
Conn. Gen. Stat. § 10-212b
Public Act 06-18, An Act Concerning Special Education
34 C.F.R. § 300.174 Prohibition on mandatory medication.
Policy adopted: November 1, 2005
HARTFORD PUBLIC SCHOOLS
Revised: June 21, 2016 Hartford, Connecticut
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4112.8
4212.8
Personnel - Certified/Non-Certified
Nepotism: Employment of Relatives
Board of Education members and school administrators in order to avoid both the reality
and appearance of nepotism will make public any relationship the Board members or
administrators have with any possible candidate for a position for which the Board
member or administrator must give approval or has influence in such appointment.
For the purpose of this policy, relationship is defined as a member of the immediate family
which means the mother, father, grandmother, grandfather, or a grandchild of the Board
member or administrator, or of the spouse of the Board member or administrator, and the
spouse, son, stepson, son-in-law, daughter, stepdaughter, daughter-in-law, brother, sister,
or any relative living in the immediate household of the board member or administrator, or
other close friendships or business relationships that could be construed as possibly
causing a bias or loss of objectivity on the part of the Board member or administrator.
A Board member or administrator who has such relationship with any employee of the
school system as of the effective date of this policy shall declare such relationship
immediately. So far as possible, no administrator shall have supervisorial relationship to
any member of his/ her family.
Legal Reference:

Connecticut General Statutes
7-479 Conflicts of interest
46b-38rr Merger of civil union into marriage by default. Exception.

Policy adopted: July 6, 1999
SCHOOLS
Policy updated: November 1, 2005 Hartford, Connecticut
Policy revised: July 28, 2016
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4118.1
4218.1

Personnel – Certified/Non-Certified
Nondiscrimination

The conditions or privileges of employment in the school district, including the wages,
hours, terms and benefits, shall be applied without regard to race, gender identity or
expression, color, religious creed, national origin, age, sex, sexual orientation, veterans’
status, disability, marital status, present or past history of mental disorder, mental
retardation, learning disability or physical disability, or abilities unrelated to the
performance of the duties of the position. The Board of Education seeks to extend the
advantages of public education with full equality of educational opportunity to all students
and personnel. The board, any employee or any other person may not aid or compel the
performance of an unfair labor practice as defined by law.
The Board will not make employment decisions related to hiring, assignment, compensation,
promotion, demotion, disciplinary action and terminations on the basis of race, color, religion, age,
sex, gender identity or expression, marital status, sexual orientation, veterans’ status, national
origin, ancestry, disability or genetic information, except in the case of a bonafide occupational
qualification.
For the purposes of this policy, “genetic information” means the information about genes, gene
products, or inherited characteristics that may derive from an individual or family member.
“Genetic information” may also include an individuals’ family medical history, the results of an
individual’s or family member’s genetic tests, the fact that an individual or an individual’s family
member sought or received genetic services, and genetic information of a fetus carried by an
individual or an individual’s family member or an embryo lawfully held by an individual or family
member receiving assistive reproductive services.
For the purposes of this policy, "gender identity or expression” means a person's gender-related
identity, appearance or behavior, whether or not that gender-related identity, appearance or
behavior is different from that traditionally associated with the person's physiology or assigned sex
at birth, which gender-related identity can be shown by providing evidence including, but not
limited to, medical history, care or treatment of the gender-related identity, consistent and uniform
assertion of the gender-related identity or any other evidence that the gender-related identity is
sincerely held, part of a person's core identity or not being asserted for an improper purpose.
Legal Reference:

Connecticut General Statutes
10-153 Discrimination on account of marital status.
46a-60 Discriminatory employment practices prohibited.
46a-81a Discrimination on the basis of sexual orientation: Definitions
Connecticut General Statutes § 46a-81c Sexual orientation discrimination:
Employment.
Title VI of the Civil Rights Act of 1964, 42 U.S.C. § 2000d et seq.
Title VII, Civil Rights Act U.S.C. 2000e, et. seq.
Title IX of the Education Amendments of 1972, 20 USCS § 1681, et seq.
Age Discrimination in Employment Act, 29 U.S.C. § 621
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Americans with Disabilities Act, 42 U.S.C. § 12101
Section 504 of the Rehabilitation Act of 1973, 29 U.S.C. § 794
The Uniformed Services Employment and Reemployment Rights Act, 20 CFR
1002.18
Title II of the Genetic Information Nondiscrimination Act of 2008
Policy adopted: July 6, 1999
Policy updated: November 1, 2005 Hartford, Connecticut
Policy revised: May 21, 2013
Policy updated: July 28, 2015
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4118.21(A)
4218.21
PERSONNEL – CERTIFIED/NON-CERTIFIED
REPORTS OF SUSPECTED ABUSE OR NEGLECT OF CHILDREN OR SEXUAL ASSAULT OF STUDENTS BY SCHOOL
EMPLOYEES
Conn. Gen. Stat. Section 17a-101 et seq. requires school employees who have reasonable
cause to suspect or believe (1) that any child under eighteen has been abused or neglected, has had
a nonaccidental physical injury, or injury which is at variance with the history given of such injury,
or has been placed at imminent risk of serious harm, or (2) that any person who is being educated
by the technical high school system or a local or regional board of education, other than as part of
an adult education program, is a victim of sexual assault, and the perpetrator is a school employee,
to report such suspicions to the appropriate authority. In furtherance of this statute and its
purpose, it is the policy of the Board of Education to require ALL EMPLOYEES of the Board of
Education to report suspected abuse and/or neglect, nonaccidental physical injury, imminent risk
of serious harm or sexual assault of a student by a school employee, in accordance with the
procedures set forth below.
1.

Scope of Policy
This policy applies not only to school employees who are required by law to report
suspected child abuse and/or neglect, nonaccidental physical injury, imminent risk of
serious harm or sexual assault of a student by a school employee, but to ALL EMPLOYEES of
the Board of Education.

2.

Definitions
For the purposes of this policy:
"Abused" means that a child (a) has had physical injury or injuries inflicted upon him or her
other than by accidental means, or (b) has injuries which are at variance with the history
given of them, or (c) is in a condition which is the result of maltreatment, such as, but not
limited to, malnutrition, sexual molestation or exploitation, deprivation of necessities,
emotional maltreatment or cruel punishment.
"Neglected" means that a child (a) has been abandoned, or (b) is being denied proper care
and attention, physically, educationally, emotionally or morally, or (c) is being permitted to
live under conditions, circumstances or associations injurious to his well-being, or (d) has
been abused.
"School employee" means (A) a teacher, substitute teacher, school administrator, school
superintendent, guidance counselor, psychologist, social worker, nurse, physician, school
paraprofessional or coach employed by the Board or who is working in a Board elementary,
middle or high school; or (B) any other person who, in the performance of his or her duties,
has regular contact with students and who provides services to or on behalf of students
enrolled in the Hartford Public Schools, pursuant to a contract with the Board.
"Sexual assault" means, for the purposes of the mandatory reporting laws and this policy, a
violation of Sections 53a-70, 53a-70a, 53a-71, 53a-72a, 53a-72b or 53a-73a of the
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Connecticut General Statutes. Please see Appendix A of this policy for the relevant statutory
definitions of sexual assault laws and related terms covered by the mandatory reporting
laws and this policy.
"Statutory mandated reporter" means an individual required by Conn. Gen. Stat. Section
17a-101 et seq. to report suspected abuse and/or neglect of children or the sexual assault of
a student by a school employee. The term "statutory mandated reporter" includes all school
employees, as defined above, and any person who holds or is issued a coaching permit by
the State Board of Education, is a coach of intramural or interscholastic athletics and is
eighteen years of age or older.
3.

What Must Be Reported
a)

b)

A report must be made when any employee of the Board of Education in the
ordinary course of such person’s employment or profession has reasonable cause to
suspect or believe that any child under the age of eighteen years:
i)

has been abused or neglected;

ii)

has had nonaccidental physical injury, or injury which is at variance
with the history given for such injury, inflicted upon him/her;

iii)

is placed at imminent risk of serious harm; or

A report must be made when any employee of the Board of Education in the
ordinary course of such person’s employment or profession has reasonable cause to
suspect or believe that any person, regardless of age, who is being educated by the
technical high school system or a local or regional board of education, other than as
part of an adult education program, is a victim of the following sexual assault
crimes, and the perpetrator is a school employee:
i)

sexual assault in first degree;

ii)

aggravated sexual assault in the first degree;

iii)

sexual assault in the second degree;

iv)

sexual assault in the third degree;

v)

sexual assault in the third degree with a firearm; or

vi)

sexual assault in the fourth degree.

Please see Appendix A of this policy for the relevant statutory definitions of sexual
assault laws and related terms covered by the mandatory reporting laws and this
policy.
c)

The suspicion or belief of a Board employee may be based on factors including, but
not limited to, observations, allegations, facts or statements by a child or victim, as
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described above, or a third party. Such suspicion or belief does not require certainty
or probable cause.
4.

Reporting Procedures for Statutory Mandated Reporters
The following procedures apply only to statutory mandated reporters, as defined above.
When an employee of the Board of Education who is a statutory mandated reporter
and who, in the ordinary course of the person's employment, has reasonable cause to
suspect or believe that a child has been abused or neglected or placed at imminent
risk of serious harm, or is a victim of sexual assault by a school employee, as described
in Paragraph 3, above, the following steps shall be taken.

5.

(1)

The employee shall make an oral report as soon as practicable, but not later
than twelve hours after having reasonable cause to suspect or believe that a
child has been abused or neglected or placed at imminent risk of serious
harm, or is a victim of sexual assault by a school employee. Such oral report
shall be made by telephone or in person to the Commissioner of Children
and Families or the local law enforcement agency. The Department of
Children and Families has established a 24 hour Child Abuse and Neglect
Hotline at 1-800-842-2288 for the purpose of making such oral reports.

(2)

The employee shall also make an oral report as soon as practicable to the
Building Principal or his/her designee, and/or the Superintendent or
his/her designee. If the Building Principal is the alleged perpetrator of the
abuse/neglect or sexual assault of a student, then the employee shall notify
the Superintendent or his/her designee directly.

(3)

In cases involving suspected or believed abuse, neglect or sexual assault of a
student by a school employee, the Superintendent or his/her designee shall
immediately notify the child's parent or guardian that such a report has
been made.

(4)

Not later than forty-eight hours after making an oral report, the employee
shall submit a written report to the Commissioner of Children and Families
or the Commissioner’s designee containing all of the required information.
The written report should be submitted on the DCF-136 form or any other
form designated for that purpose.

(5)

The employee shall immediately submit a copy of the written report to the
Building Principal or his/her designee and to the Superintendent or the
Superintendent's designee.

(6)

If the report concerns suspected abuse, neglect or sexual assault of a student
by a school employee holding a certificate, authorization or permit issued by
the State Department of Education, the Commissioner of Children and
Families (or his/her designee) shall submit a copy of the written report to
the Commissioner of Education (or his/her designee).

Reporting Procedures for Employees Other Than Statutory Mandated Reporters
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The following procedures apply only to employees who are not statutory mandated
reporters, as defined above.
a)

b)

6.

When an employee who is not a statutory mandated reporter and who, in the ordinary
course of the person’s employment or profession, has reasonable cause to suspect or
believe that a child has been abused or neglected or placed at imminent risk of serious
harm, or is a victim of sexual assault by a school employee, as described in Paragraph
3, above, the following steps shall be taken.
(1)

The employee shall make an oral report as soon as practicable, but not later
than twelve hours after the employee has reasonable cause to suspect or
believe that a child has been abused or neglected, placed at imminent risk of
serious harm or is a victim of sexual assault by a school employee. Such oral
report shall be made by telephone or in person to the Superintendent of
Schools or his/her designee, to be followed by an immediate written report
to the Superintendent or his/her designee.

(2)

If the Superintendent or his/her designee determines that there is
reasonable cause to suspect or believe that a child has been abused or
neglected or placed at imminent risk of serious harm or is a victim of sexual
assault by school employee, he/she shall cause reports to be made in
accordance with the procedures set forth for statutory mandated reporters.

Nothing in this policy shall be construed to preclude an employee reporting
suspected child abuse, neglect or sexual assault by a school employee from
reporting the same directly to the Commissioner of Children and Families.

Contents of Reports
Any oral or written report made pursuant to this policy shall contain the following
information, if known:
a)

The names and addresses of the child* and his/her parents or other person
responsible for his/her care;

b)

the age of the child;

c)

the gender of the child;

d)

the nature and extent of the child's injury or injuries, maltreatment or neglect;

e)

the approximate date and time the injury or injuries, maltreatment or neglect
occurred;

f)

information concerning any previous injury or injuries to, or maltreatment or
neglect of the child or his/her siblings;

g)

the circumstances in which the injury or injuries, maltreatment or neglect came to
be known to the reporter;
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h)

the name of the person or persons suspected to be responsible for causing such
injury or injuries, maltreatment or neglect;

i)

the reasons such person or persons are suspected of causing such injury or injuries,
maltreatment or neglect;

j)

any information concerning any prior cases in which such person or persons have
been suspected of causing an injury, maltreatment or neglect of a child; and

k)

whatever action, if any, was taken to treat, provide shelter or otherwise assist the
child.

*For purposes of this Paragraph, the term “child” includes any victim of sexual assault by a
school employee, as described in Paragraph 3, above.
7.

Investigation of the Report
a)

The Superintendent or his/her designee shall thoroughly investigate reports of
suspected abuse, neglect or sexual assault if/when such report involves an
employee of the Board of Education or other individual under the control of the
Board, provided such investigation does not impede an investigation by the
Department of Children and Families (“DCF”). In all other cases, DCF shall be
responsible for conducting the investigation with the cooperation and collaboration
of the Board, as appropriate.

b)

Recognizing that DCF is the lead agency for the investigation of child abuse and
neglect reports and reports of a student’s sexual assault by school employees, the
Superintendent's investigation shall permit and give priority to any investigation
conducted by the Commissioner of Children and Families or the appropriate local
law enforcement agency. The Superintendent shall conduct the district’s
investigation and take any disciplinary action, consistent with state law, upon notice
from the Commissioner of Children and Families or the appropriate local law
enforcement agency that the district’s investigation will not interfere with the
investigation of the Commissioner of Children and Families or the local law
enforcement agency.

c)

The Superintendent shall coordinate investigatory activities in order to minimize
the number of interviews of any child or student victim of sexual assault and share
information with other persons authorized to conduct an investigation of child
abuse or neglect, as appropriate.

d)

Any person reporting child abuse or neglect or the sexual assault of a student by a
school employee, or having any information relevant to alleged abuse or neglect or
of the sexual assault of a student by a school employee, shall provide the
Superintendent with all information related to the investigation that is in the
possession or control of such person, except as expressly prohibited by state or
federal law.
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e)

8.

When the school district is conducting an investigation involving suspected abuse or
neglect or sexual assault of a student by an employee of the Board or other
individual under the control of the Board, the Superintendent’s investigation shall
include an opportunity for the individual suspected of abuse, neglect or sexual
assault to be heard with respect to the allegations contained within the report.
During the course of such investigation, the Superintendent may suspend a Board
employee with pay or may place the employee on administrative leave with pay,
pending the outcome of the investigation. If the individual is one who provides
services to or on behalf of students enrolled in the Hartford Public Schools, pursuant
to a contract with the Board of Education, the Superintendent may suspend the
provision of such services, and direct the individual to refrain from any contact with
students enrolled in the Hartford Public Schools, pending the outcome of the
investigation.

Evidence of Abuse, Neglect or Sexual Assault by a School Employee
a)

If, upon completion of the investigation by the Commissioner of Children and
Families (“Commissioner”), the Superintendent has received a report from the
Commissioner that he or she has reasonable cause to believe that (1) a child has
been abused or neglected by a school employee, as defined above, and the
Commissioner has recommended that such employee be placed on the Department
of Children and Families child abuse and neglect registry, or (2) a student is a victim
of sexual assault by a school employee, the Superintendent shall request (and the
law provides) that DCF notify the Superintendent not later than five (5) working
days after such finding, and provide the Superintendent with records, whether or
not created by DCF, concerning such investigation. The Superintendent shall
suspend such school employee. Such suspension shall be with pay and shall not
result in the diminution or termination of benefits to such employee.

b)

Not later than seventy-two (72) hours after such suspension, the Superintendent
shall notify the Board of Education and the Commissioner of Education, or the
Commissioner of Education's representative, of the reasons for and the conditions of
the suspension. The Superintendent shall disclose such records to the Commissioner
of Education and the Board of Education or its attorney for purposes of review of
employment status or the status of such employee's certificate, permit or
authorization, if any.

c)

The suspension of a school employee employed in a position requiring a certificate
shall remain in effect until the Superintendent and/or Board of Education acts
pursuant to the provisions of Conn. Gen. Stat. §10-151. If the contract of
employment of such certified school employee is terminated, or such certified
school employee resigns such employment, the Superintendent shall notify the
Commissioner of Education, or the Commissioner of Education's representative,
within seventy-two (72) hours after such termination or resignation.

d)

The suspension of a school employee employed in a position requiring an
authorization or permit shall remain in effect until the Superintendent and/or
Board of Education acts pursuant to any applicable termination provisions. If the
contract of employment of a school employee holding an authorization or permit
from the State Department of Education is terminated, or such school employee
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resigns such employment, the Superintendent shall notify the Commissioner of
Education, or the Commissioner of Education's representative, within seventy-two
hours after such termination or resignation.

9.

e)

Regardless of the outcome of any investigation by the Commissioner of Children and
Families and/or the police, the Superintendent and/or the Board, as appropriate,
may take disciplinary action, up to and including termination of employment, in
accordance with the provisions of any applicable statute, if the Superintendent’s
investigation produces evidence that a child has been abused or neglected by a
school employee or that a student has been a victim of sexual assault by a school
employee.

f)

The Hartford Public Schools shall not employ a person whose employment contract
is terminated or who resigned from employment following a suspension pursuant to
Paragraph 8(a) of this policy and Conn. Gen. Stat. § 17a-101i, if such person is
convicted of a crime involving an act of child abuse or neglect or an act of sexual
assault of a student, as described in Paragraph 3 of this policy.

Evidence of Abuse, Neglect or Sexual Assault by An Independent Contractor of the Board of
Education
If the investigation by the Superintendent and/or the Commissioner of Children and
Families produces evidence that a child has been abused or neglected, or a student has been
sexually assaulted, by any individual who provides services to or on behalf of students
enrolled in the Hartford Public Schools, pursuant to a contract with the Board of Education,
the Superintendent shall permanently suspend the provision of such services, and direct the
individual to refrain from any contact with students enrolled in the Hartford Public Schools.

10.

Delegation of Authority by Superintendent
The Superintendent may appoint a designee for the purposes of receiving and making
reports, notifying and receiving notification, or investigating reports pursuant to this policy.

11.

Confidential Rapid Response Team
No later than January 1, 2016, the Superintendent shall establish a confidential rapid
response team to coordinate with DCF to (1) ensure prompt reporting of suspected abuse
or neglect or sexual assault of a student by a school employee, as described in Paragraph 3,
above, and (2) provide immediate access to information and individuals relevant to the
department’s investigation. The confidential rapid response team shall consist of a teacher
and the Superintendent, a local police officer and any other person the Board of Education,
acting through its Superintendent, deems appropriate.

12.

Disciplinary Action for Failure to Follow Policy
Except as provided in Section 12 below, any employee who fails to comply with the
requirements of this policy shall be subject to discipline, up to and including termination of
employment.
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13.

The Hartford Public Schools shall not hire any person whose employment contract was
previously terminated by a board of education or who resigned from such employment, if
such person has been convicted of a violation of Section 17a-101a of the Connecticut
General Statutes, as amended, relating to mandatory reporting, regardless of whether an
allegation of abuse or neglect or sexual assault was substantiated.

14.

Non-Discrimination Policy/Prohibition Against Retaliation
The Board of Education expressly prohibits retaliation against individuals reporting child
abuse or neglect or the sexual assault of a student by a school employee and shall not
discharge or in any manner discriminate or retaliate against any employee who, in good
faith makes, or in good faith does not make, a report pursuant to this policy, or testifies or is
about to testify in any proceeding involving abuse or neglect or sexual assault by a school
employee. The Board of Education also prohibits any employee from hindering or
preventing or attempting to hinder or prevent any employee from making a report
pursuant to this policy or state law concerning suspected child abuse or neglect or the
sexual assault of a student by a school employee or testifying in any proceeding involving
child abuse or neglect or the sexual assault of a student by a school employee.

15.

Distribution of Policy
This policy shall be distributed annually to all school employees employed by the Board.
The Board shall document that all such school employees have received this written policy
and completed the training and refresher training programs required by in Section 14,
below.

16.

17.

Training
a)

All new school employees, as defined above, shall be required to complete an
educational training program for the accurate and prompt identification and
reporting of child abuse and neglect. Such training program shall be developed and
approved by the Commissioner of Children and Families.

b)

All school employees, as defined above, shall retake a refresher training course
developed and approved by the Commissioner of Children and Families at least once
every three years.

c)

The principal for each school shall annually certify to the Superintendent that each
school employee, as defined above, working at such school, is in compliance with the
training provisions in this policy and as required by state law. The Superintendent
shall certify such compliance to the State Board of Education.

Records
a)

The Board shall maintain in a central location all records of allegations,
investigations and reports that a child has been abused or neglected by a school
employee employed by the Board or that a student has been a victim of sexual
assault by a school employee employed by the Board, as defined above, and
conducted in accordance with this policy. Such records shall include any reports
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made to the Department of Children and Families. The State Department of
Education shall have access to such records upon request.
b)

Notwithstanding the provisions of Conn. Gen. Stat. §10-151c, the Board shall
provide the Commissioner of Children and Families, upon request and for the
purposes of an investigation by the Commissioner of Children and Families of
suspected child abuse or neglect by a teacher employed by the Board, any records
maintained or kept on file by the Board. Such records shall include, but not be
limited to, supervisory records, reports of competence, personal character and
efficiency maintained in such teacher's personnel file with reference to evaluation of
performance as a professional employee of the Board, and records of the personal
misconduct of such teacher. For purposes of this section, "teacher" includes each
certified professional employee below the rank of superintendent employed by the
Board in a position requiring a certificate issued by the State Board of Education.

Legal References:
Connecticut General Statutes:
Section 10-151
Section 17a-101 et seq.
Section 17a-103
Section 53a-65
Public Act 15-205, “An Act Protecting School Children”
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Appendix A
RELEVANT EXCERPTS OF STATUTORY DEFINITIONS
OF SEXUAL ASSAULT AND RELATED TERMS COVERED BY MANDATATORY REPORTING LAWS
AND THIS POLICY
An employee of the Board of Education must make a report in accordance with this policy when the
employee of the Board of Education in the ordinary course of such person’s employment or
profession has reasonable cause to suspect or believe that any person, regardless of age, who is
being educated by the technical high school system or a local or regional board of education, other
than as part of an adult education program, is a victim of the following sexual assault crimes, and
the perpetrator is a school employee. The following are relevant excerpts of the sexual assault laws
and related terms covered by mandatory reporting laws and this policy.
“Intimate Parts” (Conn. Gen. Stat. § 53a-65)
“Intimate parts” means the genital area or any substance emitted therefrom, groin, anus or any
substance emitted therefrom, inner thighs, buttocks or breasts.
“Sexual Intercourse” (Conn. Gen. Stat. § 53a-65)
“Sexual intercourse” means vaginal intercourse, anal intercourse, fellatio or cunnilingus between
persons regardless of sex. Its meaning is limited to persons not married to each other. Penetration,
however slight, is sufficient to complete vaginal intercourse, anal intercourse or fellatio and does
not require emission of semen. Penetration may be committed by an object manipulated by the
actor into the genital or anal opening of the victim's body.
“Sexual Contact” (Conn. Gen. Stat. § 53a-65)
“Sexual contact” means any contact with the intimate parts of a person not married to the actor for
the purpose of sexual gratification of the actor or for the purpose of degrading or humiliating such
person or any contact of the intimate parts of the actor with a person not married to the actor for
the purpose of sexual gratification of the actor or for the purpose of degrading or humiliating such
person.
Sexual Assault in First Degree (Conn. Gen. Stat. § 53a-70)
A person is guilty of sexual assault in the first degree when such person (1) compels another person
to engage in sexual intercourse by the use of force against such other person or a third person, or by
the threat of use of force against such other person or against a third person which reasonably
causes such person to fear physical injury to such person or a third person, or (2) engages in sexual
intercourse with another person and such other person is under thirteen years of age and the actor
is more than two years older than such person, or (3) commits sexual assault in the second degree
as provided in section 53a-71 and in the commission of such offense is aided by two or more other
persons actually present, or (4) engages in sexual intercourse with another person and such other
person is mentally incapacitated to the extent that such other person is unable to consent to such
sexual intercourse.
Aggravated Sexual Assault in the First Degree (Conn. Gen. Stat. § 53a-70a)
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A person is guilty of aggravated sexual assault in the first degree when such person commits sexual
assault in the first degree as provided in section 53a-70 and in the commission of such offense (1)
such person uses or is armed with and threatens the use of or displays or represents by such
person's words or conduct that such person possesses a deadly weapon, (2) with intent to disfigure
the victim seriously and permanently, or to destroy, amputate or disable permanently a member or
organ of the victim's body, such person causes such injury to such victim, (3) under circumstances
evincing an extreme indifference to human life such person recklessly engages in conduct which
creates a risk of death to the victim, and thereby causes serious physical injury to such victim, or (4)
such person is aided by two or more other persons actually present. No person shall be convicted of
sexual assault in the first degree and aggravated sexual assault in the first degree upon the same
transaction but such person may be charged and prosecuted for both such offenses upon the same
information.
Sexual Assault in the Second Degree (Conn. Gen. Stat. § 53a-71)
A person is guilty of sexual assault in the second degree when such person engages in sexual
intercourse with another person and: (1) Such other person is thirteen years of age or older but
under sixteen years of age and the actor is more than three years older than such other person; or
(2) such other person is impaired because of mental disability or disease to the extent that such
other person is unable to consent to such sexual intercourse; or (3) such other person is physically
helpless; or (4) such other person is less than eighteen years old and the actor is such person's
guardian or otherwise responsible for the general supervision of such person's welfare; or (5) such
other person is in custody of law or detained in a hospital or other institution and the actor has
supervisory or disciplinary authority over such other person; or (6) the actor is a psychotherapist
and such other person is (A) a patient of the actor and the sexual intercourse occurs during the
psychotherapy session, (B) a patient or former patient of the actor and such patient or former
patient is emotionally dependent upon the actor, or (C) a patient or former patient of the actor and
the sexual intercourse occurs by means of therapeutic deception; or (7) the actor accomplishes the
sexual intercourse by means of false representation that the sexual intercourse is for a bona fide
medical purpose by a health care professional; or (8) the actor is a school employee and such other
person is a student enrolled in a school in which the actor works or a school under the jurisdiction
of the local or regional board of education which employs the actor; or (9) the actor is a coach in an
athletic activity or a person who provides intensive, ongoing instruction and such other person is a
recipient of coaching or instruction from the actor and (A) is a secondary school student and
receives such coaching or instruction in a secondary school setting, or (B) is under eighteen years of
age; or (10) the actor is twenty years of age or older and stands in a position of power, authority or
supervision over such other person by virtue of the actor's professional, legal, occupational or
volunteer status and such other person's participation in a program or activity, and such other
person is under eighteen years of age; or (11) such other person is placed or receiving services
under the direction of the Commissioner of Developmental Services in any public or private facility
or program and the actor has supervisory or disciplinary authority over such other person.
Sexual Assault in the Third Degree (Conn. Gen. Stat. § 53a-72a)
A person is guilty of sexual assault in the third degree when such person (1) compels another
person to submit to sexual contact (A) by the use of force against such other person or a third
person, or (B) by the threat of use of force against such other person or against a third person,
which reasonably causes such other person to fear physical injury to himself or herself or a third
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person, or (2) engages in sexual intercourse with another person whom the actor knows to be
related to him or her within any of the degrees of kindred specified in section 46b-21.
Sexual Assault in the Third Degree with a Firearm (Conn. Gen. Stat. § 53a-72b)
A person is guilty of sexual assault in the third degree with a firearm when such person commits
sexual assault in the third degree as provided in section 53a-72a, and in the commission of such
offense, such person uses or is armed with and threatens the use of or displays or represents by
such person's words or conduct that such person possesses a pistol, revolver, machine gun, rifle,
shotgun or other firearm. No person shall be convicted of sexual assault in the third degree and
sexual assault in the third degree with a firearm upon the same transaction but such person may be
charged and prosecuted for both such offenses upon the same information.
Sexual Assault in the Fourth Degree (Conn. Gen. Stat. § 53a-73a)
A person is guilty of sexual assault in the fourth degree when: (1) Such person subjects another
person to sexual contact who is (A) under thirteen years of age and the actor is more than two years
older than such other person, or (B) thirteen years of age or older but under fifteen years of age and
the actor is more than three years older than such other person, or (C) mentally incapacitated or
impaired because of mental disability or disease to the extent that such other person is unable to
consent to such sexual contact, or (D) physically helpless, or (E) less than eighteen years old and the
actor is such other person's guardian or otherwise responsible for the general supervision of such
other person's welfare, or (F) in custody of law or detained in a hospital or other institution and the
actor has supervisory or disciplinary authority over such other person; or (2) such person subjects
another person to sexual contact without such other person's consent; or (3) such person engages
in sexual contact with an animal or dead body; or (4) such person is a psychotherapist and subjects
another person to sexual contact who is (A) a patient of the actor and the sexual contact occurs
during the psychotherapy session, or (B) a patient or former patient of the actor and such patient or
former patient is emotionally dependent upon the actor, or (C) a patient or former patient of the
actor and the sexual contact occurs by means of therapeutic deception; or (5) such person subjects
another person to sexual contact and accomplishes the sexual contact by means of false
representation that the sexual contact is for a bona fide medical purpose by a health care
professional; or (6) such person is a school employee and subjects another person to sexual contact
who is a student enrolled in a school in which the actor works or a school under the jurisdiction of
the local or regional board of education which employs the actor; or (7) such person is a coach in an
athletic activity or a person who provides intensive, ongoing instruction and subjects another
person to sexual contact who is a recipient of coaching or instruction from the actor and (A) is a
secondary school student and receives such coaching or instruction in a secondary school setting,
or (B) is under eighteen years of age; or (8) such person subjects another person to sexual contact
and (A) the actor is twenty years of age or older and stands in a position of power, authority or
supervision over such other person by virtue of the actor's professional, legal, occupational or
volunteer status and such other person's participation in a program or activity, and (B) such other
person is under eighteen years of age; or (9) such person subjects another person to sexual contact
who is placed or receiving services under the direction of the Commissioner of Developmental
Services in any public or private facility or program and the actor has supervisory or disciplinary
authority over such other person.
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Appendices B and C are optional to include with the policy, however they may be useful as part of
training for staff members in identifying the signs of abuse and/or neglect of children.
APPENDIX B
Operational Definitions of Child Abuse and Neglect
The purpose of this policy is to provide consistency for staff in defining and identifying operational
definitions, evidence of abuse and/or neglect and examples of adverse impact indicators.
The following operational definitions are working definitions and examples of child abuse and
neglect as used by the Connecticut Department of Children and Families.
For the purposes of these operational definitions,
•

•

•

a person responsible for a child's health, welfare or care means:
o the child’s parent, guardian, foster parent, an employee of a public or private
residential home, agency or institution or other person legally responsible under
State law for the child’s welfare in a residential setting; or any staff person providing
out-of-home care, including center-based child day care, family day care, or group
day care.
a person given access to a child is a person who is permitted to have personal interaction
with a child by the person responsible for the child’s health, welfare or care or by a person
entrusted with the care of a child for the purpose of education, child care, counseling,
spiritual guidance, coaching, training, instruction, tutoring or mentoring.
Note: Only a “child” as defined above may be classified as a victim of child abuse and/or
neglect; only a “person responsible”, “person given access”, or “person entrusted” as defined
above may be classified as a perpetrator of child abuse and/or neglect.
o While only a child under eighteen may be a victim of child abuse or neglect, a report
under mandatory reporting laws and this policy is required if an employee of the
Board of Education in the ordinary course of such person’s employment or
profession has reasonable cause to suspect or believe that any person, regardless of
age, who is being educated by the technical high school system or a local or regional
board of education, other than as part of an adult education program, is a victim of
sexual assault, as set forth in this policy, and the perpetrator is a school employee.
Physical Abuse

A child may be found to have been physically abused who:
has been inflicted with physical injury or injuries other than by accidental means,
is in a condition which is the result of maltreatment such as, but not limited to, malnutrition,
sexual molestation, deprivation of necessities, emotional maltreatment or cruel punishment,
and/or
has injuries at variance with the history given of them.
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Evidence of physical abuse includes:
bruises, scratches, lacerations
burns, and/or scalds
reddening or blistering of the tissue through application of heat by fire, chemical substances,
cigarettes, matches, electricity, scalding water, friction, etc.
injuries to bone, muscle, cartilage, ligaments:
fractures, dislocations, sprains, strains, displacements, hematomas, etc.
head injuries
internal injuries
death
misuse of medical treatments or therapies
malnutrition related to acts of commission or omission by an established caregiver resulting in
a child’s malnourished state that can be supported by professional medical opinion
deprivation of necessities acts of commission or omission by an established caregiver resulting
in physical harm to child
cruel punishment.
Sexual Abuse/Exploitation Sexual Abuse/Exploitation
Sexual Abuse/Exploitation is any incident involving a child's non-accidental exposure to sexual
behavior.
Evidence of sexual abuse includes, but is not limited to the following:
rape
penetration: digital, penile, or foreign objects
oral / genital contact
indecent exposure for the purpose of sexual gratification of the offender, or for purposes of
shaming, humiliating, shocking or exerting control over the victim
incest
fondling, including kissing, for the purpose of sexual gratification of the offender, or for
purposes of shaming, humiliating, shocking or exerting control over the victim
sexual exploitation, including possession, manufacture, or distribution of child pornography.
online enticement of a child for sexual acts, child prostitution, child-sex tourism, unsolicited
obscene material sent to a child, or misleading domain name likely to attract a child to an
inappropriate website
coercing or forcing a child to participate in, or be negligently exposed to, pornography and/or
sexual behavior
disease or condition that arises from sexual transmission
other verbal, written or physical behavior not overtly sexual but likely designed to “groom” a
child for future sexual abuse.
Legal References: Federal Law 18 U.S.C. 2215 Sexual Exploitation of Children.
Emotional Maltreatment-Abuse
Emotional Maltreatment-Abuse is:
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act(s), statement(s), or threat(s), which
has had, or is likely to have an adverse impact on the child; and/or
interferes with a child’s positive emotional development.
Evidence of emotional maltreatment-abuse includes, but is not limited to, the following:
rejecting;
degrading;
isolating and/or victimizing a child by means of cruel, unusual, or excessive methods of
discipline; and/or
exposing the child to brutal or intimidating acts or statements.
Indicators of Adverse Impact of emotional maltreatment-abuse may include, but are not
limited to, the following:
depression;
withdrawal;
low self-esteem;
anxiety;
fear;
aggression/ passivity;
emotional instability;
sleep disturbances;
somatic complaints with no medical basis;
inappropriate behavior for age or development;
suicidal ideations or attempts;
extreme dependence;
academic regression;
and/or trust issues.
Physical Neglect
A child may be found neglected who:
has been abandoned;
is being denied proper care and attention physically, educationally, emotionally, or morally;
is being permitted to live under conditions, circumstances or associations injurious to his wellbeing; and/or
has been abused.
Evidence of physical neglect includes, but is not limited to:
inadequate food;
malnutrition;
inadequate clothing;
inadequate housing or shelter;
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erratic, deviant, or impaired behavior by the person responsible for the child’s health, welfare
or care; by a person given access to the child; or by a person entrusted with the child’s care
which adversely impacts the child;
permitting the child to live under conditions, circumstances or associations injurious to his
well-being including, but not limited to, the following:
substance abuse by caregiver, which adversely impacts the child physically
substance abuse by the mother of a newborn child and the newborn has a positive urine
or meconium toxicology for drugs
psychiatric problem of the caregiver which adversely impacts the child physically
exposure to family violence which adversely impacts the child physically
exposure to violent events, situations, or persons that would be reasonably
judged to compromise a child’s physical safety
non-accidental, negligent exposure to drug trafficking and/or individuals
engaged in the active abuse of illegal substances
voluntarily and knowingly entrusting the care of a child to individuals who may
be disqualified to provide safe care, e.g. persons who are subject to active
protective or restraining orders; persons with past history of violent/drug/sex
crimes; persons appearing on the Central Registry
non-accidental or negligent exposure to pornography or sexual acts
inability to consistently provide the minimum of child-caring tasks
inability to provide or maintain a safe living environment
action/inaction resulting in death
abandonment
action/inaction resulting in the child’s failure to thrive
transience
inadequate supervision:
creating or allowing a circumstance in which a child is alone for an excessive period of
time given the child’s age and cognitive abilities
holding the child responsible for the care of siblings or others beyond the child’s ability
failure to provide reasonable and proper supervision of a child given the child’s age and
cognitive abilities.
Note: Inadequate food, clothing, or shelter or transience finding must be related to caregiver acts
of omission or commission and not simply a function of poverty alone.
Medical Neglect
Medical Neglect is the unreasonable delay, refusal or failure on the part of the person responsible
for the child's health, welfare or care or the person entrusted with the child’s care to seek, obtain,
and/or maintain those services for necessary medical, dental or mental health care when such
person knows, or should reasonably be expected to know, that such actions may have an adverse
impact on the child.
Evidence of medical neglect includes, but is not limited to:
frequently missed appointments, therapies or other necessary medical and/or mental health
treatments;
withholding or failing to obtain or maintain medically necessary treatment from a child with
life-threatening, acute or chronic medical or mental health conditions; and/or
withholding medically indicated treatment from disabled infants with life threatening
conditions.
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Note: Failure to provide the child with immunizations or routine well child care in and of itself
does not constitute medical neglect.

Educational Neglect
Except as noted below, Educational Neglect occurs when, by action or inaction, the parent or
person having control of a child five (5) years of age and older and under eighteen (18) years of age
who is not a high school graduate
fails to register the child in school
fails to allow the child to attend school or receive home instruction in accordance with CONN.
GEN. STAT. §10-184
failure to take appropriate steps to ensure regular attendance at school if the child is registered.
Exceptions (in accordance with Conn. Gen. Stat. § 10-184):
A parent or person having control of a child may exercise the option of not sending the child to
school at age five (5) or age six (6) years by personally appearing at the school district office
and signing an option form. In these cases, educational neglect occurs if the parent or person
having control of the child has registered the child at age five (5) or age (6) years and then does
not allow the child to attend school or receive home instruction.
Note: Failure to sign a registration option form for such a child is not in and of itself educational
neglect.
A parent or person having control of a child seventeen (17) years of age may consent to such
child’s withdrawal from school. Such parent or person shall personally appear at the school
district office and sign a withdrawal form.
Emotional Neglect
Emotional Neglect is the denial of proper care and attention, or failure to respond, to a child’s
affective needs by the person responsible for the child's health, welfare or care; by the person given
access to the child; or by the person entrusted with the child’s care which has an adverse impact on
the child or seriously interferes with a child’s positive emotional development.
Evidence of emotional neglect includes, but is not limited to, the following:
inappropriate expectations of the child given the child's developmental level;
failure to provide the child with appropriate support, attention and affection;
permitting the child to live under conditions, circumstances or associations; injurious to his
well-being including, but not limited to, the following:
substance abuse by caregiver, which adversely impacts the child emotionally;
psychiatric problem of the caregiver, which adversely impacts the child emotionally;
and
exposure to family violence which adversely impacts the child emotionally.
Indicators may include, but are not limited to, the following:
depression;
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withdrawal;
low self-esteem;
anxiety;
fear;
aggression/ passivity;
emotional instability;
sleep disturbances;
somatic complaints with no medical basis;
inappropriate behavior for age or development;
suicidal ideations or attempts;
extreme dependence;
academic regression;
trust issues.
Moral Neglect
Moral Neglect: Exposing, allowing, or encouraging the child to engage in illegal or reprehensible
activities by the person responsible for the child’s health, welfare or care or person given access or
person entrusted with the child’s care.
Evidence of Moral Neglect includes but is not limited to:
stealing;
using drugs and/or alcohol;
and involving a child in the commission of a crime, directly or by caregiver indifference.
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Appendix C
INDICATORS OF CHILD ABUSE AND NEGLECT
Indicators of Physical Abuse
HISTORICAL
Delay in seeking appropriate care after injury.
No witnesses.
Inconsistent or changing descriptions of accident by child and/or parent.
Child's developmental level inconsistent with history.
History of prior "accidents".
Absence of parental concern.
Child is handicapped (physically, mentally, developmentally) or otherwise perceived as
"different" by parent.
Unexplained school absenteeism.
History of precipitating crisis
PHYSICAL
Soft tissue injuries on face, lips, mouth, back, buttocks, thighs or large areas of the torso;
Clusters of skin lesions; regular patterns consistent with an implement;
Shape of lesions inconsistent with accidental bruise;
Bruises/welts in various stages of healing;
Burn pattern consistent with an implement on soles, palms, back, buttocks and genitalia;
symmetrical and/or sharply demarcated edges;
Fractures/dislocations inconsistent with history;
Laceration of mouth, lips, gums or eyes;
Bald patches on scalp;
Abdominal swelling or vomiting;
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Adult-size human bite mark(s);
Fading cutaneous lesions noted after weekends or absences;
Rope marks.
BEHAVIORAL
Wary of physical contact with adults;
Affection inappropriate for age Extremes in behavior, aggressiveness/withdrawal;
Expresses fear of parents;
Reports injury by parent;
Reluctance to go home;
Feels responsible (punishment "deserved");
Poor self-esteem;
Clothing covers arms and legs even in hot weather.
Indicators of Sexual Abuse
HISTORICAL
Vague somatic complaint;
Excessive school absences;
Inadequate supervision at home;
History of urinary tract infection or vaginitis;
Complaint of pain; genital, anal or lower back/abdominal;
Complaint of genital itching;
Any disclosure of sexual activity, even if contradictory.
PHYSICAL
Discomfort in walking, sitting;
Evidence of trauma or lesions in and around mouth;
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Vaginal discharge/vaginitis;
Vaginal or rectal bleeding;
Bruises, swelling or lacerations around genitalia, inner thighs;
Dysuria;
Vulvitis;
Any other signs or symptoms of sexually transmitted disease;
Pregnancy.
BEHAVIORAL
Low self-esteem;
Change in eating pattern;
Unusual new fears;
Regressive behaviors;
Personality changes (hostile/aggressive or extreme compliance);
Depression;
Decline in school achievement;
Social withdrawal; poor peer relationship;
Indicates sophisticated or unusual sexual knowledge for age;
Seductive behavior, promiscuity or prostitution;
Substance abuse;
Suicide ideation or attempt;
Runaway.
Indicators of Emotional Abuse
HISTORICAL
Parent ignores/isolates/belittles/rejects/scapegoats child
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Parent's expectations inappropriate to child's development
Prior episode(s) of physical abuse
Parent perceives child as "different"
PHYSICAL
(Frequently none);
Failure to thrive;
Speech disorder;
Lag in physical development;
Signs/symptoms of physical abuse.
BEHAVIORAL
Poor self-esteem
Regressive behavior (sucking, rocking, enuresis)
Sleep disorders
Adult behaviors (parenting sibling)
Antisocial behavior;
Emotional or cognitive developmental delay;
Extremes in behavior - overly aggressive/compliant;
Depression;
Suicide ideation/attempt.

Indicators of Physical Neglect
HISTORICAL
High rate of school absenteeism;
Frequent visits to school nurse with nonspecific complaints;
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Inadequate supervision, especially for long periods and for dangerous activities;
Child frequently unattended; locked out of house;
Parental inattention to recommended medical care
No food intake for 24 hours;
Home substandard (no windows, doors, heat), dirty, infested, obvious hazards;
Family member addicted to drugs/alcohol.
PHYSICAL
Hunger, dehydration;
Poor personal hygiene, unkempt, dirty;
Dental cavities/poor oral hygiene;
Inappropriate clothing for weather/size of child, clothing dirty; wears same clothes day after
day;
Constant fatigue or listlessness;
Unattended physical or health care needs;
Infestations;
Multiple skin lesions/sores from infection.
BEHAVIORAL
Comes to school early, leaves late;
Frequent sleeping in class;
Begging for/stealing food;
Adult behavior/maturity (parenting siblings);
Delinquent behaviors;
Drug/alcohol use/abuse
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4118.61
4218.61
SOCIAL MEDIA
The Board of Education recognizes the importance and utility of social media and networks for its
employees. The laws regarding social media continue to evolve and change. Nothing in this policy is
intended to limit an employee’s right to use social media under applicable law, as it may evolve. The
Board acknowledges, for example, that its employees have the right under the First Amendment, in
certain circumstances, to speak out on matters of public concern. The Board will resolve any conflict
between this policy and applicable law in favor of the law.
Ordinarily, the use of social media by employees, including employees’ personal use of social media, will
not be a legal or policy issue. While a policy cannot address every instance of inappropriate social media
use, employees must refrain from social media use that:
1) interferes, disrupts or undermines the effective operation of the school district;
2) is used to engage in harassing, defamatory, obscene, abusive, discriminatory or threatening or similarly
inappropriate communications;
3) creates a hostile work environment;
4) breaches confidentiality obligations of school district employees; or
5) violates the law, board policies and/or other school rules and regulations.
The Board of Education, through its Superintendent, will adopt and maintain administrative regulations to
implement this policy.
Legal References:
U.S. Constitution, Amend. I
Conn. Constitution, Article I, Sections 3, 4, 14
Conn. Gen. Stat. § 31-48d
Conn. Gen. Stat. § 31-51q
Conn. Gen. Stat. §§ 53a-182; 53a-183; 53a-250
Electronic Communication Privacy Act, 28 U.S.C. §§ 2510 through 2520
ADOPTED: June 21, 2016 REVISED: _______________
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5113
Students
Ages of Attendance
The Hartford Public Schools shall be open to all children five years of age and older and under
twenty-one years of age who have not graduated from a high school or vocational school, except as
provided in Connecticut General Statutes 10-233c and 10-233d.
Required Ages of Attendance
Parents and those who have care of children between the ages of five and over and under eighteen
inclusive, are obligated by Connecticut law to cause any such child to attend public schools ,
regularly during the hours and terms the public school in the district in which such child resides is
in session unless such child is a high school graduate or the parent or person le having control of
such child is able to show that the child is elsewhere receiving equivalent instruction in the studies
taught in the public schools or the child is excluded pursuant to the Connecticut Statutes, sections
10-233c or 10-233d.
The parent or person having control of a child seventeen years of age may consent to such child’s
withdrawal from school. The parent or person shall exercise this option by personally appearing at
the school district office to sign a withdrawal form. Such withdrawal form shall include an
attestation from a guidance counselor or school administrator of the school that this district has
provided the parent or person with information on the educational opportunities options available
in the school system and in the community.
The parent or person having control of a child five years of age shall have the option of not sending
the child to school until the child is six years of age. The parent or person having control of a child
six years of age shall have the option of not sending the child to school until the child is seven years
of age. The parent or person shall exercise such option by personally appearing at the school
district office and signing an option form. The district shall provide the parent or person with
information on the educational opportunities available in the school system.
(cf. 5121 – Promotion/Retention Intervention)
Legal Reference: Connecticut General Statutes
10-15 Towns to maintain schools
10-15c Discrimination in public schools prohibited. School
attendance by five-year-olds
10-76a - 10-76g re special education
10-184 Duties of parents School Attendance age requirements
10-186 Duties of local and regional boards of education re school attendance. Hearings. Appeal to
state board. Establishment of hearing board. Readmission. Transfers
10-233a - 10-233f Inclusive; re: suspend, expel, removal of pupils
10-233c Suspension of pupils
10-233d Expulsion of pupils
State Board of Education Regulations 10-76a-1 General definitions (c) (d) (q) (t)
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5114
Students
Attendance
Regular and punctual student attendance in school is essential to the educational process.
Classroom learning experiences are the basis for public school education. Time lost from
class is lost instructional opportunity.
The Board of Education requires that accurate records be kept of the attendance of each
child. Students should not be absent from school without parental knowledge and consent.
Connecticut state law places responsibility for assuring that students attend school with
the parent or other person having control over the child. To assist parents and other
persons in meeting this responsibility, the Board of Education, through its Superintendent
will adopt and maintain regulations to implement this policy.
The Superintendent shall follow the regulations adopted by the State Board of Education
regarding “excused” and “unexcused” absences. The Superintendent shall report to the
Board of Education a summary regarding attendance, each year in October, January, and
June. A truancy summary report shall be provided to the Board annually.
Legal References:

Connecticut General Statutes
10-184 Duties of parents (as amended by PA 98-243 and PA 00-157)
10-185 Penalty
10-198a Policies and procedures concerning truants (as amended by
P.A.11-136, An Act Concerning Minor Revisions to the Education
Statutes.)
10-199 through 10-202 Attendance, truancy - in general
Action taken by State Board of Education on January 2, 2008, to define
“attendance.”
Action taken by State Board of Education on June 27, 2012, to define
“excused” and “unexcused” absences.
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R-5114
Students
Administrative Regulations Regarding Attendance and Chronic Absenteeism
I. Attendance and Truancy
A. Definitions for Section I
1. “Absence” - any day during which a student is not considered “in attendance” at
his/her assigned school, or on a school sponsored activity (e.g. field trip), for at
least one half of the school day.
2. “Disciplinary Absences” - Absences that are the result of school or district
disciplinary action. Any student serving an out-of-school suspension or
expulsion should be considered absent. Such absence is not considered excused
or unexcused for attendance and truancy purposes.
3. “Educational evaluation” - for purposes of this policy, an educational evaluation
is an assessment of a student’s educational development, which, based upon the
student’s presenting characteristics, would assess (as appropriate) the following
areas: health, vision, hearing, social and emotional status, general intelligence,
academic performance, communicative status and motor abilities.
4. “Excused Absence” - A student’s absence* from school shall be considered
excused if written documentation** of the reason for the absence has been
submitted within ten school days of the student’s return to school , or if the child
has been excluded from school in accordance with Section 10-210 of the
Connecticut General Statutes (regarding communicable diseases), and meets the
following criteria:
a. For absences one through nine, a student’s absences from school are
considered excused when the student’s parent/guardian approves such
absence and submits appropriate written documentation in accordance with
this regulation.
b. For the tenth absence and all absences thereafter, a student’s absences from
school are, with appropriate documentation in accordance with this
regulation, considered excused for the following reasons:
1) student illness verified by an appropriately licensed medical professional;
2) student’s observance of a religious holiday;
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3) funeral or death in the student’s family, or other emergency beyond the
control of the student’s family;
4) mandated court appearances (additional documentation required);
5) the lack of transportation that is normally provided by a district other
than the one the student attends (no parental documentation is required
for this reason); or
6) extraordinary educational opportunities pre-approved by district
administrators and in accordance with Connecticut State Department of
Education guidance and this regulation.
c. A student, age five to eighteen, whose parent or legal guardian is an active
duty member of the armed forces who has been called for duty, is on leave
from or has immediately returned from deployment to a combat zone or
combat support posting, shall be granted ten (10) days of excused absences
in any school year, and, in the discretion of the administration, additional
excused absences to visit such student’s parent or legal guardian with
respect to the parent’s leave or deployment. In the case of such excused
absences, the student and parent or legal guardian are responsible for
obtaining assignments from the student’s teacher prior to any period of
excused absence, and for ensuring that such assignments are completed by
the student prior to his or her return to school.
5. “In Attendance” - any day during which a student is not considered to be absent
from his/her assigned school, or from an activity sponsored by the school (e.g.
field trip), for at least one half of the school day.
6. "Student" - a student enrolled in the Hartford Public Schools.
7. “Truant” - is defined as a student age five to eighteen, inclusive, who has four (4)
unexcused absences from school in one month or ten (10) unexcused absences
in a school year.
8. “Unexcused Absences”- any absence from a regularly scheduled school day for at
least one half of the school day, unless they one of the following criteria is met:
A. the absence meets the definition for an excused absence (including
documentation requirements); or
B. the absence meets the definition of a disciplinary absence.
The determination of whether an absence is excused will be made by the
building principal or his/her designee. Parents or other persons having
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control of the child may appeal that decision to the Superintendent or
his/her designee, whose decision shall be final.
B. Written Documentation Requirements for Absences
1. Written documentation must be submitted for each incidence of absence within
ten (10) school days of the student’s return to school. An incidence of absence is
considered consecutive days of absence.
2. The first nine (9) days of absence will be excused upon receipt of a signed note
from the student’s parent/guardian, a signed note from a school official that
spoke in person with the parent/guardian regarding the absence, or a note
confirming the absence by the school nurse or by a licensed medical
professional, as appropriate.
3. For the student’s 10th absence, and all absences thereafter, documentation of
the absence must be submitted in accordance with paragraphs 1 and 2 above,
and must also include the reason for the absence and the following additional
information:
a. student illness:
(1) signed note from a medical professional, who may be the school nurse,
who has evaluated the student confirming the absence and giving an
expected return date; or
(2) signed note from school nurse who has spoken with the student’s medical
professional and confirmed the absence, including the date and location
of the consultation.
b. religious holidays: none.
c. mandated court appearances:
(1) a police summons;
(2) a subpoena;
(3) a notice to appear;
(4) a signed note from a court official; or
(5) other official, written documentation of the legal requirement to appear
in court.
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d. funeral or death in the family, or other emergency beyond the control of the
student’s family: written document must explain the nature of the
emergency.
e. extraordinary educational opportunity pre-approved by the district
administrators and in accordance with Connecticut State Department of
Education guidance and this policy: written pre-approval from the
administration, in accordance with this regulation.
f. lack of transportation that is normally provided by a district other than the
one the student attends: none.
4. Neither e-mail nor text message shall serve to satisfy the requirement of written
documentation. In rare and extraordinary circumstances, a building
administrator may, in his/her own discretion, accept the delivery of written
documentation through a scanned copy sent by e-mail.
5. The Hartford Public Schools reserves the right to randomly audit written
documentation received, through telephone and other methods of
communication, to determine its authenticity.
6. Any absence that is not documented in accordance with this regulation within
ten (10) school days after the incidence of absence will be recorded as
unexcused. If documentation is provided within ten (10) school days, but is
incomplete, the building principal may, at his/her own discretion, grant up to a
five (5) school day extension for provision of the completed documentation.
7. Schools should take steps to allow non-English speaking parents/guardians to
submit documentation in their native language
C. Extraordinary Educational Opportunities
1. To qualify as an extraordinary educational opportunity, the opportunity must:
a. be educational in nature and must have a learning objective related to the
student’s course work or plan of study;
b. be an opportunity not ordinarily available for this exemption;
c. be grade and developmentally appropriate; and
d. include content that is highly relevant to the student; while some
opportunities will be relevant to all students, others will contain very specific
content that would limit their relevance to a smaller group of students.
2. Family vacations do not qualify as extraordinary educational opportunities.
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3. All requests for approval of extraordinary educational opportunities must:
a. be submitted to the building principal in writing prior to the opportunity, but
no later than ten (10) school days prior to the opportunity except in
exceptional circumstances at the discretion of the building administrator;
b. contain the signatures of both the parent/guardian and the student;
c. include an outline of the learning objective of the opportunity and include
detail as to how the objective is linked to the student’s coursework or plan of
study; and
d. include additional documentation, where available, about the opportunity.
4. The building principal shall provide a response in writing and include the
following:
a. either approval or denial of the request;
b. brief reason for any denial;
c. any requirements placed upon the student as a condition of approval;
d. the specific days approved as excused absences for the opportunity;
e. the understanding that the building administrator may withdraw its
approval if the opportunity is canceled or the student fails to meet the
agreed-upon requirements of the approval.
5. All decisions of the building principal relating to extraordinary educational
opportunities shall be final.
6. Students who are granted excusal from school to participate in extraordinary
educational opportunities are expected to share their experiences with other
students and/or school staff when they return.
7. Approval for an extraordinary educational opportunity is determined on a caseby-case basis and the analysis of individualized factors. An opportunity
approved for one student may not be approved for another.
D. Truancy Exceptions:
1. A student five (5) or six (6) years of age shall not be considered truant if the
parent or person having control over such student has appeared personally at
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the school district office and exercised the option of not sending the child to
school at five (5) or six (6) years of age.
2. A student seventeen (17) years of age shall not be considered truant if the
parent or person having control over such student consents to such student’s
withdrawal from school. Such parent or person shall personally appear at the
school district office and sign a withdrawal form indicating such consent. Such
withdrawal form must include an attestation from a guidance counselor or
school administrator from the school that the district provided the parent (or
person having control of the child) with information on the educational options
available in the school system and community.
3. If a parent or guardian of an expelled student chooses not to enroll the student in
an alternative program, the student shall not be considered to be “truant.”
1. Except as noted in paragraph 2 below, if a student voluntarily withdraws from
school (in accordance with Section D.2, above) and subsequently seeks
readmission, the Board may deny school accommodations to the student for up
to ninety (90) school days from the date of the student’s withdrawal from school.
2. If a student who has voluntarily withdrawn from school (in accordance with
Section D.2, above) seeks readmission within ten (10) school days of his/her
withdrawal, the Board shall provide school accommodations to the student not
later than three (3) school days after the student requests readmission.
F. Determinations of Whether a Student is “In Attendance”:
1. A student serving an out of school suspension or expulsion shall be reported as
absent unless he or she receives an alternative educational program for at least
one half of the regular school day. In any event, the absence is considered a
disciplinary absence, and will not be designated as excused or unexcused.
2. On early dismissal days and days shortened due to inclement weather, the
regular school day for attendance purposes is considered to be the amount of
instructional time offered to students on that day. For example, if school is open
for four hours on a shortened day scheduled, a student must be present for a
minimum of two hours in order to be considered “in attendance.”
3. Students placed on homebound instruction due to illness or injury in accordance
with applicable regulations and requirements are counted as being “in
attendance” for every day that they receive instruction from an appropriately
certified teacher for an amount of time deemed adequate by the administration
so as to ensure that the student is able to successfully return to the regular
classroom setting.
G. Administrative Procedures:
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1. Annually at the beginning of the school year and upon any enrollment during the
school year, the administration shall notify the parent or other person having
control of each child enrolled in the Hartford Public Schools the obligations of
the parent or such other person regarding attendance policy and regulations.
2. Annually at the beginning of the school year and upon any enrollment during the
school year, the administration shall obtain from the parent or other person
having control of each child in a Hartford Public School a telephone number or
other means of contacting such parent or such other person during the school
day.
3. Each school shall implement a system of monitoring individual unexcused
absences of students, which shall provide that whenever a student enrolled fails
to report to school on a regularly scheduled school day and no indication has
been received by school personnel that the child’s parent or other person having
control of the child is aware of the pupil’s absence, a reasonable effort to notify,
by telephone, the parent or such other person shall be made by school
personnel. All parent outreach efforts must be documented. When the school in
which a child is enrolled receives no notification from a parent or other person
having control of the child is aware of the child’s absence, a reasonable effort
shall be made by school personnel or volunteers under the direction of school
personnel to notify by telephone and by mail such parent or other person having
control of the child.
The required mailed notice shall include a warning that two unexcused absences
from school in one month or five unexcused absences in a school year may result
in a complaint filed with the Superior Court alleging the belief that the acts or
omissions of the child are such that the child’s family is a family with service
needs. Any person who, in good faith, gives or fails to give such notice shall be
immune from liability, civil or criminal, which might otherwise be incurred or
imposed and shall have the same immunity with respect to any judicial
proceeding which results from such notice or failure to give notice.
4. When a student is truant, the building principal or his/her designee shall
schedule a meeting with the parent of each child who is a truant, or other person
having control of such child, and appropriate school personnel to review and
evaluate the reasons for the child being a truant, provided such meeting shall be
held not later than ten school days after the child’s fourth unexcused absence in
a month or tenth unexcused absence in a school year. Notice and meetings must
be in a language understandable to the parent.
5. If the parent or other person having control of a child who is a truant fails to
attend the meeting or fails to cooperate with the school in attempting to solve
the truancy problem, the superintendent of schools shall, within fifteen (15)
calendar days of such failure, file for each such truant enrolled in the schools
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under his or her jurisdiction a written complaint with the Superior Court
pursuant to section 46b-149 alleging the belief that the acts or omissions of the
child are such that his family is a family with service needs.
6. When a student is truant, the superintendent or designee, shall coordinate
services and/or referrals of children to community agencies that provide child
and family services. The district shall document efforts to contact and include
families and to provide early intervention in truancy matters.
7. In addition to the procedures specified, a regular education student who is
experiencing attendance problems shall be referred to the building intervention
Student Study Team (i.e. SST, SAT) or other appropriate body, for review and
assistance. The team will review the student’s need for referral for a Planning
and Placement Team (PPT) meeting. A special education student who is
experiencing attendance problems must be referred for a PPT meeting for
program review.
8. If a family with service needs (“FWSN”) petition is filed and the court orders an
educational evaluation of the student, the district shall conduct an appropriate
educational evaluation if no such evaluation has been performed within the
preceding year.
a. For a regular education student, the educational evaluation will be conducted
or arranged for by appropriate school personnel and coordinated through
the Child Study Team [or other appropriate school based team]. Upon
completion of the evaluation of a regular education student, the Child Study
Team [or other appropriate school based team] shall review the evaluations
and make appropriate recommendations for alternative procedures,
programs or interventions. Such recommendations may include a referral of
the student for further evaluation and/or consideration for special education
eligibility.
b. In the case of a student who requires or may require special education and
related services, the district shall convene a PPT to determine what
evaluations may be appropriate to assess any specific areas of concern. The
PPT shall reconvene to review the evaluations and make appropriate
recommendations regarding the student’s need for special education services
and the need, if any, to write and/or revise the student’s individualized
education program (“IEP”).
H. Attendance Records
All attendance records developed by the Board shall include the individual
student’s state-assigned student identifier (SASID).
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II. Chronic Absenteeism
A. Definitions for Section II
1. “Chronically absent child” - a child who is enrolled in a school under the
jurisdiction of the Hartford Board of Education and whose total number of
absences at any time during a school year is equal to or greater than ten percent
(10%) of the total number of days that such student has been enrolled at such
school during such school year;
2. “Absence” - (a) an excused absence, unexcused absence or disciplinary absence,
as those terms are defined by the State Board of Education pursuant to section
10-198b of the general statutes and these administrative regulations, or (b) an
in-school suspension, as defined in section 10-233a of the general statutes, that
is greater than or equal to one-half of a school day;
3. “District chronic absenteeism rate” - the total number of chronically absent
children under the jurisdiction of the Hartford Board of Education in the
previous school year divided by the total number of children under the
jurisdiction of the Board of Education for such school year; and
4. “School chronic absenteeism rate” - the total number of chronically absent
children for a school in the previous school year divided by the total number of
children enrolled in such school for such school year.
B. Establishment of Attendance Review Teams
If the Hartford Board of Education has a district chronic absenteeism rate of ten
percent (10%) or higher, it shall establish an attendance review team for the school
district.
If a school under the jurisdiction of the Hartford Board of Education has a school
chronic absenteeism rate of fifteen percent (15%) or higher, it shall establish an attendance
review team for that school.
If the Hartford Board of Education has more than one school with a school chronic
absenteeism rate of fifteen percent (15%) or higher, it shall establish an attendance review
team for the school district or at each such school.
If the Hartford Board of Education has a district chronic absenteeism rate of ten
percent (10%) or higher and one or more schools with a school chronic absenteeism rate of
fifteen percent (15%) or higher, it shall establish an attendance review team for the school
district or at each such school.
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C. Composition and Role of Attendance Review Teams
Any attendance review team established under these regulations may include
school administrators, guidance counselors, school social workers, teachers,
representatives from community-based programs who address issues related to student
attendance by providing programs and services to truants, and chronically absent children
and their parents or guardians.
Each attendance review team shall be responsible for reviewing the cases of truants
and chronically absent children, discussing school interventions and community referrals
for such truants and chronically absent children and making any additional
recommendations for such truants and chronically absent children and their parents or
guardians. Each attendance review team shall meet at least monthly.
D. State Chronic Absenteeism Prevention and Intervention Plan
The Hartford Board of Education and its attendance review teams, if any, will
consider any chronic absenteeism prevention and intervention plan developed by the State
Department of Education.
III.

Reports to the State Regarding Truancy Data

Annually, each local and regional board of education shall include information
regarding the number of truants and chronically absent children in the strategic school
profile report for each school under its jurisdiction and for the school district as a whole
submitted to the Commissioner of Education. Measures of truancy include the type of data
that is required to be collected by the Department of Education regarding attendance and
unexcused absences in order for the department to comply with federal reporting
requirements and the actions taken by the board of education to reduce truancy in the
school district.
Revised:

HARTFORD PUBLIC SCHOOLS
Hartford, Connecticut
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5121
Students
Promotion, Retention, Intervention Policy
The Hartford Public School System is dedicated to the continuous academic, social, emotional and physical
development of all students. The school system will provide qualified staff with a well articulated curriculum
where students are expected to achieve acceptable performance standards at each grade level. These
standards are determined by the Hartford Public Schools taking into consideration the benchmarks set by
the Connecticut State Department of Education.
The promotion of students will be directly related to their demonstrated proficiency or developmentally
appropriate progress toward achieving performance standards. In an effort to support all students, an
emphasis should be placed on the early identification of students who are experiencing difficulty
academically and providing those students with the appropriate supports and supplemental services. Each
school will be responsible for providing supports and supplemental services to each child who is not
demonstrating proficiency in achieving these performance standards through the use of Scientific Based
Researched Interventions (SRBI). SRBI is defined as an instructional approach that focuses on assessing
current and on-going academic and behavioral performance and responding with targeted, appropriate
instruction and supports.
The decision to retain a student is made by a team that includes the principal, teacher/s, support staff, and
the parent or guardian of the student. The decision to retain a student should be made only when the
appropriate interventions have been utilized, and all other alternatives to retention have been considered.
If the team decision is to retain the student, a developmentally appropriate academic intervention plan must
be developed and implemented to meet the student’s individual needs. Student progress must be monitored
by the team throughout the plan implementation.
The Promotion, Retention, Intervention Administrative Regulations will be reviewed annually from date of
implementation to ensure alignment with the Connecticut Core Standards and current educational research.
Legal Reference:

Connecticut General Statutes 10-221(b) and 10-223(a)
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5123
Students
Parent/Guardian-Teacher Communication
The Hartford Board of Education recognizes that a child’s education is a responsibility shared by the school
and family during the entire period the child spends in school. To support the goal of the school district to
educate all students effectively, schools and parents/guardians must work as knowledgeable partners. The
Board believes that parents/guardians are most knowledgeable when they have regular communication
with teachers. Schools will take the lead in developing and sustaining effective partnerships.
Therefore, it is the policy of the Board of Education to encourage parent/guardians-teacher communication.
The Superintendent, or his/her designee, shall be responsible for developing procedures in furtherance of
this policy. This may include, but is not limited to, district wide and/or school-based parental engagement
strategies or other initiatives.
The Superintendent is further required to include information about parental/guardian involvement and
actions taken to improve parental/guardian involvement, in the strategic school profile he or she submits
annually to the Board of Education and Commissioner of Education. Such actions to improve
parental/guardian involvement may include methods to engage parents/guardians in the planning and
improvement of school programs and to increase support to parents/guardians working at home with their
children on learning activities. The policy and procedures may include monthly newsletters, required regular
contact with all parents/guardians, drop-in hours for parents/guardians, home visits and the use of
technology such as homework hot lines to allow parents/guardians to check on their children's assignments
and students to get assistance if needed. The policy and procedures shall require the district to conduct at
least two parent/guardian-teacher conferences for each school year.
Legal Reference: Connecticut General Statutes:
§ 10-220(c) Duties of Boards of Education
§ 10-221(f) Boards of Education to prescribe rules, policies and procedures
Policy adopted: September 14, 1999 HARTFORD PUBLIC SCHOOLS
Policy updated: November 1, 2005
Revised: June 21, 2016 Hartford, Connecticut

5124
Access to Student Records and Confidentiality
The board of education will comply with the state and federal laws and regulations regarding
confidentiality, access to, and amendment of student records. The superintendent, or his/her
designee, shall be responsible for developing regulations and procedures in furtherance of this
policy that protect the privacy of parents and students while providing proper access to records.
Availability of these procedures shall be made known annually to parents of students currently in
attendance and eligible students currently in attendance.
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Student Discipline - Suspension/Expulsion; Due Process.

Policy No 5131

Students whose conduct at school or during a school sponsored activity violates the Uniform Code
of Discipline or whose conduct out of school is significantly disruptive of the school environment
are subject to discipline by the school in a variety of ways, including removal from the classroom,
inside suspension, outside suspension and expulsion.
Students who are suspended – meaning removal from school for up to ten days – are entitled to an
informal meeting with the school administrator as an opportunity to provide information about the
incident and have input into the suspension decision. Parents and guardians will be provided
immediate oral and written notice of suspensions.
Students who commit more serious offenses may also be recommended for expulsion from school
for up to 180 school days. In such cases, a formal hearing before an impartial hearing panel will be
conducted. The impartial hearing panel will determine whether the student will be expelled and if
so, the duration of the expulsion. In some cases, an alternative educational program will be
provided for students who have been expelled.
See Board Policy No 5131 for more complete information.

5132
Students
Off-School Misconduct
Conduct of Athletes
Participation on an athletic team or in co-curricular or extracurricular activities is a privilege that carries the
obligations to act responsibly and in the best interests of the student, team or group/organization, and the
school. This privilege may be revoked if the student fails to meet this reasonable requirement. Students who
choose to participate on athletic teams or in co-curricular or extracurricular activities voluntarily accept
team or group discipline, which may include higher or stricter standards of conduct. Therefore, all athletes
and co-curricular or extracurricular activity participants shall abide by the code of conduct which will earn
them the honor and respect that participation in interscholastic programs and co-curricular or
extracurricular activities afford.
The Board may suspend or remove students from participation or leadership positions in athletics or cocurricular or extracurricular activities in its discretion to promote or maintain the safety, welfare, and
discipline of students and others involved in the activities. Such action may be based on off-school
misconduct in accordance with Board policy and applicable law. Any such decisions to suspend or remove
students from participation in co-curricular or extracurricular activities shall be made in compliance with
state and federal discrimination laws.
Policy adopted: September 14, 1999 HARTFORD PUBLIC SCHOOLS
Policy updated: November 1, 2005
Policy updated: June 21, 2016 Hartford, Connecticut

5133
Weapons and Dangerous Instruments
Except as hereinafter noted, no weapons or dangerous instruments shall be permitted on any
school premises, in, about or on school buses, nor at any school-sponsored activity, on or off school
premises, except that police officers may carry weapons in performance of their duty. Further,
weapons or dangerous instruments may be brought to school by persons licensed to carry such
only when authorized by the principal when it pertains to an educational activity scheduled by the
administration. In these instances the weapons must be cased, and the Superintendent's office must
be informed prior to the event.
Legal Reference:

Connecticut General Statutes
Sec. 53-206 Carrying and sale of dangerous weapons
Sec. 29-38 Weapons in vehicles
Penal Code 553a-3
P.A. 88-237 Sale, Carrying and brandishing of facsimile
firearms
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5136
Students
Smoking
Student Smoking and Other Tobacco Use and Possession
It is the policy of the Hartford Board of Education that there is no smoking, use, or possession of tobacco in
any form, including smoking using an electronic nicotine delivery system (e.g. e-cigarettes) or vapor product,
anywhere in school buildings, on school grounds, or at school-sponsored activities.
Legal Reference:

Connecticut General Statutes
19a-342 Smoking prohibited. Exceptions. Signs Required. Penalties
53-198 Smoking in… school buses (prohibited)
Public Act 14-76, “An Act Concerning The Governor’s Recommendations
Regarding Electronic Nicotine Delivery Systems And Youth Smoking Prevention”
Act 15-206, “An Act Regulating Electronic Nicotine Delivery Systems and Vapor
Products”

Policy adopted: September 14, 1999 HARTFORD PUBLIC SCHOOLS
Policy updated: November 1, 2005
Policy updated: November 17, 2015 Hartford, Connecticut

5137(a)
Students
Drug and Alcohol Use By Students
Policy Statement
The Board is required by Connecticut law to prescribe rules for the management and discipline of its schools.
In keeping with this mandate, the unlawful use, sale, distribution or possession of controlled drugs,
controlled substances, drug paraphernalia, as defined in C.G.S. Section 21a-240, or alcohol on or off school
property or during any school sponsored activity is prohibited. It shall be the policy of the Board to take
positive action through education, counseling, discipline, parental involvement, medical referral, and law
enforcement referral, as appropriate, in the handling of incidents in the schools involving the unlawful
possession, distribution, sale or use of substances that affect behavior.
Definitions
(1) Controlled Drugs: means those drugs which contain any quantity of a substance which has been
designated as subject to the federal Controlled Substances Act, or which has been designated as a depressant
or stimulant drug pursuant to federal food and drug laws, or which has been designated by the
Commissioner of Consumer Protection pursuant to C.G.S. Section 21a-243, as having a stimulant, depressant
or hallucinogenic effect upon the higher functions of the central nervous system and as having a tendency to
promote abuse or psychological or physiological dependence, or both. Such controlled drugs are classifiable
as amphetamine-type, barbiturate-type, cannabis-type, cocaine-type, hallucinogenic, morphine-type and
other stimulant and depressant drugs. C.G.S. Section 21a-240(8).
(2) Controlled Substances: means a drug, substance or immediate precursor in schedules I to V, inclusive, of
the Connecticut controlled substance scheduling regulations adopted pursuant to C.G.S. Section 21a-243.
C.G.S. Section 21a-240(9).
(3) Professional Communication: any communication made privately and in confidence by a student to a
professional employee of such student's school in the course of the professional employee's employment.
C.G.S. Section 10-154a(a)(4).
(4) Professional Employee: means a person employed by a school who "(A) holds a certificate from the State
Board of Education, (B) is a member of a faculty where certification is not required, (C) is an administration
officer of a school, or (D) is a registered nurse employed by or assigned to a school." C.G.S. Section 10154a(a)(2).
(5) Drug Paraphernalia: means any equipment, products and materials of any kind which are used, intended
for use or designed for use in planting, propagating, cultivating, growing, harvesting, manufacturing,
compounding, converting, producing, processing, preparing, testing, analyzing, packaging, repackaging,
storing, containing or concealing, or injecting, ingesting, inhaling or otherwise
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introducing controlled drugs or controlled substances into the human body, including but not limited to all
items specified in C.G.S. Section 21a-240(20)(A), such as "bongs," pipes, "roach clips," miniature cocaine
spoons, crack cocaine vials, tobacco rolling papers, and any object or container used, intended or designed
for use in storing, concealing, possessing, distributing or selling controlled drugs or controlled substances.
C.G.S. Section 21a-240(20)(A).
Procedures

(1) Emergencies.
If an emergency situation results from drug or alcohol use, the student shall be sent to the school nurse or
medical advisor immediately. The parent or designated responsible person will be notified.
(2) Prescribed Medications.
The parent or guardian of any student who is required to take any prescribed medication during the school
day shall so inform the school nurse or the person designated to act in the absence of a nurse. Such
prescribed medication will then be administered to the student under the supervision of the school nurse or
designee in accordance with C.G.S. Section 10-212a and the applicable regulations and in accordance with
any Board policies and regulations concerning medication administration.
Students taking improper amounts of a prescribed medication, or taking a prescribed medication without
proper notification and supervision of the school nurse or designee will be subject to the procedures for
improper drug or alcohol use outlined in this policy.
(3) Voluntary Disclosure of Drug/Alcohol Problem (Self-Referral).
The following procedures will be followed when a student privately, and in confidence, discloses to a
professional employee in a professional communication information concerning the student's use,
possession, distribution or sale of a controlled drug, controlled substance or alcohol.
(a) Professional employees are permitted, in their professional judgment, to disclose any information
acquired through a professional communication with a student, when such information concerns alcohol or
drug abuse or any alcohol or drug problem of such student. In no event, however, will they be required to do
so. C.G.S. Section 10-154a(b).
(b) Any physical evidence obtained from such student through a professional communication indicating that
a crime has been or is being committed by the student must be turned over to school administrators or law
enforcement officials as soon as possible, but no later than two calendar days after receipt of such physical
evidence, excluding Saturdays, Sundays and holidays. Employees are encouraged to contact the school
administrator immediately upon obtaining physical evidence. In no case, however, will such employee be
required to disclose the name of the
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student from whom the evidence was obtained. C.G.S. Section 10-154a(b).
(c) Any professional employee who has received a professional communication from a student may obtain
advice and information concerning appropriate resources and refer the student accordingly, subject to the
rights of the professional employee as described in paragraph (a) above.
(d) If a student consents to disclosure of a professional communication concerning the student's alcohol or
drug problem, or if the professional employee deems disclosure to be appropriate, the professional
employee should report the student's name and problem to the school's building administrator or designee
who shall refer the student to appropriate school staff members for intervention and counseling.
(4) Involuntary Disclosure or Discovery of Drug/Alcohol Problems.
When a professional employee obtains information related to a student from a source other than the
student's confidential disclosure, that the student, on or off school grounds or at a school sponsored activity,
is under the influence of, or possesses, uses, dispenses, distributes, administers, sells or aids in the
procurement of a controlled drug, controlled substance, drug paraphernalia or alcohol, that information is
considered to be involuntarily disclosed. In this event, the following procedures will apply.

(a) The professional employee will immediately report the information to the building administrator or
designee. The building administrator or designee will then refer the student to appropriate school staff
members for intervention and counseling.
(b) Any physical evidence (for example, alcohol, drugs or drug paraphernalia) obtained from a student
indicating that a crime has been or is being committed by the student must be turned over to the building
administrator or designee or to law enforcement officials as soon as possible, but no later than within two
calendar days after receipt of such physical evidence, excluding Saturdays, Sundays and holidays. C.G.S.
Section 10-154a(b). Because such evidence was not obtained through a professional communication, the
name of the student must be disclosed to the building administrator or designee.
(c) Search and Seizure of Students and/or Possessions: A professional employee who reasonably suspects
that a student is violating a state/federal law or a school substance abuse policy must immediately report
his/her suspicion to the building administrator or designee. The building administrator or designee may
then search a student's person or possessions connected to that person, in accordance with the Board's
policies and regulations if he/she has reasonable suspicion from the inception of the search that the student
has violated or is violating either the law or a school substance abuse policy.
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Any physical evidence obtained in the search of a student, or a student's possessions, indicating that the
student is violating or has violated a state or federal law must be turned over to law enforcement officials as
soon as possible, but not later than within three calendar days after receipt of such physical evidence,
excluding Saturdays, Sundays and holidays. C.G.S. Section 10-154a(c). All school employees are encouraged
to contact the school administration immediately upon obtaining physical evidence.
(5) Consequences for the Use, Sale, Distribution or Possession of Controlled Drugs, Controlled Substances,
Drug Paraphernalia or Alcohol.
(a) Any student in the Hartford Public Schools using, consuming, possessing, being under the influence of,
manufacturing, distributing, selling or aiding in the procurement of controlled drugs, controlled substances,
drug paraphernalia or alcohol either on or off school property, or at a school-sponsored activity, except as
such use or possession is in accordance with Connecticut General Statutes § 21a-408a through 408q, is
subject to discipline up to and including expulsion pursuant to the Board's student discipline policy.
(b) In conformity with the Board’s student discipline policy, students may be suspended or expelled for drug
or alcohol use off school grounds if such drug or alcohol use is considered seriously disruptive of the
educational process. In determining whether the conduct is seriously disruptive of the educational process,
the Administration and the Board may consider, among other factors: 1) whether the drug or alcohol use
occurred within close proximity of a school; 2) whether other students from the school were involved; and
3) whether any injuries occurred.
(c) If a school administrator has reason to believe that any student was engaged, on or off school grounds, in
offering for sale or distribution a controlled substance (as defined by Conn. Gen. Stat. § 21a-240(9), whose
manufacturing, distribution, sale, prescription, dispensing, transporting, or possessing with intent to sell or
dispense, offering or administering is subject to criminal penalties under Conn. Gen. Stats. §§ 21a-277 and
21a-278, the administrator will recommend such student for expulsion, in accordance with the Board’s
student discipline policy.
(d) Students found to be in violation of this policy may be referred by the building administrator to an
appropriate agency licensed to assess and treat drug and alcohol involved individuals. In such event,
assessment and treatment costs will be the responsibility of the parent or guardian.
(e) A meeting may be scheduled with appropriate school staff members for the purpose of discussing the
school's drug and alcohol policy with the student and parent or guardian.

(f) Law enforcement officials may be contacted by the building administrator in the case of suspected
involvement in the use, sale or distribution of controlled drugs, controlled substances, drug paraphernalia or
alcohol.
Legal References:
Connecticut General Statutes:
Section 10-154a Sections 10-233a through 10-233f
Section 10-212a Section 21a-240
Section 10-221 Section 21a-243
Section 21a-408a through 408q
Policy adopted: September 14, 1999
Policy updated: June 21, 2016
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Students
Chemical Health Policy for Student Athletes
The Board participates in the Connecticut Interscholastic Athletic Conference (“CIAC”). In accordance with
CIAC participation rules and the Board’s obligation under state and federal law, the Board prohibits the
unauthorized use, sale, distribution or possession of controlled drugs, controlled substances, drug
paraphernalia, performance enhancing substances or alcohol during any school sponsored athletic activity,
whether occurring on or off school property. It shall be the policy of the Board to take positive action
through education, counseling, discipline, parental involvement, medical referral, and law enforcement
referral, as appropriate, in the handling of incidents by student athletes involving the possession,
distribution, sale or use of substances that affect behavior, including performance enhancing substances.
This policy applies to all student athletes participating in school-sponsored athletics, whether or not such
athletes are participating in CIAC controlled activities.
Legal References: Connecticut General Statutes:
Section 10-154a
Section 10-212a
Section 10-221
Section 21a-240
Section 21a-243
Section 21a-408a through 408q
Policy Adopted: August 18, 2015
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Students
Gang Activity or Association
Gangs which initiate, advocate, or promote activities which threaten the safety or well-being of persons or
property on school grounds or which disrupt the school environment are harmful to the educational process.
The use of hand signals, graffiti, or the presence of any apparel, jewelry, accessory, or manner of grooming
which, by virtue of its color, arrangement, trademark, symbol, or any other attribute which indicates or
implies membership or affiliation with such a group, presents a clear and present danger. This is contrary to
the school environment and educational objectives and creates an atmosphere where unlawful acts or
violations of school regulations may occur.
Incidents involving initiation, hazing, intimidation, and/or related activities of such group affiliations which
are likely to cause bodily danger, physical harm, or personal degradation or disgrace resulting in physical or
mental harm to students are prohibited.
The Superintendent will establish procedures and regulations to ensure that any student wearing, carrying
or displaying gang paraphernalia, or exhibiting behavior or gestures which symbolize gang membership, or
causing and/or participating in activities which intimidate or affect the attendance of another student shall
be subject to disciplinary action.
The administration will provide in-service training in gang behavior and characteristics to facilitate staff
identification of students at-risk and promote membership in authorized school groups and/or activities as
an alternative.
Legal References: Connecticut General Statutes
10-16b Prescribed courses of study.
10-221 Boards of education to prescribe rules.
10-233a through 10-233f re in-school suspension, suspension and expulsion.
Tinker vs. Des Moines Community School District (393 U.S. 503. 1969).
Jeglin v. San Jacinto Unified School District, 827 F. Supp. 1459 (C.D. Cal. 1993).
Olesen v. Board of Education School District No. 228, 676 F. Supp. 820
(N.D. Ill. 1987).
Policy adopted: September 14, 1999 HARTFORD PUBLIC SCHOOLS
Policy updated: November 1, 2005 Hartford, Connecticut
Policy updated: June 21, 2016

R-5138
Students
Gang Activity or Association
The type of dress, apparel, activities, acts, behavior or manner of grooming displayed, reflected or
participated in by the student shall not:
1. Lead school officials to reasonably believe that such behavior, apparel, activities, acts, or other attributes
are gang related and would disrupt or interfere with the school environment or activity and/or education
objectives. No student on or about school property or at any school activity shall wear, possess, use
distribute, display or sell any clothing, jewelry, emblem, badge, symbol, sign, or other things which are
evidence of membership or affiliation in any gang;
2. Present a physical safety hazard to self, students, staff, and other employees;
3. Create an atmosphere in which a student, staff or other person’s well-being is hindered by undue pressure,
behavior, intimidation, overt gesture, or threat of violence, including but not limited to: soliciting others for
membership into any gangs, requesting any person to pay protection or otherwise intimidating or
threatening any person, committing any other illegal act or other violation of school district policies, inciting
other students to act with physical violence upon any other person, imply gang membership or affiliation by
gesture, handshakes, etc., and written communication, marks, drawing, painting, design, emblem upon any
school or personal property or on one’s person.
If the student’s behavior or other attribute is in violation of the provision, the Principal or designee will
request the student to make the appropriate correction. If the student refuses, the parent/guardian may be
notified and asked to make the necessary correction. The Principal will take appropriate corrective and
disciplinary action.
Students identified as being gang involved, influences, or affiliated will be provided assistance, and/or
programs which discourage gang involvement or affiliation, enhance self-esteem, encourage interest and
participation in school or other positive activities and promote membership in authorize school
organizations.
Training to provide increased awareness of the threat to the safety of students, staff, and school property
which gang-related activity poses, shall be provided on an as-needed basis. Additional presentation will be
made available to individual schools, staff or students at the request of the principal. Presentations will
provide training in current identification symbols used by those involved in gang-related activity and will
include things such as the identification of hand signal, apparel, jewelry, and/or any other pertinent gangrelated information.
Regulation approved: September 14, 1999 HARTFORD PUBLIC SCHOOLS
Regulation updated: November 1, 2005 Hartford, Connecticut
Regulation updated: June 21, 2016

5138.4
Cell Phone / Electronic Devices
Background:
Connecticut Public Act (PA 96-108) requires that schools ban remotely activated paging devices
unless there is written permission from the principal, and gives schools the authority to restrict
student possession or use of cell phones in school.
Hartford Public Schools has a specific policy, (#51.38.3) which was adopted in September 1999 and
revised in November 2005 prohibiting the use of remotely activated paging devices. This policy
emanates from the Safe Schools Act and is aimed at preventing drug exchanges and sales at school.
Hartford Public Schools also has a policy (#5131, section 24) which prohibits the possession and/or
use of a cell phone, radio, walkman, beeper, walkie-talkie or other similar electronic device on
school grounds or at school sponsored events. This policy would now include electronic devices
such as iPods and iPhones. This policy is aimed at maintaining school order, protecting personal
property and preventing disruptions to the instructional process.
Since cell phone use by students, as well as the use of other electronic devices, has become so
common place in our society today, it has been recommended that a new policy that focuses on cell
phone use be developed.
Proposed Policy:
The Hartford Board of Education recognizes that many students at all grade levels possess and
bring cell phones, and other electronic devices, to school. These devices may include an iPod,
iPhone, walkman, and other similar devices. It is recognized that parents may provide a cell phone
to a student for safety or medical reasons. In consideration of the availability of electronic devices
in our society, the Board will allow the possession of cell phones and other electronic devices at
school, and school sponsored events, as follows:
Grades K-5
Cell phones are permitted on school grounds and at school sponsored events but may not be used,
heard or displayed during the school day. Other electronic devices are not permitted on school
grounds or at school sponsored events.
Grades 6-12
Cell phones and other electronic devices are permitted on school grounds and at school sponsored
events but may not be used, heard or displayed during the school day.
Consequences:
If a student violates this policy by using or displaying a cell phone or other electronic device in
school during the school day, the consequences will be as follows:

5138.4
Cell Phone / Electronic Devices Policy (continued)
1st Offense: Electronic device is confiscated by the administration until the end of the school day.
Student will be given a warning.
2nd Offense: Electronic device is confiscated by the administration until a parent conference is held
and the electronic device is returned to the parent. Student may receive a detention or other ageappropriate consequence.
3rd Offense: Electronic device is confiscated by administration until the end of the school year. A
parent conference will be held. Student may be suspended or have other age-appropriate
consequence administered.

Policy adopted: May 19, 2009

HARTFORD PUBLIC SCHOOLS
Hartford, Connecticut
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Students
Student Attire
1. Statement of Policy

It is the policy of the Hartford Board of Education to reasonably regulate the attire of
students during the school day and during school-sponsored activities. To that end, all
students in primary and secondary schools shall wear a school uniform. Further, in order to
maintain an educational environment that is safe and conducive to the educational process,
students in all grades shall abstain from wearing or possessing specified items during the
school day.
2. Statement of Purpose
The Hartford Board of Education has determined that reasonable regulation of school attire
can further important educational interests, including:
a.

Reducing distraction and loss of self-esteem caused by teasing or competition over
clothing;
Minimizing disruption from wearing inappropriate clothing or possessing
inappropriate items at school;
Providing an environment where students can focus more on learning;
Enhancing school safety by making it harder to conceal weapons or contraband;
Enhancing school safety by helping teachers and administrators to identify
individuals that are not enrolled in the school when they encounter them on school
grounds;
Enhancing school safety by prohibiting gang colors and paraphernalia;
Reducing the cost of school clothing;
Providing an educational environment where financial disparities between students,
as reflected in clothing, are minimized;
Creating a greater sense of community and school pride amongst the students;
Instilling discipline in students;
Helping students and parents to avoid peer pressure;
Helping to prepare students for future roles in the professional workplace; and
Creating an atmosphere reflecting seriousness of purpose about education.

b.
c.
d.
e.

f.
g.
h.
i.
j.
k.
l.
m.

3. Administrator Responsibilities
a.

Principals will distribute to parents annually the names of all local uniform vendors who have
confirmed that they have the capacity to provide the specifications of their uniforms, including cost.

b.

There shall be no sole source vendors of school uniforms. The superintendent, or designee, will send to
the Board of Education annually, a list of all vendors that provide uniforms at each school.

c.

Changes to a school uniform or logo shall be approved by the School Governance Council. Principals
will notify parents by March 1, of any school year, if all or part, of the school uniform will change for
the following school year.
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Student Attire (continued)
d.

Whenever possible, the Hartford Public Schools shall provide logos that can be sewed
or ironed onto the uniforms that meet the requirements of this policy, at any school
that elects to have a school uniform with a specific logo.

4. Parental Responsibility
It is the responsibility of parents/guardians to ensure that their child/children dress in
conformity with the requirements of this policy. It is the recommendation of professional
school personnel that parents/guardians hold their children to the highest standard in
regards to school attire. Parents/guardians should support the Board’s efforts to create a
level playing field for all students in Hartford and eliminate distractions, disruptions and
safety concerns relating to student attire. Parents/guardians should further support the
Board’s efforts to create a more serious educational environment that is conducive to
learning and which helps to prepare Hartford’s students for future success in the
professional workplace.
5. Staff Responsibilities
School personnel, including substitutes, should serve as role models for proper attire in the
educational setting. School personnel should ensure that all students adhere to the School
Attire Policy. All personnel, particularly teachers and administrators, are encouraged to
model their school’s uniform in their own attire.
6. Clothing and Items Prohibited for All Grades, PK-12
In order to maintain an environment that is safe and conducive to the educational process,
the Board of Education prohibits the wear of following for all grades in the Hartford Public
School System during regular school hours:
a.

Attire or accessories that contain messages or images that would tend to be offensive
or disruptive to the educational process, including racist messages or images; sexist
messages, or
images; messages or images promoting the use of drugs, alcohol, or
tobacco; profane or pornographic
messages or images; messages that incite violence
or constitute “fighting words”; or attire or
accessories that promote or signify gang
affiliation.

b.

See-through clothing, clothing revealing bare midriffs, tank tops, halter tops, tube tops,
undershirts or underpants worn as outer garments, clothing with plunging necklines (front
or back), sleeveless shirts, exposed clothing made of spandex material, or clothing worn in
such a manner as to expose undergarments.

c.

Bare feet, bedroom slippers, shower style flip-flops, roller blades, roller-skates, or footwear
that mars floors, causes excessive noise, or creates a safety hazard.

d.

Head coverings of any kind, including but not limited to hats, caps, scarves, bandanas, curlers,
masks, visors, kerchiefs, athletic sweatbands, earmuffs, or hoods. Head coverings shall not be
worn, carried, hung on belts or around the neck or kept in
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the classroom during regular school hours. However, approved coverings worn as
part of a student’s religious beliefs shall not be prohibited under this policy.
e.

Spiked or studded bracelets, oversized or multi-finger rings, belts or chains or any
other articles of attire with spikes or studs attached, “Name” or other oversized metal
belt buckles, or any other items of clothing or jewelry that may present a safety
hazard to the student, other students or staff.

f.

Coats, jackets, windbreakers, nylon pullovers, down vests, or other attire normally
worn as outerwear. Such outerwear shall not be worn, carried or kept in the
classroom during regular school hours. Outerwear must be secured in the student’s
locker before school starts.

g.

Sunglasses, headphones, or other electronic devices not prescribed for educational
purposes, or goggles, whether worn or carried.

h.

Skirts, shorts, skorts, dresses, or jumpers that are shorter than four (4) inches above
the knee.

7. Mandatory School Uniform for Elementary School Students
The following Uniform Policy is mandatory for all students in Hartford elementary schools:
a.

Boys’ Uniforms.
(1)

Individual schools may choose an authorized color scheme for shirts and
pants. Shirts must have a collar and may be button down, polo or
turtleneck. Shirts must be tucked in at all times. Sleeves may be long or
short. No tee shirts may be worn. Pants or shorts may be dress or
“docker” style and must be worn or belted at the waist.

(2)

Shoes or sneakers with socks. Laces on shoes or sneakers must be tied.
Footwear may not mar floors, cause excessive noise, or create a safety
hazard.

(3)

Individual schools may choose additional colors and styles for sweaters,
blazers and vests.

(4)

Gym Day Attire: Students may wear sweats to school on scheduled gym
day. Individual schools may choose authorized additional gym attire.

(5)

Backpacks and/or book bags are permitted, but shall not obstruct safe
passage in the classroom or in the corridors.
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b.

c.

Girls’ Uniforms.
(1)

Individual schools may choose an authorized color scheme for blouses,
jumpers, skirts, pants or knee-length shorts. Blouses must have a collar and
may be button down, polo or turtleneck. Blouses must be tucked in at all
times. Sleeves may be long or short. No tee shirts may be worn. If pants or
shorts are worn, they must be “dress” or “docker” style and must be worn or
belted at the waist.

(2)

Shoes or sneakers with socks or tights. Laces on shoes or sneakers must be
tied. Footwear may not mar floors, cause excessive noise, or create a safety
hazard.

(3)

Individual schools may choose additional colors and styles for sweaters,
blazers and vests.

(4)

Gym Day Attire: Students may wear sweats to school on scheduled gym day.
Sweats must reflect the color of the school uniform. Individual schools may
choose authorized additional gym attire.

(5)

Backpacks and/or book bags are permitted, but shall not obstruct safe passage
in the classroom or in the corridors.

Compliance.
(1)

All students are required to adhere to their school’s uniform and are expected
to attend classes in a complete uniform. For financial and emergency reasons
schools should maintain a supply of uniforms which students may borrow, to
enable all students to attend class. Principal discretion may be used in unique
situations.

8. Mandatory School Uniform for Secondary School Students
At the point of inception, Independent Secondary Schools and Academies will designate
complete uniforms reflective of their mission, career theme and/or post-secondary
education focus in a single color scheme. Dress uniforms or blazers and ties are required for
upper classmen and women (grades 11-12) participating in internships.
All students are required to adhere to the required attire and are expected to attend classes
in a complete uniform. For financial and emergency reasons schools shall maintain uniform
components that students may borrow to ensure that all students may attend class. Principal
discretion may be used in unique situations.
9. Exceptions for Designated Days or Events.
Each school principal may periodically designate specific days or events (i.e. school picnic,
field day, or spirit week) during which deviations from the approved uniform will be
permitted,
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provided the principal determines that such exceptions will facilitate the event, promote
school spirit, or otherwise serve an educational interest.
10. Religious and Health Accommodations.
Where the bona fide religious beliefs or health needs of a student conflict with the school
attire policy, the schools will provide reasonable accommodation. Any parent or student
desiring accommodation shall notify their school principal in writing of the requested
accommodation and the factual basis for the request. Approved coverings worn as part of a
student’s bona fide religious practices or beliefs shall not be prohibited under this policy.
The superintendent shall develop procedures for the verification of religious and health
exemptions.
11. Clothing Assistance.
It is the policy of the Board of Education that no student will be denied an education due to
bona fide financial inability to obtain clothing that complies with the Board’s Attire Policy.
Any student, for whom compliance with the school attire policy poses a bona fide financial
burden, may submit a written request for clothing assistance to their school principal
specifying the clothing needed together with a statement of financial need. School principals
or their designees shall assist families in financial need to obtain clothing that complies with
the school attire policy. In meeting requests for assistance, principals or their designees
shall consider community resources such as clothing or financial donations from
corporations, members of the community, local businesses, parent organizations, and
charitable organizations; clothing discounts from local merchants; and providing additional
time for a student to obtain clothing that complies with the School Attire Policy. Where
other resources or accommodations are inadequate, a principal may submit a request for
assistance to the Assistant Superintendent of Schools. The Assistant Superintendent or
his/her designee shall ensure that necessary clothing or financial assistance is provided to
the principal, who in turn shall address the clothing needs of the student.
12. ACCOMMODATION OF FREE EXPRESSION
AN ITEM OF APPROVED CLOTHING CONTAINING AN EXPRESSIVE MESSAGE IS PERMITTED. FOR EXAMPLE, A SMALL
BUTTON SUPPORTING A POLITICAL CANDIDATE MAY BE WORN. HOWEVER, EXPRESSIVE ITEMS ARE PROHIBITED IF, IN
THE REASONABLE JUDGMENT OF SCHOOL OFFICIALS, THEY MAY TEND TO DISRUPT OR INTERFERE WITH
EDUCATIONAL INTERESTS. FOR EXAMPLE, RACIST MESSAGES, SEXIST MESSAGES, GANG INSIGNIA, MESSAGES
PROMOTING DRUG OR ALCOHOL ABUSE, AND PROFANE OR PORNOGRAPHIC MESSAGES OR IMAGES ARE PROHIBITED.
ALSO PROHIBITED DURING THE SCHOOL DAY ARE ITEMS OF CLOTHING THAT UNDERMINE THE INTEGRITY OF
REQUIRED ATTIRE, SUCH AS A WINDBREAKER THAT CONTAINS EXPRESSIVE WRITING.
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13. Administrative Review.

Any student who believes that their school has not reasonably accommodated his or her
bona fide religious, health or financial needs or right of free expression, may submit a
written objection on their own or through their parents/guardians to the school’s principal.
The principal shall respond in writing to the student and his or her parents/guardians
within fourteen (14) days. Any student or parent/guardian dissatisfied with the principal’s
response
may submit a written appeal to the Hartford Public Schools Board of Education. The Board
or its designee may request such additional information from the school, the student, and/or
the parents/guardians as it deems necessary. The Board or its designee shall issue a written
decision on the appeal within twenty-one (21) days.

LEGAL REFERENCE: CONNECTICUT GENERAL STATUTE SECTION 10-221F (1996) (“[A] LOCAL OR REGIONAL BOARD OF
EDUCATION MAY SPECIFY A SCHOOL UNIFORM FOR STUDENTS UNDER ITS JURISDICTION.”).

Policy Number 5131.1(a), Students, Dress and Grooming, School Uniforms is rescinded.
Policy Number 5140(a), Student Dress, adopted 9/14/99 and updated 11/1/05 is rescinded.
Policy Number 5140, Hartford Public Schools School Attire Policy dated 6/6/06 is rescinded.
Policy Number 5140, Hartford Public Schools School Attire Policy dated 7/11/06 is revised.
Policy Number 5140, Hartford Public Schools School Attire Policy dated 6/13/08 is revised.
Policy Number 5140, Hartford Public Schools School Attire Policy dated 8/19/08 is adopted.
Policy Number 5140, Hartford Public Schools School Attire Policy dated 12/21/10 is revised.

Revised: January 15, 2013
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Bullying Prevention and Intervention
The Hartford Board of Education is committed to creating and maintaining an educational environment that
is physically, emotionally and intellectually safe and thus free from bullying, teen dating violence,
harassment and discrimination. In accordance with state law and the Board’s Safe School Climate Plan, the
Board expressly prohibits any form of bullying behavior on school grounds; at a school-sponsored or schoolrelated activity, function or program, whether on or off school grounds; at a school bus stop; on a school bus
or other vehicle owned, leased or used by a local or regional board of education; or through the use of an
electronic device or an electronic mobile device owned, leased or used by Board of Education.
The Board also prohibits any form of bullying behavior outside of the school setting if such bullying (i)
creates a hostile environment at school for the student against whom such bullying was directed, (ii)
infringes on the rights of the student against whom such bullying was directed at school, or (iii) substantially
disrupts the education process or the orderly operation of a school. Discrimination and/or retaliation against
an individual who reports or assists in the investigation of an act of bullying is likewise prohibited.
Students who engage in bullying behavior, or teen dating violence, shall be subject to school discipline, up to
and including expulsion, in accordance with the Board’s policies on student discipline, suspension and
expulsion, and consistent with state and federal law.
For purposes of this policy, “Bullying” means the repeated use by one or more students of a written, oral or
electronic communication, such as cyberbullying, directed at or referring to another student attending school
in the same school district, or a physical act or gesture by one or more students repeatedly directed at
another student attending school in the same school district, that:
1.
2.
3.
4.
5.

Causes physical or emotional harm to such student or damage to such student’s property;
Places such student in reasonable fear of harm to himself or herself, or of damage to his or her
property;
Creates a hostile environment at school for such student;
Infringes on the rights of such student at school; or
Substantially disrupts the education process or the orderly operation of a school.

Bullying shall include, but not be limited to, a written, verbal or electronic communication or physical act or
gesture based on any actual or perceived differentiating 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 disability, or by
association with an individual or group who has or is perceived to have one or more of such characteristics.
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Bullying Prevention and Intervention (continued)
For purposes of this policy, “Cyberbullying” means 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 communications.
For purposes of this policy, “Teen Dating Violence” means any act of physical, emotional or sexual abuse,
including stalking, harassing and threatening, that occurs between two students who are currently in or who
have recently been in a dating relationship.
Consistent with the requirements under state law, the Hartford Board of Education authorizes the
Superintendent or his/her designee(s), along with the Safe School Climate Coordinator, to be responsible for
developing and implementing a Safe School Climate Plan in furtherance of this policy.
As provided by state law, such Safe School Climate Plan shall:
1.

Enable students to anonymously report acts of bullying to school employees and require students
and the parents or guardians of students to be notified at the beginning of each school year of the
process by which students may make such reports;

2.

Enable the parents or guardians of students to file written reports of suspected bullying;

3.

Require school employees who witness acts of bullying or receive reports of bullying to orally notify
the safe school climate specialist, or another school administrator if the safe school climate specialist
is unavailable, not later than one school day after such school employee witnesses or receives a
report of bullying, and to file a written report not later than two school days after making such oral
report;

4.

Require the safe school climate specialist to investigate or supervise the investigation of all reports of
bullying and ensure that such investigation is completed promptly after receipt of any written
reports made under this section and that the parents or guardians of the student alleged to have
committed an act or acts of bullying and the parents or guardians of the student against whom such
alleged act or acts were directed receive prompt notice that such investigation has commenced;

5.

Require the safe school climate specialist to review any anonymous reports, except that no
disciplinary action shall be taken solely on the basis of an anonymous report;

6.

Include a prevention and intervention strategy for school employees to deal with bullying and teen
dating violence;

7.

Provide for the inclusion of language in student codes of conduct concerning bullying;
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8.

Require each school to notify the parents or guardians of students who commit any verified acts of
bullying and the parents or guardians of students against whom such acts were directed not later
than forty-eight hours after the completion of the investigation;

9.

Require each school to invite the parents or guardians of a student against whom such act was
directed to a meeting to communicate to such parents or guardians the measures being taken by the
school to ensure the safety of the student against whom such act was directed and policies and
procedures in place to prevent further acts of bullying;

10.

require each school to invite the parents or guardians of a student who commits any verified act of
bullying to a meeting, separate and distinct from the meeting required in subsdivision (9) above, to
discuss specific interventions undertaken by the school to prevent further acts of bullying;

11.

Establish a procedure for each school to document and maintain records relating to reports and
investigations of bullying in such school and to maintain a list of the number of verified acts of
bullying in such school and make such list available for public inspection, and annually report such
number to the Department of Education and in such manner as prescribed by the Commissioner of
Education;

12.

Direct the development of case-by-case interventions for addressing repeated incidents of bullying
against a single individual or recurrently perpetrated bullying incidents by the same individual that
may include both counseling and discipline;

13.

Prohibit discrimination and retaliation against an individual who reports or assists in the
investigation of an act of bullying;

14.

Direct the development of student safety support plans for students against whom an act of bullying
was directed that address safety measures the school will take to protect such students against
further acts of bullying;

15.

Require the principal of a school, or the principal’s designee, to notify the appropriate local law
enforcement agency when such principal, or the principal’s designee, believes that any acts of
bullying constitute criminal conduct;

16.

Prohibit bullying (A) on school grounds, at a school-sponsored or school-related activity, function or
program whether on or off school grounds, at a school bus stop, on a school bus or other vehicle
owned, leased or used by a local or regional board of education, or through the use of an electronic
device or an electronic mobile device owned, leased or used by the local or regional board of
education, and (B) outside of the school setting if such bullying (i) creates a hostile environment at
school for the student against whom such bullying was directed, or (ii) infringes on the rights of the
student against whom such bullying was directed at school, or (iii) substantially disrupts the
education process or the orderly operation of a school;
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17.

Require, at the beginning of each school year, each school to provide all school employees with a
written or electronic copy of the school district’s safe school climate plan; and

18.

Require that all school employees annually complete the training described in Conn. Gen. Stat. §10220a.

The notification required pursuant to subdivision (8) (above) and the invitation required pursuant to
subdivision (9) and (10) (above) shall include a description of the response of school employees to such acts
and any consequences that may result from the commission of further acts of bullying. Any information
provided under this policy or accompanying Safe School Climate Plan shall be provided in accordance with
the confidentiality restrictions imposed under the Family Educational Rights Privacy Act (“FERPA”) and the
district’s Confidentiality and Access to Student Information policy and regulations.
The Hartford Board of Education shall submits its Safe School Climate Plan to the Department of Education
for review and approval. Not later than thirty (30) calendar days after approval by the Department, the
Board shall make such plan available on the Board’s and each individual school in the school district’s web
site and ensure that the Safe School Climate Plan is included in the school district’s publication of the rules,
procedures and standards of conduct for schools and in all student handbooks.
Legal References:

Connecticut State Statutes:
10-145a Certificate of qualification. Specific components of teacher preparation
programs
10-145o Teacher education and mentoring program. Administrator three-year plan.
Instructional modules. Data system. Guidelines.
10-220a In-service training. Professional development committees
10-222d Policy on bullying behavior
10-222g Prevention and intervention strategy re: bullying
10-222h Analysis of bullying policies
10-233a through 10-233f re: suspension and expulsion

Policy adopted:
Policy revised:
Policy revised:
Policy revised:
Policy revised:

February 4, 2003
June 17, 2008
May 19, 2009
September 20, 2011
June 21, 2016
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Hartford Public Schools
Parent Form for Reporting Bullying Behavior
Bullying Definition: Any overt acts by a student, or a group of students, directed against another
student with the intent to ridicule, harass, humiliate, or intimidate the other student while on school
grounds, traveling to or from school, or at a school-sponsored activity which acts are repeated against
the student over time.
Report will be investigated no later than the end of the next school day and report to parent within 3
days.
Name of Student (Target): _____________________________________DOB_________________
School: ____________________ Grade: __________ Teacher: _____________________________
Parent Name: _________________________Tel/Cell: _____________ Email:_________________
Date of Report: ________________________

Date Received at School:__________________

Full Name of Alleged Bully: ________________________________________Grade:___________
Give details of your concerns- dates, place, witnesses, etc.
(Use back-side if necessary.)
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
ANONYMOUS REPORT:
1. Please DO NOT use my child’s name (signature)______________________________________
2. It is ok to use my child’s name (signature)___________________________________________
TO BE COMPLETED BY SCHOOL
Date Investigated:_____________________ By Whom:__________________________________
Date Parent Notified of Outcome: _______ By Whom:__________________________________
Bullying Verified: Yes________________ No__________________

Form B2 - Rev. 8/508

Hartford Public Schools
Elementary Student Form for Reporting Bullying

My name is: _______________________________________________
I am in grade: _______ My teacher’s name is:___________________
The name of the bully is: _____________________________________
The bully is in grade: ________________________________________
The bully makes me feel: ___________________________________________________________
_____________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
Note: When a student report is received, the principal, or designee, must ask the child if it is an
anonymous report. An anonymous report means that the target’s name cannot be used.
Form B3 - Rev. 8/5/08

Hartford Public Schools
Secondary Student [Grades 6-12] Form for Reporting Bullying Behavior
Bullying Definition: Any overt acts by a student, or a group of students, directed against another
student with the intent to ridicule, harass, humiliate, or intimidate the other student while on school
grounds, traveling to or from school, or at a school-sponsored activity which acts are repeated against
the student over time.
Report will be investigated no later than the end of the next school day and report to parent within 3
days.
Name of Student (Target): ____________________________________
School: _______________________

DOB_________________

Grade: __________

Parent Name: _________________________________
Tel/Cell: ______________________________ Email: _____________________
Date of Report: ________________________ Date Received at School: _____________________
Full Name of Alleged Bully: ________________________________________ Grade: __________
Give details of your concerns - dates, place, witnesses, etc. (Use back-side if necessary.)
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
ANONYMOUS REPORT:
1. Please DO NOT use my name (signature) ___________________________________________
2. It is ok to use my name (signature) ________________________________________________
TO BE COMPLETED BY SCHOOL
Date Investigated: _____________________ By Whom: _________________________________
Date Student/Parent Notified of Outcome: __________ By Whom:________________________
Bullying Verified: Yes _______________ No__________________

Form B4 - Rev. 8/5/08
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Student Health Services
School District Medical Advisor
The Board of Education shall appoint a school district medical advisor and appropriate medical support
service personnel including nurses.
School health efforts shall be directed toward detection and prevention of health problems and to emergency
treatment, including the following student health services:
1. Appraising the health status of pupils;
2. Counseling pupils, parents, and others concerning the findings of health examination;
3. Encouraging correction of defects;
4. Helping prevent and control disease;
5. Providing emergency care for student injury and sudden illness;
6. Maintaining school health records.
Health Records
There shall be a health record for each student enrolled in the school district which will be maintained in the
school nurse's room. Health records shall be maintained in accordance with the Board’s Access to Student
Records and Confidentiality Policy.
Student Medical Care at School
School personnel are responsible for the immediate care necessary for a pupil whose sickness or injury
occurs on the school premises during school hours or in school-sponsored and supervised activities, as well
as the administration of medication to students, in accordance with Board policy and state law and
regulations.
Schools shall maintain files of Emergency Information cards for each pupil. If a child's injury requires
immediate care, the parent or guardian will be called by telephone by the nurse, the building principal, or
other personnel designated by the principal, and advised of the pupil's condition. When immediate medical
or dental attention is indicated, and when parents or guardians cannot be reached, the student will be
transported to the nearest hospital unless otherwise indicated on the student's Emergency Information card.
In this event, the family physician/dentist and school district medical advisor will be notified of school
district actions.

5151(b)
Students
Student Health Services (continued)

Legal Reference: Connecticut General Statutes
10-203 Compliance with public health statutes and regulations.
10-205 Appointment of school medical advisors.
10-207 Duties of medical advisers. 10-209 Records not to be public.
10-212 School nurses and nurse practitioners.
Policy adopted: September 14, 1999 HARTFORD PUBLIC SCHOOLS
Policy updated: November 1, 2005
Policy updated: November 17, 2015 Hartford, Connecticut
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Administration Of Student Medications In The Schools
Definitions
1. Administration of medication means the direct application of a medication by inhalation,
ingestion, or by any other means to the body of a person.
2. Authorized prescriber means a physician, dentist, advanced practice registered nurse or
physician assistant.
3. Controlled drugs means those drugs as defined in Conn. Gen. Stat. Section 21a-240.
4. Cumulative health record means the cumulative health record of a pupil mandated by Conn. Gen.
Stat. Section 10-206.
5. Error means: (1) the failure to do any of the following as ordered:
a. administer a medication to a student;
b. administer medication within the time designated by the prescribing physician;
c. administer the specific medication prescribed for a student;
d. administer the correct dosage of medication;
e. administer medication by the proper route; and/or
f. administer the medication according to generally accepted standards of practice; or
(2) administration of medication to a student which is not ordered, or which is not authorized in
writing by the parent or guardian of such student.
6. Guardian means one who has the authority and obligations of guardianship of the person of a
minor, and includes: (1) the obligation of care and control; and (2) the authority to make major
decisions affecting the minor's welfare, including, but not limited to, consent determinations
regarding marriage, enlistment in the armed forces and major medical, psychiatric or surgical
treatment.
7. Medication means any medicinal preparation, both prescription and non-prescription, including
controlled drugs, as defined in Conn. Gen. Stat. Section 21a-240. This definition includes
Aspirin, Ibuprofen or Aspirin substitutes containing Acetaminophen.
8. Medication Emergency means an untoward reaction of a student to a medication.
9. Medication order means the authorization by an authorized prescriber for the administration of
medication to a student during school hours for no longer than the current academic year.
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DEFINITIONS (CONT.)
10. Nurse means an advanced practice registered nurse, a registered nurse or a practical nurse
licensed in Connecticut in accordance with Chapter 378, Conn. Gen. Stat.
11. Principal means the administrator in the school.
12. School means any educational facility or program which is under the jurisdiction of the Board.
13. School nurse means a nurse appointed in accordance with Conn. Gen. Stat. Section 10-212.
14. Self administration of medication means that a student is able to identify and select the
appropriate medication by size, color, amount, or other label identification; knows the
frequency and time of day for which the medication is ordered; and consumes the medication
appropriately.
15. Teacher means a person employed full time by Board who has met the minimum standards as
established by Board for performance as a teacher and has been approved by the school medical
advisor and school nurse to be designated to administer medications pursuant to the
Regulations of Connecticut State Agencies Sections 10-212a-1 through 10-212a-7.
General Policies On Administration of Medications
1. No medication, including non-prescription drugs, may be administered by any school personnel
without:
a. the written medication order of an authorized prescriber; and,
b. the written authorization of the student's parent or guardian.
2. Prescribed medications shall be administered to and taken by only the person for whom the
prescription has been written.
3. Medications may be administered only by a licensed nurse; or, in the absence of a licensed
nurse:
a. in the case of oral, topical, or inhalant medications, a principal or a teacher who has been
properly trained to administer such medications to students;
b. in the case of injectable medications, a principal or a teacher, but only when a student suffers
a medically diagnosed allergic condition which may require prompt treatment to protect the
student against serious harm or death; or
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General Policies (cont.)

c. students who are able to self administer medication, provided;
i. an authorized prescriber provides a written order for such self administration;
ii. there is a written authorization from the student's parent or guardian;
iii. the school nurse has evaluated the situation and deemed it safe and appropriate, has
documented this in the student's cumulative health record, and has developed a plan for
general supervision;
iv. the principal and appropriate teachers are informed the student is self administering
prescribed medication;
v. such medication is transported to school and maintained under the student's control in
accordance with this policy.
DOCUMENTATION AND RECORD KEEPING

1. Each school where medications are administered shall maintain a medication administration
record for each student who receives medication during school hours. This record shall include
the following information:
a. the name of the student;
b. the name of the medication;
c. the dosage of the medication;
d. the route of the administration, (i.e., oral, topical, inhalant, etc.);
e. the frequency of administration;
f. the name of the authorized prescriber;
g. the date on which the medication was ordered;
h. the quantity received at school;
i. the date the medication is to be reordered (if any);
j. any student allergies to food and/or medication(s);
k. the date and time of each administration or omission, including the reason for any omission;
l. the dose or amount of each medication administered; and,
m. the full legal signature of the nurse, principal or teacher administering the medication.
2. All records are to be made in ink, and shall not be altered.
3. Written orders of authorized prescribers, written authorizations of parent or guardian, and the
completed medication administration record for each student shall be filed in the student's
cumulative health record.
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4. Authorized prescribers may make verbal orders, including telephone orders, for a change in
medication. Such verbal orders may be received only by a school nurse and must be followed by
a written order within three (3) school days.
5. Medication administration records will be made available to the Connecticut Department of
Public Health upon its request.
ERRORS IN MEDICATION ADMINISTRATION

1. Whenever any error in medication administration occurs, the following procedures shall apply:
a. the person making the error in medication administration shall immediately implement the
medication emergency procedures in this Policy if necessary, and shall immediately notify
the school nurse and the authorized prescriber;
b. the person making the error in medication administration shall thereafter notify the
principal (if the principal was not the person who made the error);
c. the principal shall notify the Superintendent of the Superintendent's designee, who shall
thereafter notify the student's parent or guardian, advising of the nature of the error and all
steps taken or being taken to rectify the error, including contact with the authorized
prescriber and/or any other medical action(s).
2. A report shall be completed using the authorized accident/incident report form.
3. Any error in the administration of medication shall be documented in the student's cumulative
health record.
MEDICATION EMERGENCY PROCEDURES

1. Whenever a student has an untoward reaction to administration of a medication, resolution of
the reaction to protect the student's health and safety shall be the foremost priority. The school
nurse and the authorized prescriber shall be notified immediately, or as soon as possible in light
of any emergency medical care that must be given to the student.
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2. Emergency medical care to resolve a medication emergency includes but is not limited to the
following, as appropriate under the circumstances:
a. use of the 911 emergency response system;

b. application by properly trained and/or certified personnel of appropriate emergency
medical care techniques, such as cardio-pulmonary resuscitation;
c. contact with a poison control center; and
d. transporting the student to the nearest available emergency medical care facility that is
capable of responding to a medication emergency.
3. As soon as possible, in light of the circumstances, the principal shall be notified of the
medication emergency. The principal shall immediately thereafter contact the Superintendent
or the Superintendent's designee, who shall thereafter notify the parent or guardian, advising of
the existence and nature of the medication emergency and all steps taken or being taken to
resolve the emergency and protect the health and safety of the student, including contact with
the authorized prescriber and/or any other medical action(s) that are being or have been taken.
Supervision
1. The school nurse is responsible for general supervision of administration of medications in the
school(s) to which that nurse is assigned.
2. The school nurse's duty of general supervision includes, but is not limited to the following:
a. availability on a regularly scheduled basis to:
i. review orders or changes in orders, and communicate these to personnel designated to
give administer medication for appropriate follow-up;
ii. set up a plan and schedule to ensure medications are given;
iii. provide training to licensed nursing personnel, principals and teachers in the
administration of medications;
iv. support and assist other licensed nursing personnel, principals and teachers to prepare
for and implement their responsibilities related to the administration of specific
medications during school hours; and,
v. provide consultation by telephone or other means of telecommunications.
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SUPERVISION (CONT.)
b. in addition, the school nurse shall be responsible for:
i. implementing policies and procedures regarding the receipt, storage, and
administration of medications;
ii. reviewing, on a monthly basis, all documentation pertaining to the administration of
medications for students;
iii. performing work-site observation of medication administration by teachers and
principals who have been newly trained to administer medications; and,
iv. conducting periodic reviews, as needed, with licensed nursing personnel, principals and
teachers, regarding the needs of any student receiving medication.
TRAINING OF SCHOOL PERSONNEL

1. Principals and teachers who are designated to administer medications shall receive training in
their safe administration, and only trained principals and teachers shall be allowed to
administer medications.
2. Training for principals and teachers shall include, but is not necessarily limited to the following:
a. the procedures for administration of medications, the safe handling and storage of
medications, and the required record-keeping;
b. the medication needs of specific students, medication idiosyncrasies and desired effects,
potential side effects or untoward reactions.
3. The Board shall maintain, and annually update, a list of principals and teachers who have been
trained in the administration of medications pursuant to this Policy.
4. The Board shall provide for an annual review and informational update for principals and
teachers trained in administration of medications.
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ADMINISTRATION OF STUDENT MEDICATIONS IN THE SCHOOLS
HANDLING, STORAGE AND DISPOSAL OF MEDICATIONS

1. All medications, except those approved for transporting by students for self medication must be
delivered by the parent, guardian, or other responsible adult to the nurse assigned to the
student's school. The nurse shall examine on-site any new medication, medication order and
the required authorization to administer form, and shall develop a medication administration
plan for the student before any medication is given to the student by any school personnel. No
medication shall be stored at a school without a current written order from an authorized
prescriber.
2. All medications, except those approved for keeping by students for self medication, shall be kept
in a designated and locked location, used exclusively for the storage of medication. Controlled
substances shall be stored separately from other drugs and substances in a separate, secure,
substantially constructed, locked metal or wood cabinet.
3. Access to stored medications shall be limited to persons authorized to administer medications.
Each school shall maintain a current list of such authorized persons.
4. All medications, prescription and non prescription, shall be stored in their original containers
and in such a manner that renders them safe and effective.
5. Medications that must be refrigerated shall be stored in a refrigerator, at no less than 36
degrees Fahrenheit and no more than 46 degrees Fahrenheit.
6. All unused, discontinued or obsolete medications shall be removed from storage areas and
either returned to the parent or guardian, or with the permission of the parent or guardian,
destroyed.
7. Non controlled drugs shall be destroyed in the presence of at least one witness. Controlled
drugs shall be destroyed in accordance with Part 1307.21 of the Code of Federal Regulations, or
by surrendering them to the Commissioner of the Department of Consumer Protection.
8. In no event shall a school store more than a forty-five (45) day supply of a medication for a
student.
Legal References:

Connecticut General Statutes:
Section 10-206
Section 10-212
Section 10-212a
Section 21a-240
Regulations of Conn. State Agencies:
Sections 10-212a-1 through 10-212a-7, inclusive
Code of Federal Regulations:
Title 21 Part 1307.21

Policy adopted: September 14, 1999
Policy updated: November 1, 2005
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5153
Students
Health Assessments, Screenings and Immunizations
The Board of Education recognizes the importance of periodic health assessments according to state health
regulations.
To determine the health status of a student, and determine if a student is suffering from any physical
disability tending to prevent such student from receiving the full benefit of school work and to ascertain
whether such school work should be modified in order to prevent injury to the student or to secure for the
student a suitable program of education, the Board of Education requires that students have health
assessments in accordance with state law.
The Board of Education adheres to those state laws that pertain to school immunizations and health
assessments. The Board may deny admission or continued attendance in school to any student who fails to
obtain the health assessments required under C.G.S. 10-206.
Parents wishing their children exempted or excused from health assessments must request such exemption
to the Superintendent of Schools in writing and in accordance with state law.
This request must be signed by the parent/guardian.
No record of any student's medical assessment may be open to the public. (cf. 5111 – Admission/Placement)
Legal Reference: Connecticut General Statutes
10-204a Required immunizations
10-204c Immunity from liability
10-206 Health assessments
10-206a Free health assessments
10-208 Exemption from examination or treatment
10-209 Records not to be public. Provision of reports to schools.
10-214 Vision, audiometric and postural screenings. When required. Notification of parents re defects;
record of results,
Public Act 15-215, “An Act Concerning Various Revisions and Additions to the
Education Statutes.”
Public Act 15-174, “An Act Concerning Childhood Vaccinations.”
Public Act 15-242, “An Act Concerning Various Revisions to the Public Health Statutes.”
Connecticut Agencies Regulations § 10-204a-2a Adequate Immunization
Letter to Superintendents of Schools et al. from Connecticut State Department of Education, Reinstatement of
Prekindergarten and Kindergarten School Immunization Entry Requirement for Haemophilus Influenza Type
B (Hib) Vaccine, June 25, 2010.
Letter to Superintendents of Schools et al. from Connecticut State Department of Education, Changes in the
Immunization Requirements for School Entry, March 15, 2011.
Federal Law:
Elementary and Secondary Education Act of 1965, as amended by the No Child Left Behind Act of 2001,
Public Law 107-110, § 1061, codified at 20 U.S.C. § 1232h.
State of Connecticut Department of Education, Bureau of School, Family, Community Partnerships,
Cumulative Health Records Guidelines (2003).
Policy adopted: November 1, 2005 HARTFORD PUBLIC SCHOOLS Policy Revised: November 17, 2015
Hartford, Connecticut

R-5153(a)
Students
Health Assessments, Screenings and Immunizations
A. Immunizations
In accordance with Connecticut laws and regulations, the following health assessment procedures are
established for students in the district:
1. The Board requires each child to be protected by adequate immunization against diphtheria, pertussis,
tetanus, poliomyelitis, measles, mumps, rubella, hemophilus influenzae type B, hepatitis A, hepatitis B,
varicella, pneumococcal diseases, meningococcal disease and any other vaccine required by the schedule for
active immunization as determined by the Commissioner of Public Health pursuant to Conn. Gen. Stat. § 19a7f, prior to enrolling in any program or school under its jurisdiction.
Proof of immunization shall be required prior to school entry. A "school-aged child" also includes any
student enrolled in an adult education program that leads to a high school diploma. This immunization
verification is mandatory for all new school enrollees and must include complete documentation of those
immunizations requiring a full series.
2. In those instances at entry to seventh grade, where an individual has not received a second dose of
measles, and tetanus, dipheria and pertussis (Tdap), contained vaccines, a second dose shall be given. If an
individual has received no measles containing vaccines, the second dose shall be given no less than thirty
(30) days after the first. The Board also requires each child to be vaccinated against meningococcal disease
before being permitted to enter the seventh grade.
3. Each child must have received two doses of immunization against varicella before being permitted to enter
kindergarten and seventh grade, and each child must have received two doses of immunization against
rubella and mumps before being permitted to enter grades kindergarten through twelve.
4. By January 1 of each year, children aged 24-59 months enrolled in the Board’s preschool program must
show proof of receipt of at least one dose of influenza vaccine between August 1 and December 31 of the
preceding year. All children aged 24-59 months who have not received vaccination against influenza
previously must show proof of receipt of two doses of the vaccine the first influenza season that they are
vaccinated. Children seeking to enroll in the Board’s preschool program between January 1 and March 31 are
required to receive the influenza vaccine prior to being permitted to enter the program. Children who enroll
in the preschool program after March 31 of any given year are not required to meet the influenza vaccine
requirement until the following January.
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Health Assessments, Screenings and Immunizations (continued)
5. Exemption shall be granted from the Board’s immunization requirements if a student, prior to enrollment:
a. presents a certificate from a physician, physician assistant, advanced practice registered nurse, or a local
health agency stating that initial immunizations have been administered to the child and additional
immunizations are in process under guidelines and schedules specified by the Commissioner of Health;
b. presents a certificate from a physician, physician assistant, or advanced practice registered nurse stating
that in the opinion of the physician, immunization is medically contraindicated because of the physical
condition of the child;
c. presents a statement from the parents or guardian of the child that such immunization would be contrary
to religious beliefs of the child or the parents or guardian of such child, which statement shall be
acknowledged by
(A) a judge of a court of record or a family support magistrate,
(B) a clerk or deputy clerk of a court having a seal,
(C) a town clerk,
(D) a notary public,
(E) a justice of the peace,
(F) an attorney admitted to the bar of the State of Connecticut, or
(G) a school nurse; or;
d. in the case of measles, mumps or rubella, presents a certificate from a physician, physician assistant or
advanced practice registered nurse or from the Director of Health in such child’s present or previous town of
residence, stating that the child has had a confirmed case of such disease; or
e. in the case of hemophilus influenzae type B, has passed his/her fifth birthday; or
f. in the case of pertussis, has passed his/her sixth birthday.
Before being permitted to enter the seventh grade, the parents or guardian of any child who is exempt on
religious grounds from the immunization requirements, pursuant to subsection (c) above, shall present to
the Board a statement that such immunization requirements are contrary to the religious beliefs of such
child or the parents or guardian of such child, which statement shall be acknowledged in the same manner as
required by subsection (c) above.
6. Students failing to meet the above requirements shall not be allowed to attend school.
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B. Health Assessments
1. A physical examination shall be required for all new school enrollees, and students in grade 6 and grade
10. Such health assessments must be conducted by a legally qualified practitioner of medicine, an advanced
practice registered nurse or registered nurse, who is licensed under state statute, a physician assistant, who
is licensed under state statute, the school medical advisor, or a legally qualified practitioner of medicine, an
advanced practice registered nurse or a physician assistant stationed at any military base. This health
assessment must be completed either prior to school entry or 30 calendar days after the beginning of school
for new school enrollees. This assessment must be conducted within the school year for students in grade 6
and 10. Parents of students in grade 6 and 10 shall be notified, in writing, of the requirement of a health
assessment and shall be offered an opportunity to be present at the time of assessment. Health assessments
completed within one calendar year of new school entry will be accepted by the school system.
2. Health assessments shall include:
a. a physical examination which includes hematocrit or hemoglobin tests, height, weight, blood pressure, and
a chronic disease assessment which shall include; but not be limited to, asthma as defined by the
Commissioner of Public Health pursuant to subsection (c) of section 19a-62a of the Connecticut General
Statutes. The assessment form shall include (A) a check box for the provider conducting the assessment, to
indicate an asthma diagnosis, (B) screening questions relating to appropriate public health concerns to be
answered by the parent or guardian, and (C) screening questions to be answered by such provider;
b. an updating of immunizations as required by state law;
c. vision, hearing, speech and gross dental screenings;
d. such other information, including health and developmental history, as the physician feels is necessary
and appropriate.
The assessment shall also include tests for tuberculosis, sickle cell anemia or Cooley’s anemia, and tests for
lead levels in the blood (only for pre-enrolment) if, after consultation with the school medical advisor and
the local health department, the Board determines that such tests are necessary. Such tests must be
conducted by a registered nurse acting pursuant to the written order of a physician, or physician’s assistant,
licensed under state law, or an advanced practice registered nurse, licensed under state law.
3. Failure of students to satisfy the above mentioned health assessment timeliness and/or requirements shall
result in exclusion from school.
4. Parents or guardians of students being excluded from school due to failure to meet health assessment
requirements shall be given a thirty calendar day notice in writing, prior to any effective date of school
exclusion. Failure to complete required health assessment components within this thirty day grace period
shall result in school
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exclusion. This exclusion shall be verified, in writing, by the Superintendent of Schools or his/her designee
5. Health assessment and health screening requirements of these regulations are waived if the parent legal
guardian of the student or the student (if he or she is an emancipated minor or is eighteen years of age or
older) notifies the school personnel in writing that the parent, guardian or student objects on religious
grounds.
6. The Board of Education shall provide such assessments free of charge to students whose parents or
guardians meet the eligibility requirements for free and reduced price meals under the National School
Lunch Program or for free milk under the special milk program.
C. Screenings
1. The Board of Education will provide annually to each student enrolled in kindergarten and grades one and
three to five, inclusive, a vision screening using a Snellen chart or equivalent screening. The Superintendent
shall give written notice to the parent or guardian of each student (1) who is found to have any defect of
vision or disease of the eyes, with a brief statement describing the defect or disease, and (2) who did not
receive such vision screening, with a brief statement explaining why such pupil did not receive such vision
screening.
2. The Board of Education will provide annually to each student enrolled in kindergarten and grades one and
three through five, inclusive, audiometric screening for hearing. The Superintendent shall give written notice
to the parent or guardian of each student (1) who is found to have any impairment or defect of hearing, with
a brief statement describing the impairment or defect, and (2) who did not receive an audiometric screening
for hearing, with a brief statement explaining why such student did not receive an audiometric screening for
hearing.
3. The Board of Education will provide postural screenings for (1) each female student in grades five and
seven, and (2) each male student in grade eight and nine. The Superintendent shall give written notice to the
parent or guardian of each student (A) who evidences any postural problem, with a brief statement
describing such evidence, and (B) who did not receive a postural screening, with a brief statement explaining
why such student did not receive such postural screening.
4. All of the screenings required under these administrative regulations will be performed in accordance
with regulations applicable to such screenings as adopted by the State Board of Education.
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E. Athletics
1. Any student participating in an interscholastic sports program must have a health assessment, within one
year prior to the first training session for the sport or sports. After the initial examination, repeat
examinations are required every year. Each participant in a sport program must complete a health
questionnaire before participating in each sport.
2. Parents are expected to use the services of their private physician. If a student is unable to obtain a health
assessment from his/her personal physician for financial or other reasons, an examination can be arranged
with school medical advisor. Health assessment results shall be recorded on forms provided by the
Connecticut State Board of Education, signed by the examining physician, school medical advisor or advisor's
designee, filed in the student's health folder, and maintained up to date by the school nurse.
F. Assessment/Screening Results:
The results of each assessment and screening required by these administrative regulations shall be recorded
on forms supplied by the State Board of Education. Each physician, advanced practice registered nurse,
registered nurse, or physician assistant performing health assessments under these administrative
regulations shall sign each form and any recommendations concerning a student shall be in writing.
Assessment/screening forms shall be included in the cumulative health record of each student and they shall
be kept on file in the school attended by the student. If a student transfers to another school district in
Connecticut, his/her original cumulative health record shall be sent to the chief administrative officer of the
new school district and a true copy retained by the Hartford Board of Education. For a student leaving
Connecticut, a copy of the records, if requested, should be sent and the original maintained.
Appropriate school health personnel shall review the results of each assessment and screening. If the
reviewing school health personnel judge that a student is in need of further testing or treatment, the
Superintendent shall give written notice to the parent or guardian of such student and shall make reasonable
efforts to ensure that such further testing or treatment is provided. Reasonable efforts shall include
determination of whether the parent or guardian has obtained the necessary testing or treatment for the
student, and, if not, advising the parent or guardian how such testing or treatment may be obtained. The
results of such further testing or treatment shall be recorded, kept on file and reviewed by appropriate
school health personnel in the same manner as the results of the health assessments and screenings required
under these administrative regulations.
G. Other Non-Emergency Invasive Physical Examinations and Screenings:
1. In addition to the screenings listed above, the district may, from time to time, require students to undergo
additional non-emergency, invasive physical examination(s)/screening(s).
2. A non-emergency, invasive physical examination or screening is defined as:
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(a) any medical examination that involves the exposure of private body parts; or
(b) any act during such examination that includes incision, insertion, or injection into the body, but does not
include a hearing, vision, or scoliosis screening; and
(c) is required as a condition of attendance, administered by the school and scheduled by the school in
advance; and
(d) is not necessary to protect the immediate health and safety of the students.
3. If the district elects to conduct any such examinations, then, at the beginning of the school year, the
administration shall give direct notice to parents of affected students of the district's intent to conduct the
non-emergency invasive physical examination(s) and/or screening(s) described in this subsection. Such
notice shall include the specific or approximate dates during the school year of the administration of such
non-emergency invasive physical examination(s)/screening(s).
4. Upon request, the administration shall permit parents or students over the age of eighteen (18) (or
emancipated minors) to opt out of participation in the non-emergency invasive physical
examination(s)/screening(s) described in this subparagraph.
H. School Representative to Receive Information Concerning Health Assessments:
The Board of Education designates [insert name of responsible staff member] as the representative for
receipt of reports from health care providers concerning student health assessments.
Legal Reference: Connecticut General Statutes
10-204a Required immunizations
10-204c Immunity from liability
10-206 Health assessments
10-206a Free health assessments
10-208 Exemption from examination or treatment
10-209 Records not to be public. Provision of reports to schools.
10-214 Vision, audiometric and postural screenings. When required. Notification of parents re defects;
record of results,
Public Act 15-215, “An Act Concerning Various Revisions and Additions to the Education Statutes.”
Public Act 15-174, “An Act Concerning Childhood Vaccinations.”
Public Act 15-242, “An Act Concerning Various Revisions to the Public Health Statutes.”
Connecticut Agencies Regulations § 10-204a-2a Adequate Immunization
R-5153(g)
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Letter to Superintendents of Schools et al. from Connecticut State Department of Education, Reinstatement of
Prekindergarten and Kindergarten School Immunization Entry Requirement for Haemophilus Influenza Type
B (Hib) Vaccine, June 25, 2010.
Letter to Superintendents of Schools et al. from Connecticut State Department of Education, Changes in the
Immunization Requirements for School Entry, March 15, 2011.
Federal Law:
Elementary and Secondary Education Act of 1965, as amended by the No Child Left Behind Act of 2001,
Public Law 107-110, § 1061, codified at 20 U.S.C. § 1232h.

State of Connecticut Department of Education, Bureau of School, Family, Community Partnerships,
Cumulative Health Records Guidelines (2003).
Regulation adopted: September 14, 1999 HARTFORD PUBLIC SCHOOLS
Regulation updated: November 1, 2005 Hartford, Connecticut
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Students
Child Abuse and Neglect
The Hartford Board of Education recognizes the school district's moral and legal obligation to
protect children whose health and welfare may be adversely affected through injury and neglect
and to ensure a safe and nurturing environment.
Connecticut General Statutes (l7a-101) requires all certified employees, principals, guidance
counselors, nurses, social workers, paraprofessionals, and other mandated reporters who have
reasonable cause to suspect or believe a child has been abused to make an oral report of such
information to the Department of Children and Families (DCF) or local or state police, followed by a
written report to DCF within 72 hours unless a school employee is suspected of causing such abuse.
While the state law defines certain school employees as "mandated reporters", the Hartford Board
of Education believes all individuals who interact with students have an obligation to report
suspected child abuse. Therefore when any individual, who interacts with students as part of their
professional responsibility to the Board of Education, has a concern about a potential case of child
abuse or neglect, he/she must immediately notify the building principal or the principal's designee.
The law provides for immunity from any civil liability or criminal penalty to all who participate in
good faith in the making of a report; investigation: and judicial proceedings resulting from such a
report.
Orientation for new staff and an annual review of the guidelines for all shall be provided.
Legal Reference:

Connecticut General Statutes
17a-101 Protection of children from abuse. Reports required of
certain professional persons. When child may be removed from
surroundings without court order.
17a-102 Report of danger of abuse.
17a-103 Reports by others.
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Child Abuse and Neglect
This regulation is intended to safeguard children whose health and welfare may be adversely
affected through injury and neglect, and to ensure a nurturing and safe environment. Reports
should be made where there is reasonable cause to suspect or believe that any child under the age
of eighteen:
1. Has had physical injury or injuries inflicted upon him/her (other than by accidental means) by a
person responsible for the child's health, welfare, or care, or by a person given access to the
child by a responsible person.
2. Has injuries which are at variance with the explanation given of their occurrence.
3. Is in a condition which is the result of maltreatment such as, but not limited to, malnutrition,
sexual abuse, sexual exploitation, deprivation or necessities, emotional maltreatment, or cruel
punishment.
4. Has been neglected in one or more of the following ways:
a. Has been abandoned;
b. Is being denied proper care and attention, physically, educationally, emotionally, or morally;
c. Is being permitted to live under conditions, circumstances, or associations injurious to the
child's well-being;
5. Is in danger of being abused even though one does not have reasonable cause to suspect or
believe any such abuse has actually occurred.
Report of Child Abuse
Any staff member who has reasonable cause to suspect that a child has been abused or neglected
must report the abuse immediately to the principal. This staff member becomes the "mandated
reporter."
School principal (or his/her designee) confers with the school nurse, psychologist, social worker or
other appropriate personnel to obtain pertinent information about the student as necessary.
The mandated reporter (i.e., teacher guidance counselor, etc.) phones report of suspected abuse
immediately to the Department of Children and Family Services (ask for Protective Services
Supervisor of the Intake Unit) or the police.
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The concerned staff member brings the matter to the attention of the school principal (or his/her
designee) immediately after making the report.
Principal (or his/her designee) notifies the Director of Pupil Personnel Services (or his/her
designee).
Director of Pupil Personnel Services maintains the school system's central file on cases of suspected
abuse.
School principal and/or his or her designees may inform parent of referral after consultation with
DCF if they feel parent will not punish their child with further abuse, or:
1. May request parent conference at school immediately, or
2. May take child home and confer with parent, or
3. In an emergency situation, take child for medical care.
In accordance with C.G.S. 17a-101, a written report of Suspected Child Abuse is sent to the
Department of Children and Family Services by the reporter within 72 hours of oral report. A copy
of the report is sent to the Director of Pupil Personnel Services.
Reporting of Child Abuse by School Employees
Any staff member who has reasonable cause to suspect that a child has been abused by a school
EMPLOYEE MUST REPORT THE ABUSE IMMEDIATELY.

The mandated reporter (i.e., teacher, guidance counselor, etc.) phones report of suspected abuse
immediately to the Department of Children and Family Services (ask for Protective Services
Supervisor or the Intake Unit) and the police.
The staff member shall immediately notify the building principal or his/her designee and the
Superintendent. The Superintendent or his/her designee shall immediately notify the parent.
A written report of Suspected Child Abuse is sent to the Department of Children and Family
Services and to the police department by the reporter within 72 hours of oral report. The report
must name the child, parents, child's age, nature and extent of injuries, evidence of previous injury
or maltreatment to child or sibling, the name of the suspected school employee, and any other
information that might be helpful in protecting the child.
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Reporting of Child Abuse by School Employees

The Superintendent is obligated to immediately begin to investigate the report, and normally
complete the investigation within two school days. If he or she finds evidence of child abuse by a
school employee, must immediately notify the child's parent or guardian, the local or state police,
and the Department of Children and Family Services. If there is no evidence, the Superintendent
must still notify all parties of the outcome. 5. When an investigation produces such evidence, and
the employee in question is in a position requiring certification, the Superintendent may suspend
the certified employee, with pay and without termination of benefits, provided that he or she
notifies the Board of Education of the reasons for the suspension within seventy-two hours.
The suspension of a certified employee remains in effect until the school board takes action under
the Teacher Tenure Act.
If a certified school employee is convicted of a crime involving child abuse, the state's attorney must
notify the Superintendent of Schools and the State Board of Education is obligated to commence
proceedings to revoke certification in such an event.
When an investigation produces such evidence and the employee in question is not in a position
requiring a certificate, the Superintendent may discipline the employee in accordance with the
provisions of the relevant collective bargaining agreement and/or of Board policy.
Legal References:

Connecticut General Statutes
17a- 100 111 treatment of children.
17a-101 Protection of children from abuse. Reports required of
certain professional persons. When child may be removed from
surroundings without court order.
17a- 102 Report of danger of abuse.
l7a-106 Cooperation in relation to prevention, identification and
treatment of child abuse/neglect.
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Students
Suicide Prevention and Intervention
The Hartford Board of Education recognizes that suicide is a complex issue and that schools are not
mental health treatment centers. School personnel may recognize a potentially suicidal youth and,
in such cases, may make a preliminary determination of level of risk. The Board directs the school
staff to refer students who come to their attention as being at risk of attempting suicide for
professional assessment and treatment services outside of the school.
The Board recognizes the need for youth suicide prevention procedures and will establish
programs to assist staff to identify risk factors, intervention procedures, and procedures for referral
to outside services. Training will be provided for teachers and other school staff and students to
provide awareness and assistance in this area.
ANY BOARD EMPLOYEE WHO HAS KNOWLEDGE OF A SUICIDAL THREAT, ATTEMPT OR IDEATION MUST IMMEDIATELY REPORT
THIS INFORMATION TO THE BUILDING PRINCIPAL OR HIS/HER DESIGNEE, WHO WILL, IN TURN, THE STUDENT ASSISTANCE
TEAM. THE SAT, WITH ADMINISTRATIVE ASSISTANCE, IF NECESSARY, WILL CONTACT THE STUDENT'S FAMILY AND
APPROPRIATE RESOURCES OUTSIDE AND WITHIN THE SCHOOL SYSTEM. INFORMATION CONCERNING A STUDENT'S SUICIDE
ATTEMPT, THREAT OR RISK WILL BE SHARED WITH OTHERS TO THE DEGREE NECESSARY TO PROTECT THAT STUDENT AND
OTHERS.

Legal Reference:

Connecticut General Statutes §10-221(e)
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Suicide Prevention and Intervention
Management of Suicidal Risk
The school cannot be expected to thoroughly evaluate and eliminate suicidal risk. Nevertheless, the
Board is committed to respond in a supportive manner, both aggressively and immediately, to a
student who has attempted, has threatened, or is seriously considering attempting suicide. The
following procedures shall be implemented toward this end.
1. Any staff member who becomes aware of a student who may be at risk of suicide must
immediately notify the building principal or his/her designee. This must be done even if the
student has confided in the staff person and asked that his/her communication be kept
confidential. The principal or designee will then notify an appropriate Student Assistance Team
(SAT) staff member. (Note: The principal may have multiple designees.)
2. The SAT staff member shall interview the student, consider available background information
and determine whether the student is "at-risk" or in "imminent danger."
3. If the student is assessed to be "at-risk":
a. The SAT staff member shall notify the student's parent/guardian and request a meeting with
them as soon as possible, preferably that same day.
b. When the parent/guardian arrives at school, the SAT staff member shall meet with him/her
to discuss:
the seriousness of the situation;
the need for an immediate suicide risk evaluation at a medical or mental health facility, or
other appropriate evaluation(s);
the need for continued monitoring of the student at home if he/she is released following
the evaluation;
referral to appropriate professional services outside the school system; and

a request for the parent/guardian to sign a release of information form permitting
communication between the school and the facility to which the student will be taken, the
student's therapist and other appropriate individuals.
c. The SAT staff member shall document in writing the course of events, including what
transpired at the meeting, and the outcome.

Students
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Management of Suicidal Risk (continued)
d. If the parent/guardian does not follow through, thereby leaving the student "at-risk", a
medical referral to the Department of Children and Families (DCF) should be made (if the
student is less than 18 years of age). The parent/guardian should be notified as soon as
possible that such a referral has been made.
e. The SAT staff member may notify other staff, as necessary to protect the student and others.
f. The SAT staff member may refer student to the school's Child Study Team, Mental Health
Team, Crisis Intervention Team, Student Assistance Team, Planning Placement Team or
other staff as appropriate for further consultation and planning.
g. The SAT staff member or the team shall monitor the student's progress and shall consult as
necessary with family, outside professionals and school staff.
4. If the student is assessed to be "in imminent danger":
a. The SAT staff member shall ensure that the student is not left alone.
b. The SAT staff member shall notify the parent/guardian and request that the student be
picked up at school and taken to a medical or mental health professional for thorough
suicidal risk evaluation.
c. When the parent/guardian arrives at school, the SAT staff member shall meet with him/her
to discuss:
the seriousness of the situation;

the need for an immediate suicide risk evaluation at a medical or mental health facility, or
other appropriate evaluation(s);
the need for continued monitoring of the student at home if he/she is released following
the evaluation;
referral to appropriate professional services outside the school system; and
a request for the parent/guardian to sign a release of information form permitting
communication between the school and the facility to which the student will be taken, the
student's therapist and other appropriate individuals.
d. The SAT staff member shall document in writing the course of events, including what
transpired at the meeting, and the outcome.
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e. The SAT staff member shall inform the principal of the course of events and the outcome.
f. The SAT staff member may notify other staff, as necessary to protect the student and others.
g. The SAT staff member may refer the student to the school's Child Study Team, Mental Health
Team, Crisis Intervention Team, Student Assistance Team ,Planning and Placement Team or
other staff as appropriate for further consultation and planning.
h. If the parent/guardian is unable to come to school:
the SAT staff member shall provide over the telephone information as to available
resources outside and within the school system, and shall plan follow-up contacts.
the SAT staff member will notify the parent/guardian of his/her intent to and arrange
transport of the student to an appropriate evaluation/treatment site by means of
emergency vehicle (e.g., ambulance or police cruiser).
police may be notified if the student poses a threat to the safety of him/herself or others,
or as dictated by other circumstances.
the SAT staff member shall document in writing the course of events and the outcome.
the SAT staff member shall inform the principal of the course of events and the outcome.
i.

If the parent/guardian does not agree with the school's determination that the student is in
imminent danger or for any other reason refuses to take action.
the SAT staff member shall meet with the building principal to develop an immediate plan
focused on protection of the student.
the SAT staff member shall notify the parent/guardian of the plan and shall inform the
parent/guardian that the Department of Children and Families (DCF) will be contacted
and a medical neglect referral made, if the parent/guardian remains uncooperative (if the
student is less than 18 years of age).
the SAT staff member shall arrange for an emergency vehicle to transport the student to
the hospital or an appropriate mental health facility; shall inform hospital staff of the
situation; shall plan follow-up in relation to hospital staff or mental health facility staff
decisions as to how to proceed.
the SAT staff member shall consult and cooperate with DCF as necessary.
the SAT staff member shall document in writing the course of events and the outcome.
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j.

When a student assessed to have been "in imminent danger" returns to the school, the PPS
staff member or the appropriate school-based team (if such referral has been made) shall
coordinate consultation with outside professionals, supportive services in school, and
changes in the instructional program, when necessary.

Suicide Education/Prevention - Students and Staff
As part of the Hartford Public Schools' Health Education Curriculum and Developmental Guidance
Curriculum, students will be educated regarding suicide risk factors and danger signals, and how
they might appropriately respond if confronted with suicidal behavior, verbalizations, or thoughts.
Annually, in-service training for school staff will be held in each school building to discuss suicide
risk factors, danger signals, and the procedures outlined in these regulations.
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First Amendment Rights
The Board of Education recognizes that students have the right to express themselves verbally, in
writing, and by posting of materials in the schools. Such expressions shall be done in a judicious
manner and shall be subject to review by the appropriate authority to determine that the content
and the form are not obscene, libelous, vulgar or substantially disruptive to the educational process.
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Sexual Harassment
Sexual harassment will not be tolerated among students of the school district. It is the policy of the
board of education that any form of sexual harassment is forbidden whether by students,
supervisory or non-supervisory personnel, individuals under contract, or volunteers subject to the
control of the board. Students are expected to adhere to a standard of conduct that is respectful and
courteous to employees, to fellow students, and to the public.
Definition
Sexual harassment is defined as unwelcome conduct of a sexual nature, whether verbal or physical,
including, but not limited to: insulting or degrading sexual remarks or conduct; threats or
suggestions that a student's submission to or rejection of unwelcome conduct will in any way
influence a decision regarding that student; or conduct of a sexual nature which substantially
interferes with the student's learning, or creates an intimidating, hostile or offensive learning
environment, such as the display in the educational setting of sexually suggestive objects or
pictures.
Procedure
It is the express policy of the board of education to encourage victims of sexual harassment to
report such claims. Students are encouraged to promptly report complaints of sexual harassment
to the appropriate personnel or the principal or his/her designee. Complaints will be investigated
promptly and corrective action will be taken when allegations are verified. Confidentiality will be
maintained by all persons involved in the investigation to the extent possible and reprisals or
retaliation which occur as a result of the good faith reporting of charges of sexual harassment will
result in disciplinary action against the retaliator.
The school district will provide staff development for district administrators and will periodically
distribute its policy and grievance procedures to staff and students in an effort to maintain an
environment free of sexual harassment.
Legal Reference:

Civil Rights Act of 1964, Title VII, 42 U.S.C. 2000-e2(a).
Equal Employment Opportunity Commission Policy Guidance (N-915.035) on
Current Issues of Sexual Harassment, effective 10/15/88.
Title IX of the Education Amendments of 1972, 34 CFR Section 106.
Meritor Savings Bank, FSB v. Vinson, 477 U.S. 57 (1986)
Connecticut General Statutes 46a-60 Discriminatory employment practices
prohibited.
Constitution of the State of Connecticut, Article I, Section 20.
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Sexual harassment is prohibited in the school system. Sexual harassment can occur when, but is not
limited to:
1. Submission to, or rejection of, the conduct by the individual is used as the basis of academic
decisions affecting the individual.
2. The conduct has the purpose or effect of having a negative effect upon the individual's academic
performance, or of creating an intimidating, hostile, or offensive educational environment.
3. Submission to, or rejection of, the conduct by the individual is used as the basis for any decision
affecting the individual regarding services, honors, programs, or activities available at or
through the educational institution.
4. Suggestive or obscene letters, notes, invitations, slurs, jokes, epithets, or gestures, derogatory
comments, assault, touching, impeding or blocking movement, leering, display of sexually
suggestive objects, pictures or cartoons.
5. Continuing to express sexual interest after being informed that the interest is unwelcome.
6. Coercive sexual behavior used to control, influence, or affect the educational opportunities,
grades, and/or learning environment of students, including promises or threats regarding
grades, course admission, performance evaluations, or recommendations; enhancement or
limitation of student benefits or services (e.g. scholarships, financial aid, work study job).
7. Inappropriate attention of a sexual nature from peer(s), i.e. student to student, employee to
employee.
Complaint Procedure
1. Any complaint must be initiated within 180 days from the date one knew or should have known
the alleged harassment took place.
2. If a student believes that he/she is being or has been harassed, that person should immediately
inform the harasser that his/her behavior is unwelcome, offensive, in poor taste, unprofessional,
or highly inappropriate.
3. As soon as a student feels that he or she has been subjected to sexual harassment, he or she
should make a written complaint to the appropriate school personnel, or the principal, or
his/her designee. The student will be provided a copy of this policy and regulation and made
aware of his or her rights.

Sexual Harassment (continued)
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Complaint Procedure (continued)
4. The complaint should state the:
a. Name of the complainant,
b. Date of the complaint,
c. Date of the alleged harassment,
d. Name or names of the harasser or harassers,
e. Location where such harassment occurred,
f. Detailed statement of the circumstances constituting the alleged harassment.
5. Any student who makes an oral complaint of harassment to any of the above-mentioned
personnel will be provided a copy of this regulation and will be instructed to make a written
complaint pursuant to the above procedure.
6. If the complainant is a minor student, the person to whom the complaint is given should
consider whether a child abuse report should be completed.
7. All complaints are to be forwarded immediately to the principal or designee unless that
individual is the subject of the complaint, in which case the complaint should be forwarded
directly to the superintendent. In addition, a copy of any complaint filed under this policy shall
be forwarded to the Title IX Coordinator.
8. If possible, within five (5) working days of receipt of the complaint, the principal, designee or
Title IX Coordinator shall commence an effective, thorough, objective, and complete
investigation of the complaint. The investigator shall consult with all individuals reasonably
believed to have relevant information, including the student and the alleged harasser, any
witnesses to the conduct, and victims of similar conduct that the investigator reasonably
believes may exist. The investigation shall be carried on discreetly, maintaining confidentiality
insofar as possible while still conducting an effective and thorough investigation. Throughout
the entire investigative process, the due process rights of the alleged harasser will be upheld.
9. The investigator shall make a written report summarizing the results of the investigation and
proposed disposition of the matter.
10. If the student complainant is dissatisfied with the result of the investigation, he or she may file a
written appeal to the Title IX Coordinator, or, if he or she conducted the investigation, the
superintendent, who shall review the investigator's written report, the information collected by
the investigator together with the recommended disposition of the complaint to determine
whether the alleged conduct constitutes sexual harassment. The Title IX Coordinator or
superintendent may also conduct a reasonable investigation, including interviewing the
complainant and alleged harasser and any witnesses with relevant information. After
completing this review, the Title IX Coordinator or superintendent shall respond to the
complainant, in writing, as soon as possible.

R-5163.1
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Sexual Harassment (continued)
Complaint Procedure (continued)

11. If after a thorough investigation, there is reasonable cause to believe that sexual harassment has
occurred, the district shall take all reasonable actions to ensure that the harassment ceases and
will not recur. Actions taken in response to allegations of harassment may include appropriate
intervention, reassignment, transfer, or disciplinary action.
The harasser and any other students or employees, if appropriate, will be informed that
appropriate action shall be taken if further acts of harassment or retaliation occur. If further acts of
harassment or retaliation do occur, appropriate action shall be taken.
Copies of this regulation will be distributed to all students.
Title IX Coordinator
The Title IX Coordinator for the Hartford Board of Education is the Assistant Superintendent for
Student Support Services whose office is located at 153 Market Street and whose telephone number
is 297-8430
Legal Reference:

Civil Rights Act of 1964, Title VII, 42 U.S.C. 2000-e2(a).
Equal Employment Opportunity Commission Policy Guidance (N-915.035) on
Current Issues of Sexual Harassment, effective 10/15/88.
Title IX of the Education Amendments of 1972, 34 CFR Section 106.
Meritor Savings Bank, FSB v. Vinson, 477 U.S. 57 (1986)
Connecticut General Statutes 46a-60 Discriminatory employment practices
prohibited.
Constitution of the State of Connecticut, Article I, Section 20.
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5163.1
FORM
Hartford Board of Education
Sexual Harassment Report Form
THE HARTFORD BOARD OF EDUCATION MAINTAINS A FIRM POLICY PROHIBITING ALL FORMS OF DISCRIMINATION BASED ON
SEX. ALL EMPLOYEES AND STUDENTS ARE TO BE TREATED WITH RESPECT AND DIGNITY. SEXUAL ADVANCES OR OTHER FORMS
OF PERSONAL HARASSMENT AS SET FORTH IN MORE DETAIL IN THE HARTFORD BOARD OF EDUCATION SEXUAL HARASSMENT
POLICY WILL NOT BE TOLERATED UNDER ANY CIRCUMSTANCES.

Complainant
Home Address
Work Address
Home Phone
Work Phone
Date of Alleged Incident(s)
Name of Person You Believe Sexually Harassed You
List of Any Witnesses
Where Did Incident Occur?
DESCRIBE THE INCIDENT(S) AS CLEARLY AS POSSIBLE, INCLUDING SUCH THINGS AS: WHAT FORCE OR PHYSICAL CONTACT, IF
ANY, WAS USED, ANY VERBAL STATEMENTS SUCH AS THREATS, REQUESTS, DEMANDS, ETC., WHAT RESPONSE(S) DID YOU GIVE;
ATTACH ADDITIONAL PAGES IF MORE SPACE IS NEEDED.

This complaint is filed based on my honest belief that
has
sexually harassed me. I hereby certify that the information I have provided in this complaint is true,
correct and complete to the best of my knowledge and belief
Complainant Signature

Date

Received by

Date

5166.1
Search and Seizure

USE OF METAL DETECTORS
1.

Deployment of Metal Detecting Devices
A.

2.

In view of the escalating presence of weapons in America’s schools today, the
Hartford Board of Education for the Hartford Public Schools authorizes the use of
handheld metal detectors to check a student’s person or personal effects.

Non-discriminatory Metal Detector Searchers
A. School officials or law enforcement officers may conduct metal detector checks of
groups or individuals if the checks are done in a minimally- intrusive,
nondiscriminatory manner (e.g., upon students entering the school; all students in a
randomly selected class; on every third individual entering an athletic event). Metal
detector checks of groups or individuals may not be used to single out a particular
individual or category of individuals.
B. If a school official or a law enforcement officer has a reasonable suspicion to believe
that a particular student is in possession of an illegal or unauthorized metalcontaining object or weapon, he or she may conduct a metal detector check of the
student’s person and personal effects. A student’s failure to permit a metal detector
check as provided in this policy will be considered grounds for disciplinary action.

3.

Notification of Metal Detector Use
A.

Upon enrollment and at the beginning of each school year, students and
parent/guardians shall receive notice that the district may use hand held metal
detector checks as a part of its program to promote safety and deter the presence of
weapons.

B.

If a school principal or his/her designee determine that they want to deploy handheld metal detectors on a random basis. They shall consult with appropriate staff and
parents.
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5168
Students
On-Campus Recruitment
Subject to the provisions of Section 1-210(b)(11) Connecticut General Statutes, secondary schools of the
school district shall provide the same directory information and on-campus recruiting opportunities to
representatives of the armed forces of the United States of America and state armed services as are offered
to nonmilitary recruiters, recruiters for commercial concerns and recruiters representing institutions of
higher education.
Secondary school students and their parents must be informed at the beginning of each school year of their
right to request that the student’s name, address and telephone number not be released to military
recruiters or institutions of higher education. If a secondary school student or the parent of a secondary
school student objects in writing to the disclosure of a student's name, address or telephone number to a
military recruiter or an institution of higher education, then the district shall not disclose the student's name,
address or telephone number to a military recruiter or an institution of higher education. The objection shall
remain in force until the district re-issues the annual notification referenced above, after which time the
parents and/or secondary school student must inform the school district in writing again of their objection
to the disclosure of the information described above.
The school administrator may make the determination of when the recruitment meetings are to take place
and reserves the right to deny such meeting where the holding of such meeting will materially and
substantially interfere with the proper and orderly operation of the school.
Any person or organization denied the rights accorded under this policy shall have the right to request a
review of the decision by the Board of Education by filing a written request with the Superintendent of
Schools.
(cf. 5124 - Student Records; Confidentiality)
Legal Reference:

Connecticut General Statutes
1-210(b)(11) Access to public records. Exempt records.
10-221b Boards of Education to establish written uniform policy re
treatment of recruiters.
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5170
Students
Conducting Research in the Schools
The board recognizes the importance of research and surveys as means of improving the
instructional program for the district's students and also recognizes the need to monitor and
control the amount of time and energy expended by both staff and students on research projects
sponsored by agencies and individuals from outside the district. Therefore, external agencies or
individuals desiring to conduct research studies or surveys involving either students or staff
members during the school day must submit a written prospectus to the superintendent or his/her
designee, for approval prior to initiation of the study. To be approved, all such research proposals
or surveys must demonstrate that the projected findings will have value to either the district as a
whole or to a unit within the district, and not be unduly disruptive or time consuming of the normal
educational process.

Policy adopted: September 14, 1999
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R-5170
Students
Conducting Research in the Schools
Application Procedures
Any individual or organization wishing to conduct a research, evaluation, survey, or test
development project involving students or staff of the Hartford Public Schools must submit a letter
of application to the Superintendent of Schools containing the following information:
1. A description of the study, no more than three pages in length. The following information should
be included:
a. Rationale and objectives;
b. Population or subjects to be studied;
c. Educational intervention (if any);
d. Data collection procedures including what data will be collected, who will do the data
collection, and how much student and/or staff time will be needed;
e. Potential benefits to the District which may accrue from this project:
f. Plan for obtaining informed consent;
g. Plan for providing feedback and/or debriefing subjects and parents.
2. Samples of all instruments and/or instructional materials to be used;
3. Sample of informed consent letter(s) (See Appendix A);
4. Timelines or schedule of events for the project.
Review Process
Completed applications will be reviewed by the Superintendent of Schools or designee and such
other personnel as may be necessary to evaluate the feasibility of conducting the proposed study in
the Hartford Public Schools. A minimum of three weeks is required for review of the proposal
The Superintendent or designee will consider the following questions in deciding whether or not to
approve the request.
1. Can the research be carried out without interfering with the teaching-learning process for
students or staff?
2. Can school time reasonably be devoted to the request?
3. Are the instruments and/or instructional materials appropriate for use in the school setting?
4. Are the dignity and personal rights of those who would be involved in the study protected?
5. Is there any potential for invasion of privacy of students, families or employees?
6. Does the informed consent letter provide a clear and accurate description of the research?
7. Does the request contain a convincing statement of how the research may be useful?
8. Is the research relevant to the mission of the school district rather than relevant to the goals of
the sponsoring individual or agency?
9. Does the proposal appear feasible?
10. Does the design of the proposal achieve what is expected?
11. Is the proposal consistent with District policies?

R-5170
Students
Conducting Research in the Schools (continued)
12. Has the proposal been approved by the institution or funding agency with which the research is
affiliated? If applicable, has the research been approved by "rights of human subjects" or other
institutional review committee?
13. Does the research plan ensure confidentiality of sources of data?
Approval and Monitoring Procedures
If the proposed study passes the initial review, the following steps will be taken:
1. Contact principals/program managers in schools/programs where the study might be
conducted. The written description of the project and other supporting materials will be sent to
the principal/program manager for review. If the proposed study passes the principal's review,
it will be returned to the Superintendent or designee for final approval.
2. A letter will be sent to the research applicant giving approval to conduct the proposed project in
the school(s) programs(s) designated. A copy of this letter will be sent to each
principal/program manager involved.
3. The research applicant will contact the principal(s) /program manager(s) to make
arrangements for conducting the study.
IT IS EXPECTED THAT THE RESEARCHER WILL CONDUCT THE PROJECT IN ACCORDANCE WITH THE PROCEDURES AS OUTLINED
IN THE APPROVED PROPOSAL. THE RESEARCHER IS ALSO EXPECTED TO KEEP THE PRINCIPAL/PROGRAM MANAGER AND THE
SUPERINTENDENT OF SCHOOLS INFORMED REGARDING THE PROGRESS OF THE DATA COLLECTION AND TO SUBMIT A WRITTEN
REPORT OF THE PROJECT WHEN IT IS COMPLETED.

Suggestions for Informed Consent Letters
1. Introduction of the researcher, institutional affiliation, source of funding, and any other
pertinent information (e.g., part of doctoral dissertation research);
2. Purpose of the study stated in simple English avoiding jargon and unnecessary details;
3. Description of what the subject will be doing, where, when and for how long;
4. A sample "invitation" to participate in the study;
5. Assurances about confidentiality and independence of research from grades, school records,
etc., if appropriate;
6. The assurances necessary under "rights of human subjects" regulations;
7. A name and number of someone to call, if there are questions about the study.

R-5170
Students
Conducting Research in the Schools (continued)
If you like, you may mention that your research has been approved by the District, or that the
District and the school have agreed to cooperate in your study.
THE CONSENT FORM SHOULD BE A TEAR-OFF SO THAT A PARENT OR SUBJECT CAN KEEP THE DESCRIPTION OF YOUR STUDY
FOR REFERENCE. THE CONSENT FORM SHOULD PROVIDE SPACES FOR THE SUBJECT'S NAME, THE NAME OF THE PERSON
SIGNING FOR THE SUBJECT, THE NAME OF THE INVESTIGATOR ASKING FOR CONSENT, AND THE DATE THAT THE FORM WAS
SIGNED. IT IS GENERALLY HELPFUL TO PROVIDE A SPACE TO CHECK "DO OR DO NOT" CONSENT, SO THAT NON RESPONDENTS
CAN BE DISTINGUISHED FROM THOSE NOT GIVING CONSENT. ALSO, IT IS WISE TO INDICATE WHERE AND HOW THE CONSENT
FORM IS TO BE RETURNED.
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Policy updated: November 1, 2005

HARTFORD PUBLIC SCHOOLS
Hartford, Connecticut

5171.1
Students
Acceptable Use and Internet Safety Policy
Purpose
Computers, computer networks, Internet access, and e-mail are effective and important
technological resources in today’s educational environment. The Board of Education has provided
computers, local area (wired), and wireless networks and peripheral equipment that allow for
Internet access, files and storage and an e-mail system (referred to collectively as “HPS Network”),
in order to enhance both the educational opportunities for our students and the business
operations of the district. These computer systems are business and educational tools. As such,
they are made available to students in the district for education-related uses.
The Hartford Public Schools has and will continue to comply with the requirements of the
Children’s Internet Protection Act, as codified at 47 U.S.C. § 254(h) and (l), “CIPA”. The district is
committed to assuring the safe conduct of all students while online and has a comprehensive policy
about the proper use of our technological resources. At the beginning of each school year, students
and staff are made aware of the district’s Acceptable Use and Internet Safety Policy. In addition,
each student must sign an Internet use agreement before they are allowed access to the Internet
both when they enter the district and each time they are promoted to a new building. It is the
district’s intent to preserve network bandwidth and improve network response times by limiting
Internet access to educational-related sites.
Hartford Public Schools will use the HPS Network as a powerful and compelling means for students
to learn core subjects and applied skills in relevant and rigorous ways. It is the district’s goal to
provide students with rich and ample opportunities to use technology for important purposes in
schools just as individuals in workplaces and other real-life settings. The district’s technology will
enable students to communicate, learn, share, collaborate and create, to think and solve problems,
to manage their work, and to take ownership of their lives. We will 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.
Scope
The Board will educate students about appropriate online behavior, including interacting with
other individuals on social networking websites and in chat rooms and online-bullying awareness
and response. Additionally, the Board will implement a technology protection measure to block or
filter
Internet access to visual depictions that contain obscene material, contain child pornography, or are
harmful to minors and ensure that such filtering technology is operative during use.
HPS Network

The HPS Network includes wired and wireless computers and peripheral equipment, files and
storage, e-mail and Internet. The district reserves the right to prioritize the use of, and access to, the
network.

5171.1
Acceptable Use and Internet Safety Policy (continued)
All use of the HPS Network must support education and research and be consistent with the
mission of the district. To the extent practical, steps shall be taken to promote the safety and
security of users of the HPS online computer network when using electronic mail, chat rooms,
instant messaging, and other forms of direct electronic communications.
Acceptable network use by district students includes:
•
•
•

Creation of files, projects, videos, web pages and podcasts using network resources in support of
educational purposes;
Participation in blogs, wikis, bulletin boards, social networking sites and groups and the creation of
content for podcasts, e-mail and web pages that support educational purposes;
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;

Unacceptable network use by district students includes but is not limited to:
• Accessing, uploading, downloading, storage and distribution of any personal files, including offensive,
obscene, pornographic or sexually explicit material;
• Downloading, installation and use of games, audio files, video files or other applications (including
shareware or freeware) without permission or approval from Metro Hartford Information Services;
• Personal gain, commercial solicitation and compensation of any kind;
• Non-educational uses of the HPS Network including, but not limited to games, wagering, gambling,
junk mail, chain letters, jokes, private business activities, raffles, fundraisers, religious activities or
political lobbying;
• Hacking, cracking, vandalizing, the introduction of viruses, worms, Trojan horses, time bombs and
changes to hardware, software, and monitoring tools;
• Using another person’s account password, folder, work, or files;
• Using anonymous proxies to bypass content filtering tools;
• Cyberbullying, hate mail, defamation, harassment of any kind, discriminatory jokes and remarks;

No Expectation of Privacy
The district provides the network system, e-mail and Internet access as a tool for education and research in
support of the district’s mission. The district reserves the right to monitor, inspect, copy, review and store,
without prior notice, information about the content and usage of:
• The HPS Network;
• User files and disk space utilization;
• User applications and bandwidth utilization;
• User document files, folders and electronic communications;
• E-mail;
• Internet access; and
• Any and all information transmitted or received in connection with network and e-mail use.

5171.1
Acceptable Use and Internet Safety Policy (continued)
No student user should have any expectation of privacy when using the district's network. The
district reserves the right to disclose any electronic message to law enforcement officials or third
parties as appropriate. As part of monitoring and reviewing, the district will retain the capacity to
bypass any individual password of a student or other user. The system's security aspects, such as
personal passwords and the message delete function for e-mail, can be bypassed for these
purposes. The district's ability to monitor and review is not restricted or neutralized by these
devices. The monitor and review process also includes oversight of Internet site access and of
document downloading and printing.
Disciplinary Action
Misuse of the computer systems, or violation of these policies, may result in loss of access to such
computer systems as well as other disciplinary action, including suspension and/or expulsion, or
involvement of law enforcement agencies, depending on specific violation.
Oversight
The Administration shall develop regulations setting forth procedures to be used in an effort to
ensure that such computer systems are used by students solely for education related purposes.
As the owner of the computer systems, the Board reserves the right to monitor the use of the
district’s computers and computer systems.

Legal References:
Children’s Internet Protection Act, Pub. L. 106-554, codified at 47 U.S.C. 254(h)
Conn. Gen. Stat. 53a-182b; 53a-183; 53a-250
Electronic Communications Privacy Act, 18 U.S.C. 2510 through 2520
No Child Left Behind Act of 2001, Pub. L. 107-110, codified at 20 U.S.C. 6777
Protecting Children in the 21st Century Act, Pub. Law 110-385, codified at 47 U.S.C.
254(h)(5)(B)(iii).
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Students
Physical Restraint and Seclusion of Students at Risk
The Hartford Board of Education seeks to foster a safe and positive learning environment for all students.
District employees will restrict the use of physical restraint or seclusion of students to emergency situations,
in accordance with these administrative regulations and the associated policy and applicable law. Physical
restraint or seclusion of a student may be necessary in an emergency situation to maintain the safety of the
student or another individual.
The following sets forth the procedures for compliance with the relevant state law and regulations
concerning the physical restraint and seclusion of students in the District. The Superintendent mandates
compliance with these regulations at all times. Violations of these regulations by a Board of Education staff
member or other individual working at the direction of, or under the supervision of, the Board of Education,
may result in disciplinary action, up to and including possible termination of employment status and/or
termination of contract for services.
Nothing within these regulations shall be construed to interfere with responsibility of the District to
maintain a safe school setting, in accordance with Connecticut General Statutes § 10-220.
I.
Definitions:
Life Threatening Physical Restraint: Any physical restraint or hold of a person that (1) restricts the flow of
air into a person’s lungs, whether by chest compression or any other means, or (2) immobilizes or reduces
the free movement of a person’s arms, legs or head while the person is in the prone position.
Psychopharmacological Agent: Any medication that affects the central nervous system, influencing thinking,
emotion or behavior;
Physical Restraint: Any mechanical or personal restriction that immobilizes or reduces the free movement of
a student, including a student’s arms, legs or head.
The term does not include:
1. Briefly holding a student in order to calm or comfort the student;
2. Restraint involving the minimum contact necessary to safely escort a student from one area to
another;
3. Medical devices, including, but not limited to, supports prescribed by a health care provider to
achieve proper body position or balance;
4. Helmets or other protective gear used to protect a student from injuries due to a fall;
5. Helmets, mitts and similar devices used to prevent self -injury when the device is (i) part of a
documented treatment plan or an individualized education program (IEP); or (ii) prescribed or
recommended by a medical professional, as defined in section 38a-976 of the Connecticut General
Statutes, and is the least restrictive means available to prevent such self-injury.
School Employee: (1) Any individual employed by the Hartford Public Schools who is a teacher, substitute
teacher, administrator, superintendent, guidance counselor, psychologist, social worker, nurse, physician,
paraprofessional, coach; and (2) any other individual who in the course of performing his or her duties has
regular contact and provides services to or on behalf of student enrolled in the Hartford Public Schools or
pursuant to a contract with the Hartford Public Schools.
Seclusion: The confinement of a student in a room, whether alone or with staff supervision, in a manner that
prevents the student from leaving that room. The term does not include any confinement of a student in

which the student is physically able to leave the area of confinement, including but not limited to in-school
suspension, time out or disciplinary detention.
Student: a child who is
1. Enrolled in grades pre-k to twelve, inclusive, in a public school under the jurisdiction of a local or
regional board of education;
2. Receiving special education and related services in an institution or facility operating under a
contract with a local or regional board of education pursuant to subsection (d) of section 10-76d of
the Connecticut General Statutes;
3. Enrolled in a program or school administered by a regional education service center established
pursuant to section 10-66a of the Connecticut General Statutes; OR
4. Receiving special education and related services from an approved private special education
program.
II.

Life-Threatening Physical Restraint:

No school employee shall under any circumstance use a life-threatening physical restraint on a student.
Nothing in this section shall be construed as limiting any defense to criminal prosecution for the use of
deadly physical force that may be available under sections 53a-18 to 53a-22, inclusive, of the Connecticut
General Statutes.
III.
Physical Restraint and Seclusion Procedures:
In all situations, even those in which a student becomes physically violent, the Hartford Public Schools will
act to protect the welfare, safety and security of all students, staff and other individuals. Whenever possible,
attempts will be made to use early intervention strategies to prevent or defuse potentially assaultive or
dangerous behaviors. No school employee shall use physical restraint or seclusion unless the school
employee has received training in accordance with state law and/or the District’s training plans as described
in this policy, upon implementation thereof.
Involuntary physical restraint and seclusion are to be used solely as emergency interventions to prevent
immediate or imminent injury to the student or to others. School employees should use physical restraint
and seclusion only as a last resort after all other less restrictive verbal and nonverbal strategies have been
used or attempted. The sole purpose for using physical restraint and seclusion is to keep the acting out
student and others safe. When the need arises for physical restraint, the least restrictive physical restraint
technique requiring the least amount of force for the least amount of time will be used. Physical restraint
and seclusion will not be used as disciplinary measures or as a convenience.
IV.
Length of Physical Restraint or Seclusion:
Physical restraint and seclusion will be promptly terminated when the student has regained physical and/or
emotional control. Except as provided below, any period of physical restraint or seclusion shall not exceed
fifteen (15) minutes.
If any instance of physical restraint or seclusion of a student used as an emergency intervention exceeds
fifteen (15) minutes, one of the following individuals, who have received training in the use of physical
restraint or seclusion, will determine whether continued physical restraint or seclusion is necessary to
prevent immediate or imminent injury to the student or to others:
1. an administrator, or such administrator’s designee;
2. a school health or mental health personnel;
3. a board certified behavior analyst.

The individual identified under in paragraphs 1-3 above shall make a new determination every thirty (30)
minutes thereafter regarding whether such physical restraint or seclusion is necessary to prevent immediate
or imminent injury to the student or to others.
V.

Monitoring of Physical Restraint and Seclusion:

Any student who is physically restrained will be continually monitored by a trained school employee for
indications of physical and/or mental distress.
Any student involuntarily placed in seclusion will be continually monitored by a trained school employee for
indications of physical and/or mental distress.
A school employee monitoring a student must regularly evaluate the student being physically restraint or
secluded for signs of physical distress. The school employee must record each evaluation in the educational
record of the student being physically restrained or secluded.
VI.

Seclusion Room Requirements:

Seclusion can happen in any location, although a district may designate an area or room for this purpose.
Regardless of location, any room used for seclusion must:
A. be of a size that is appropriate to the chronological and developmental age, size and behavior of the
student;
B. have a ceiling height that is comparable to the ceiling height of the other rooms in the building in
which the seclusion room is located;
C. be equipped with heating, cooling, ventilation and lighting systems that are comparable to the
systems that are used in the other rooms of the building in which the seclusion room is located;
D. be free of any object that poses a danger to the student who is being placed in the seclusion room;
E. conform to applicable building code requirements.
If the door or doors to a room used for seclusion are to be locked, latched or otherwise secured, a
modification from the State Fire Marshal’s office shall be secured prior to the installation of a locking
mechanism. If a door locking mechanism is used, the student shall be constantly monitored
notwithstanding any other provisions of the Connecticut General Statutes or Regulations to the contrary.
The locking mechanism to be used shall be a device that shall be readily released by staff as soon as
possible but in no case longer than within two minutes of the onset of an emergency and is connected to
the fire alarm system so that the locking mechanism is released automatically when a fire alarm is
sounded. An “emergency,” for purposes of this subsection, includes but is not limited to the following:
1. the need to provide direct and immediate medical attention to the student;
2. fire;
3. the need to remove the student to a safe location during a building lockdown; or
4. other critical situations that may require immediate removal of the student from seclusion to a
safe location; and
F. have an unbreakable observation window or fixture located in a wall or door, which allows the
student a clear line of sight beyond the area of seclusion, to permit frequent visual monitoring of the
student and any school employee in such room. The requirement for an unbreakable observation

window does not apply if it is necessary to clear and use a classroom or other room in the school
building as a seclusion room for a student.
VII.

Use of Psychopharmacologic Agent:

No school employee may use a psychopharmacologic agent on a student without that student’s consent and
the consent of the student’s parent/guardian, except:
A. as an emergency intervention to prevent immediate or imminent injury to the student or to others;
or
B. as an integral part of the student’s established medical or behavioral support or educational plan, or,
if no such plan has been developed, as part of a licensed practitioner’s initial orders.
The use of psychopharmacologic agents, alone or in combination, may be used only in doses that are
therapeutically appropriate and not as a substitute for other appropriate treatment.
Any administration of a psychopharmacologic agent must ONLY be done in accordance with applicable
federal and state law and the Board of Education’s Administration of Medication Policy.
VIII.

Required Meetings:

A. Students not Eligible for Special Education (and not being evaluated for eligibility for special
education)
1. In the event that physical restraint or seclusion is used on a student four (4) or more times within
twenty (20) school days, a team composed of an administrator, one or more of the student’s
teachers, a parent or legal guardian of the student, and, if any, a school mental health
professional, shall convene to:
a. conduct or revise a behavioral assessment of the student;
b. create or revise any applicable behavior intervention plan; and
c.

determine whether such student may require a referral for consideration for special
education pursuant to federal and state law.

2. The requirement to convene this meeting shall not supersede the District’s obligation to refer a
student to a planning and placement team (“PPT”) as may be required in accordance with federal
and state law.
B. Students Eligible for Special Education (and students being evaluated for eligibility for special
education)
In the event that physical restraint or seclusion is used on a student four (4) or more times within twenty
(20) school days, the student’s PPT shall convene to:
1. conduct or revise a functional behavioral assessment (“FBA”);
2. create or revise any applicable behavior intervention plan (“BIP”), including but not limited to,
such student’s individualized education program (“IEP”); and
3. review or revise the student’s IEP, as appropriate.
C. A District and/or school administrator(s) shall determine the school employee(s) responsible for
reviewing the number of occurrences of the use of physical restraint or seclusion on a monthly basis

to ensure that the appropriate meeting(s) has been convened following the fourth occurrence of
physical restraint or seclusion in a twenty (20) day period.
Seclusion as a Behavior Intervention in an IEP
A. Only the student’s PPT may determine if seclusion can be included as an intervention in the student’s
IEP, in which case the following must occur:
1. the PPT must ensure that all positive behavioral interventions and supports have been
documented, reviewed and determined to be ineffective;
2. an FBA must be conducted or reviewed, and, if appropriate, revised; and
3. a BIP based on the FBA must be developed, which BIP must include the use of seclusion as a
planned intervention.
B. The PPT must include the following information in the IEP of the student:
1. the location of seclusion for the person at risk, which may be multiple locations within a school
building;
2. the maximum length of any period of seclusion, in accordance with Section III(D) of this
regulation;
3. the number of times during a single day that the student may be placed in seclusion;
4. the frequency of monitoring required for the student while in seclusion;
5. the timeframe and manner of notification of each incident of seclusion, as determined by the PPT
and the parents/legal guardian of the student; and
6. any other relevant information agreed-to by the PPT taking into consideration the age, disability
and behaviors of the student that might subject the student to the use of seclusion;
7. the use of seclusion on Page 10 of the student’s IEP, under “Special Factors,” and the BIP as an
attachment to the IEP;
8. the justification of the decision to use seclusion as a planned intervention in the IEP, which
justification must include documentation of evidence that all previously attempted positive
behavior interventions have been ineffective, the assessment data (i.e. FBA) and other relevant
information in the IEP.
C. Prior to including seclusion in an IEP of a student, the PPT must inquire as to whether there are any
known medical or psychological conditions that would be directly and adversely impacted by the use
of seclusion as a behavior intervention. A student may not be placed in seclusion if such student is
known to have any medical or psychological condition that a licensed health care provider has
indicated will be directly and adversely impacted by the use of seclusion. The PPT may request a
medical or psychological evaluation of the child for purposes of determining whether there is a
medical or psychological condition that will be directly and adversely impacted by the use of
seclusion as a behavior intervention. Any written statement from a licensed health care professional
in this regard shall be included in the special education file of the student.]
IX.

Crisis Intervention Team:
A. Each school year, the Director of Special Education [or other responsible administrator] shall require
each school in the District to identify a crisis intervention team consisting of school professionals,
paraprofessional staff members and administrators who have been trained, in accordance with state
law, in the use of physical restraint and seclusion.
B. Members of crisis intervention teams shall respond to any incident in which the use of physical
restraint or seclusion may be necessary as an emergency intervention to prevent immediate or
imminent injury to a student or others.

X.

Documentation and Communication of Physical Restraint and Seclusion:
A. After each incident of physical restraint or seclusion, and no later than the school day following the
incident, a school employee must complete the form provided by the Hartford Public Schools for

reporting incidents of physical restraint and seclusion. The incident form must be included in the
educational file of the student who was physically restrained or secluded. The information
documented on the form must include the following:
1. in the case of an emergency use, the nature of the emergency and 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;
2. a detailed description of the nature of the restraint or seclusion;
3. the duration of the restraint or seclusion;
4. the effect of the restraint or seclusion on the student’s established behavioral support or
educational plan; AND
5. whether the seclusion of a student was conducted pursuant to an IEP.
B. A school employee must notify the parent or legal guardian of a student of each incident that the
student is physically restrained or secluded.
1. A school employee must make a reasonable attempt to immediately notify a parent or legal
guardian after a student is initially placed in physical restraint or seclusion; in all circumstances,
a school employee shall notify the parent or legal guardian within twenty-four (24) hours after a
student is initially placed in physical restraint or seclusion.
2. Notification must be made by telephone, e-mail, or other method which may include, but is not
limited to, sending a note home with the student.
3. The parent or legal guardian of a student who has been physically restrained or placed in
seclusion shall be sent a copy of the completed incident report of such action no later than two
(2) business days after the use of physical restraint or seclusion, regardless of whether the
parent/legal guardian received the notification described in subsections 1 and 2 above.
4. The Director of Special Education [or other responsible administrator] shall determine what
school employees shall be permitted to ensure that required parent/guardian notifications are
made.
C. The District, must, at each initial PPT meeting for a student, inform the child’s parent, guardian, or
surrogate parent, or the student if such student is an emancipated minor or eighteen years of age or
older, of the laws relating to physical restraint and seclusion as expressed through this regulation,
and of the laws and regulations adopted by the Connecticut State Department of Education relating
to physical restraint and seclusion.
1. The District shall provide to the child’s parent, guardian, or surrogate parent, or the student if
such student is an emancipated minor or eighteen years of age or older, at the first PPT meeting
following the student’s referral to special education the plain language notice of rights regarding
physical restraint and seclusion developed by the Connecticut State Department of Education.
2. The plain language notice developed by the Connecticut State Department of Education shall also
be provided to the student’s parent, guardian, or surrogate parent, or the student if such student
is an emancipated minor or eighteen years of age or older at the first PPT meeting at which the
use of seclusion as a behavior intervention is included in the student’s IEP.D.
The
administrator responsible must be notified of the following:
1. each use of physical restraint or seclusion on a student;
2. the nature of the emergency that necessitated its use;
3. whether the seclusion of a student was conducted pursuant to an IEP; AND
4. if the physical restraint or seclusion resulted in physical injury to the student.
XI.

Responsibilities of the assigned administrator:
A. The administrator responsible, or his or her designee, must compile annually the instances of
physical restraint and seclusion within the District, the nature of each instance of physical restraint
and seclusion, and whether instances of seclusion were conduct pursuant to IEPs.

B. The administrator responsible, or his or her designee, must report to the Connecticut State
Department of Education within two (2) business days any instance of physical restraint or seclusion
that resulted in physical injury (serious and non-serious) to the student.
XII.

Professional Development Plan and Training:
A. The District shall annually provide all school professionals, paraprofessional staff members and
administrators with an overview of the relevant laws and regulations regarding the use of physical
restraint and seclusion on students. Such overview shall be in a manner and form as prescribed by
the State Department of Education.
B. Plan Concerning Prevention Training
1. The District shall develop a plan through which training regarding the prevention of incidents
requiring physical restraint or seclusion of students is provided to all school professionals,
paraprofessional staff members and administrators.
2. This plan shall be implemented no later than July 1, 2017.
3. This plan shall require the training of all school professionals, paraprofessional staff and
administrators not later than July 1, 2019.
C. Plan Concerning Proper Means of Using Physical Restraint and Seclusion
1. The District shall develop a plan through which training regarding the proper means of physically
restraining or secluding a student is provided to all school professionals, paraprofessional staff
members and administrators. Such training shall include, but not be limited to:
a. verbal defusing or de-escalation;
b. prevention strategies;
c. types of physical restraint;
d. the differences between life-threatening physical restraint and other varying levels of
physical restraint;
e. the differences between permissible physical restraint and pain compliance techniques;
f. monitoring to prevent harm to a person physically restrained or in seclusion; and
g. recording and reporting procedures on the use of physical restraint and seclusion.
2. This plan shall be implemented no later than July 1, 2017.
3. This plan shall require the training of all school professionals, paraprofessional staff and
administrators not later than July 1, 2019, and periodically thereafter as prescribed by the State
Department of Education.

XIII.

Review and Revision of Policies, Regulations and Procedures:

A. The District shall make available policies and procedures regarding the physical restraint and
seclusion of students on the District’s Internet web site and procedures manual.
B. The District shall update any policies, regulations and/or procedures regarding the physical restraint
and seclusion of students within sixty (60) days after the State Department of Education’s adoption
or revision of regulations regarding the same. Any and all such updates shall be made available in
accordance with subsection A of this section.
Legal References:
Conn. Gen. Stat. § 10-76b
Conn. Gen. Stat. § 10-76d
Conn. Gen. Stat. § 53a-18 to 53a-22
Public Act 15-141, “An Act Concerning Seclusion and Restraint in Schools”
Regs. Conn. State Agencies §§ 10-76b-5 through 10-76b-11, as amended July 1, 2013
Other References:
Restraint and Seclusion: Resource Document, United States Department of Education, available at
http://www2.ed.gov/policy/seclusion/restraints-andseclusion-resources.pdf.

“New Legislation for Public Act 15-141: An Act Concerning Seclusion and Restraint in Schools,”
Connecticut State Department of Education, October 5, 2015, Memorandum from Dr. Isabelina
Rodriguez.
Policy adopted: May 17, 2011
Policy Revised:
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5181(a)
Students
Transportation
The Board of Education will provide transportation for students under provisions of state law and
regulations. In determining the provision of transportation, the superintendent of schools shall consider the
guidelines contained in this policy and shall administer the operation so as to:
1. provide for the safety of students, including consideration of hazardous conditions whether or not
described in this policy;
2. provide for appropriate supervision for students while on school transportation, consistent with the
Board’s student discipline policy; and
3. assist disabled students by providing appropriate specialized transportation when required by law.
Definitions
1. "School transportation" means the procedure, program, or implemented plan by which a pupil is
transported to and/or from school from his/her residence or the bus stop at public expense, whether by use
of publicly owned equipment or by contract. Such transportation shall be over public roads approved by the
municipality or private roads approved pursuant to C.G.S. Section 10-220c.
2. "Walking distance" means the linear measure of a prescribed or authorized pedestrian route between the
pupil's residence and his/her school from a point at the curb or edge of a public or private road nearest the
pupil's residence to a point at the entrance of the school, or a safe entrance to the school grounds located
within one hundred feet of the school building entrance or the bus pick-up area, or the route from the point
on the public thoroughfare nearest the residence to the school bus or vehicle embarkation point established
by the Board of Education.
3. "One mile walking distance" means a reasonable measurement of a route to be traversed extending from
the point of measurement at least 5,280 feet, but not more than 5,380 feet.
4. "Grade K" means kindergarten, or a school program appropriate to a beginning pupil.
5. "Hazard" means a thing or condition, as prescribed in this policy under "Hazardous Conditions" that
affects the safety of pupils walking to and from school and/or a designated bus pick-up area.
6. "Sidewalk" means a portion of the landscape right of way approximately three feet wide, usually parallel to
the traffic lanes which may be paved or unpaved, and marked by curbing, drainage ditch, grass area or
fencing; apart from and independent of any white line safety markings along the street pavement.
7. "Raised walk area" means a portion of the landscape right of way approximately three feet wide, usually
parallel to the traffic lanes which may be paved or unpaved, distinguished by some elevation above the street
pavement level and marked by curbing, drainage ditch, grass area or fencing; apart from and independent of
any painted safety markings along the street pavement.
8. "Pupil" means any individual of school age enrolled in a public or nonprofit private school located within
the school district or contiguous school district as the case may be.
Provision of Transportation

Transportation by private carrier may be provided whenever such practice is more economical than using
school district-owned/leased facilities. If parents volunteer, and the administration permits, parents may be
reimbursed for transportation of eligible students whenever such practice is more economical or convenient
for the school district.
In determining the provision of transportation for resident public and eligible private school students, the
following guidelines regarding walking distances will be considered. Distance measurements will be based
on the most direct route from the student's home beginning at a point at the curb or edge of a public road or
highway nearest the home to the edge of the school property or bus pickup areas.
Grade Limit
K-1 1/2 mile
2-5 1 mile
6-8 1 1/2 miles
9-12 2 miles
Students living within the stated distance limits will receive transportation when, in the opinion of the
Superintendent of Schools, it is in the best interests of the district to provide transportation.
Access to Bus Stops/Transportation
Parents and/or guardians are responsible for ensuring the safety of their children up until the point when
students board the school bus or other school provided transportation, and after students get off the bus
after school. This responsibility includes the selection of walking routes to/from any bus stop and/or the
school building and the provision of supervision that is appropriate to the student’s age, maturity and
conditions along the walking route and/or at the bus stop at all times.
Given that bus pick up times may vary, the Board expects that parents and/or guardians will ensure that
their children arrive at the bus stop in advance of any scheduled pick up time.
Hazardous Conditions
The administration shall consider the following guidelines for hazardous conditions when making decisions
regarding the transportation of children:
1. A street or road having an adjacent or parallel sidewalk or raised walk area shall be deemed hazardous
when any one of the following conditions exist:
a) For pupils under age ten, or enrolled in grades K through 3:
(i) the absence of a pedestrian crossing light or crossing guard where three or more streets intersect, and a
pupil is expected to cross the street; OR
(ii) street crossings where there are no stop signs or crossing guards and the traffic count during the time
that pupils are walking to or from school exceeds sixty vehicles per hour at the intersection, and a pupil is
expected to cross the street.
b) For pupils over age ten, or enrolled in grades 4 through 12, the absence of a traffic light or stop signs or
crossing guard at an intersection where three or more streets intersect which has a traffic count which
exceeds ninety vehicles per hour during the time that pupils are walking to or from school, and such pupils
are expected to cross the street;

c) For all pupils:
(i) any street, road, or highway with speed limits in excess of forty miles per hour which does not have
pedestrian crossing lights or crossing guards or other safety provisions at points where pupils must cross
when going to or from school or the bus stop; OR
(ii) the usual or frequent presence of any nuisance such as open man-holes, construction, snow plowed or
piled on the walk area making walkways unusable, loading zones where delivery trucks are permitted to
park on walkways, commercial entrances and exits where cars are crossing walking areas at speeds in excess
of five miles per hour, and the like, including such nuisances which are hazardous or attractive to children.
2. Any street, road, or highway that has no sidewalks or raised walk areas shall be deemed hazardous if any
one of the following conditions exist:
a) For pupils under age ten, or enrolled in grade K through 3:
(i) any street, road, or highway possessing a traffic count of sixty or more vehicles per hour at the time that
pupils are walking to or from school; OR
(ii) any street, road, or highway possessing a speed limit in excess of thirty miles per hour.
b) For all pupils:
(i) the presence of man-made hazards including attractive nuisances, as stated in 1(c)(ii) above; OR
(ii) any roadway available to vehicles that does not have a minimum width of approximately twenty-two
feet; OR
(iii) any roadway available to vehicles that, when plowed free of snow accumulations, does not have a
minimum width of approximately twenty feet; OR
(iv) any street, road, or highway where the line-of-sight visibility together with posted speed limits do not
permit vehicular braking/stopping in accordance with the Connecticut Drivers Manual or Department of
Transportation, Division of Design Standard, or other reasonable standard.
3. Any walkway, path, or bridge in an area adjacent or parallel to railroad tracks shall be considered
hazardous unless a suitable physical barrier along the entire pedestrian route is present and fixed between
pupils and the track; and any crossing of railroad tracks carrying moving trains during hours that pupils are
walking to or from school or to and from a designated bus pick-up area shall be deemed hazardous unless:
a) a crossing guard is present; OR
b) for pupil under age ten, an automatic control bar is present at crossings; OR
c) for pupils over age ten, a bar or red flashing signal light is operational.
4. For pupils in grades K through 4, the following conditions shall be deemed hazardous:
a) a lake, pond, stream, culvert, water-way, or bridge shall be deemed a hazard in the absence of a fence or
other suitable barrier fixed between the pupil and the water; OR
b) any area adjacent to a roadway, sidewalk, or bridge having a drop of three or more feet per four feet of
travel length on either side of the established lanes, in the absence of a fence or other suitable barrier.

5. For pupils in grades K through 8, walking to or from school or the bus stop at any time prior to one-half
hour before sunrise or any time one-half hour after sunset shall be deemed hazardous.
6. For all students, walking along any street, road, walkway, sidewalk, or path designated as a walking route
which passes through an area which has a history of aggressive acts of molestation resulting in actual or
threatened physical harm or moral degradation during the hours when pupils ordinarily walk to or from
school shall be deemed hazardous.
Applicability and Exceptions
1. This policy is applicable to private roads approved for passage of school transportation vehicles in
accordance with C.G.S. Section 10-220c.
2. Special Education pupils and pupils eligible for accommodations under Section 504 of the
Rehabilitation Act shall be judged on an individual basis, and appropriate transportation provided.
3. The Superintendent of Schools may grant an exception to any guideline set forth in this policy where a
peculiar condition or combination or conditions renders such condition(s) a hazard based upon reasonable
judgment; or where under the circumstances, other conditions exist under which the safety of students
necessitates a variance with the guidelines within this policy.
Complaint Procedure
All complaints concerning school transportation safety shall be made in writing to the Superintendent of
Schools or designee. The Superintendent or designee shall maintain a written record of all such complaints,
and shall conduct appropriate investigations of the allegations in a timely manner. The investigation shall
include 1) the review of the complaint raised with appropriate personnel responsible for transportation of
students and 2) the opportunity for the parent or other person making the complaint to meet with the
Superintendent to discuss the complaint and any possible resolution thereof. If a complaint covered by
Section 10-186 of the Connecticut General Statutes, and is not resolved by the
Superintendent, the Superintendent shall inform parent or guardian, or an emancipated minor or a pupil
eighteen years of age or older, of his or her right to request a hearing regarding the complaint. Such hearing,
if requested, shall be held in accordance with Section 10-186 of the Connecticut General Statutes, as it may
be amended from time to time.
Legal Reference: Connecticut General Statutes
10-186 Duties of local and regional boards of education.
10-220 Duties of boards of education.
10-221c Development of policy for reporting complaints regarding school transportation safety
14-275b Transportation of mobility impaired students.
14-275c Regulations re: school buses and motor vehicles used to transport special education students.
Policy adopted: September 14, 1999 HARTFORD PUBLIC SCHOOLS
Policy updated: November 1, 2005 Hartford, Connecticut
Revised: June 21, 2016

6114
Instruction
Curricular Exemptions
The Hartford Board of Education shall permit curricular exemptions as required by law. Specifically, upon
the written request of a parent or guardian received by the school district prior to planned instruction in the
areas set forth below, the Board shall permit curricular exemptions for instruction in the following areas:
1. Dissection;
2. Family life education;
3. HIV/AIDS; or
4. Sexual abuse and assault awareness and prevention program.
Legal References:
Conn. Gen. Stat. § 10-16c. Conn. Gen. Stat. § 10-16e.
Conn. Gen. Stat. § 10-18d.
Conn. Gen. Stat. § 10-19(b).
Conn. Gen. Stat. § 17a-101q.
Policy adopted: August 18, 2015 HARTFORD PUBLIC SCHOOLS
Hartford, Connecticut

6115
Instruction
School Ceremonies and Observances
The Board directs that an opportunity to say the Pledge of Allegiance shall be provided each school
day. Participation in the recitation of the Pledge is voluntary.
Each school within the district shall provide time each school day for students to recite the Pledge
of Allegiance. Such recitation is voluntary. If, because of some personal philosphy or belief, a
student has made the personal decision not to recite the “Pledge,” he/she may choose to stand and
remain silent. Those students may wish to use this time to reflect. Non-participants are expected to
maintain order and decorum appropriate to the school enviroment.
Legal Reference:

Connecticut General Statutes
PA 02-119, An Act Concerning Bullying Behavior in Schools and Concerning
the Pledge of Allegiance

Policy adopted: November 22, 2002
Policy updated: November 1, 2005

HARTFORD PUBLIC SCHOOLS
Hartford, Connecticut

6127
Instruction
Homework
It is the policy of the Board of Education to ensure that all students comply with the homework
requirements imposed by the school in which the child is enrolled. It is also the policy of the Board
of Education that any imposition of homework should be related to the curriculum goals and
standards recognized as appropriate for the student's grade.
The Superintendent or his/her designee shall be responsible for developing procedures in
furtherance of this policy.
Legal Reference:

Connecticut General Statutes §10-221(b)

Policy adopted: January 4, 2000
Policy updated: November 2, 2005

HARTFORD PUBLIC SCHOOLS
Hartford, Connecticut

R-6127
Instruction
Homework/Make-Up Work
Homework is an important part of a child's school experience from elementary school through high
school. The program of homework is geared closely to the developing maturity of children
throughout the grades and their increasing ability to profit from independent study. It is, therefore,
important for him/her to be taught the concepts related to the subject area and how to study in
school before he/she is given work to do at home. There is a steady increase in the amount of
homework expected of pupils from the elementary grades through the senior high school.
The educational value of homework assignments depends, to a large extent, on the independent
study skills that the youngster has acquired. Beyond the control of the school, but still very
important, are the conditions provided in the home whereby the pupil is encouraged to work
independently and to do the best possible job with the assignment at hand. A quiet, secluded spot
and an encouraging attitude on the part of the parent will be major factors in the effectiveness with
which a child undertakes the task of homework assignments.
Homework during a pupil's school experiences includes many kinds of learning activities. Two
types are essential to an adequate program:
1. Short-Term assignments are to be completed by the following day. They are intended to
reinforce academic learning which have been presented in class. They frequently involve
specified reading or drill and practice exercises. Specified reading includes preparation of
reports. Topics of mastery and practice exercises provide practical application of this material.
2. Long-Term assignments are spread over a number of days or weeks. This type is outlined and
explained in school to be completed outside of class hours. Long-term assignments include such
school activities as: social studies research, science projects, creative writing, extended reading.
Homework, to be educationally meaningful, should serve some or all of the following purposes:
1. Encourage the student to think and search for new ideas.
2. Help the student to develop self-direction, self-reliance, a sense of responsibility, and the ability
to make decisions.
3. Broaden the student's experience for increased class contribution.
4. Reinforce school learning by providing practice and application.

R-6127
Instruction
Homework/Make-Up Work
Homework (continued)
The homework policy provides for a planned sequence during the course of a child's total school
experience. There are four stages in the sequence during which assigned school work is adapted to
the maturity and achievement level of the pupils: primary, intermediate, middle and senior high
school.

ELEMENTARY SCHOOL
Pupils in elementary school are grouped within classes for specific instructional purposes. A variety
of materials and techniques is used to meet the needs of individual children. Therefore, the same
homework assignment can seldom be given at the same time to all children in a class. Homework
will vary with the needs of the small groups or individual pupils. Independent study skills, the
groundwork for success in homework, should be taught in school.

MIDDLE SCHOOL
Homework in grades six through eight becomes the responsibility of several teachers in the various
subject areas. Each teacher has the responsibility for setting reasonable limits on the requirements
for preparation beyond class time. This should be done in cooperation with other teachers.
All homework is designed to extend learning experiences and to stimulate pupils to study
independently. It is recognized that pupils work at different rates and with varying degrees of
efficiency. These factors are considered when assignments are made.

CLASS TIME IS PROVIDED FOR SUPERVISED STUDY TO INSURE THOROUGH UNDERSTANDING OF
ASSIGNMENTS AND EFFICIENT WORK HABITS. SCHEDULED STUDY PERIODS DURING THE SCHOOL
DAY PROVIDE TIME FOR ADDITIONAL PREPARATION. TIME AT HOME SHOULD BE SET ASIDE FOR
THE COMPLETION OF ASSIGNED WORK.
SENIOR HIGH SCHOOL
The amount of outside preparation required increases markedly at the senior high school level,
particularly for the college bound student. The ability to work successfully without supervision is
one of the most important attributes a student can offer in his/her candidacy for college acceptance.
Independent study by means of both short-term and long-term assignments becomes a valuable
preparation for the more rigorous requirements of the curriculum at college.

R-6127
Instruction
Homework/Make-Up Work
Senior High School (continued)
Each academic subject calls for an average preparation time of approximately one hour outside the
class period. This time estimate is for the average student, but does not imply that assignments are
or should be the same for all pupils.
Teachers, in making homework assignments, will bear in mind that the foregoing time
requirements include the total time allotted for both the short-term everyday type of assignment as
well as the long-term type of assignment required in several subject areas. Teachers should
consider the possibility of reductions in daily assignments when demands for long-term
assignments are heaviest.

Regulation:January 4, 2000
Regulation updated: November 1, 2005

HARTFORD PUBLIC SCHOOLS
Hartford, Connecticut

6132
Instruction
Individuals with Disabilities Education Act – Alternative Assessments for Students with Disabilities for
Statewide and District-wide Assessments
The Board will, in all respects, comply with the requirements of state and federal law with regard to the
special education of students with disabilities. The Board directs the Superintendent or designee to, in
accordance with state and federal law, develop procedures that indicate how district staff shall determine
when a student with a disability eligible for special education and related services under the IDEA shall
partake in alternative assessment(s) to particular statewide or district-wide assessments of student
achievement. Such procedures shall include, among other things, a requirement that all decisions for
alternative assessments be made by the particular student’s planning and placement team.
Legal References:
Individuals with Disabilities Education Act, 42 U.S.C. § 1400, et seq. (IDEA)
34 C.F.R. § 300.320
Policy adopted: August 18, 2015
HARTFORD PUBLIC SCHOOLS
Hartford, Connecticut

6140 (a)
INSTRUCTION
GRADUATION REQUIREMENTS
NOTE: On March 21, 2017, the Hartford Board of Education approved a revised Graduation
Requirements Policy 6140(a) effective for the graduating class of 2021.
The current Graduation Requirements Policy 6140(a) approved on June 17, 2008 will remain in effect
through the graduating class of 2020, however updated administrative regulations will be written to
support the transition from the current policy to the new policy that applies to the graduating classes
2017-2020.
Purpose
The Board of Education will provide all students with high quality distinctive high schools in which
students can attain a Hartford Public School high school diploma that reflects a standards-based collegeready curriculum designed to meet the high educational outcomes of the State of Connecticut and
prepare all students to be competitive candidates for entrance into a four-year college program.
Course Levels
All high school graduation requirement courses are designated as college preparatory, honors, or
*AP/ECE/DE.
*Advanced Placement/Early College Experience/Dual Enrollment
College Credits
All high schools will offer opportunities for students to earn college credits through Advanced
Placement courses, Dual Enrollment (high school and college credit) courses, ECE (Early
College Experience), and/or through articulation agreements that allow students to take courses
at a college campus. Schools in the goal range of the district matrix have the autonomy to design
their programs to meet this level of rigor.
Capstone Experience (1 credit, required)
The purpose of the Capstone Experience is to provide all high school seniors the opportunity to apply
the knowledge and skills they have developed to complete a project, portfolio, internship, service
learning or other demonstration project in an area of particular interest to the student.

6140 (b)
Minimum Diploma Requirements
Required Courses*
Humanities (11.0 Credits)
Area
Credits
Requirements
English
4 Credits
2.0 English I & II; 2.0 Literature & Composition I & II
Social
3 Credits
1.0 American History; 0.5 Civics and American Government;
Studies
1.0 World History or International Studies; 0.5 Social
Studies Elective
World
2 Credits
2.0 World Language
Language
Fine Arts
1 Credit
1.0 Fine Arts Elective
Humanities
1 Credit
1.0 Humanities Elective
STEM Courses (8 Credits)
Area
Credits
Requirements
Math
4 Credits
1.0 Algebra I; 1.0 Geometry; 1.0 Algebra II or Probability &
Statistics; and 1.0 Math Elective
Science
3 Credits
1.0 Biology with Lab; 1.0 Chemistry with Lab; 1.0 Science
Elective
STEM
1 Credit
1.0 STEM Elective
Career and Life Skills (3.5 Credits)
Area
Credits
Requirements
Physical
1 Credit
1.0 Physical Education
Education
Health/Safety 0.5 Credit
0.5 Health and Safety Education
Career & Life 2 Credits
2.0 Career & Life Skills Elective
Skills
Additional Requirements (2.5 Credits)
Area
Credits
Requirements
Course
1.5 Credits
1.5 School Thematic Courses or Open Electives
Electives
Capstone
1 Credit
1.0 Capstone Senior Demonstration or Equivalent
Total Credits Required
* Or equivalent substitution course(s)

25 Credits

In order to support students in meeting the graduation requirements for entry and success in postsecondary education, the appropriate curricular and instructional supports will be provided to students.
Curricular Support
All graduation requirement (or equivalent) courses will include clearly defined learning objectives aligned
with Common Core and/or State Standards (when applicable).
Adequate student supports and remedial services will be targeted to the individual needs of students.
Such student support and remedial services shall provide alternate means for a student to complete any
of the high school graduation requirements or end of year course examinations. Students will have
multiple opportunities to demonstrate mastery of the essential learning objectives.

6140 (c)
Student Success Plan
State mandated Student Success Plans will be developed in Grade 6 and continued through Grade 12 to
provide in-depth support in the process of assisting students in goals for academic growth, career
exploration and planning, and personal-social/emotional growth.
Credits
Credit or part of a credit toward high school graduation will be granted for the following:
1. Successful completion of a course taken in grades nine to twelve as stipulated in
subsection (f) of section 10-221a of the general statutes (Effective July 1, 2013) that
defines a credit as not less than the equivalent of a forty-five minute class period for each
school day of a school year,
2. Credit or part of a credit earned at an institution accredited by the Board of Regents for
Higher Education or State Board of Education or regionally accredited as stipulated in
subsection (g) of section 10-221a of the general statutes (Effective July 1, 2010) that
defines a three-credit semester course, or its equivalent, at such institution equal to onehalf credit toward high school graduation,
3. Through successful completion of online coursework, provided that the Hartford Board of
Education has adopted an on-line coursework policy and the course is in accordance with
the policy,
4. Through the demonstration of course mastery based on competency and performance
standards,
5. Through the successful completion of any course in grades seven or eight that
corresponds directly to the subject matter of a specified course requirement in grades nine
to twelve and the student has demonstrated mastery on the corresponding high school
level end-of-course assessment,
6. Through successful completion of a world language course in grades six, seven, or eight
through online coursework or coursework completed privately through a nonprofit
provider, and the student has demonstrated a passing grade on an examination
prescribed by the Commissioner of Education for which up to four credits may be
awarded, and/or
7. Through achievement of a passing grade on a subject proficiency examination identified
and approved by the Commissioner of Education.
8. Through the completion of not less than fifty hours of actual service performed outside of
the regular school day in connection with a planned community service learning project
supervised by a certified school administrator or teacher and supplemented by not less
than ten hours of related classroom instruction, for which 0.5 elective credit may be
awarded. In Hartford Public Schools, a student may only participate in this option once.

6140 (d)
State Mandated Assessments
•
•
•

Students will meet any participation and proficiency requirements specified by the State
Department of Education for mandated assessments.
Students are required to pass the following end of year examinations: Algebra I, Geometry,
Biology, American History, and Grade 10 English (English II)
Students who have received a failing score, as determined by the Commissioner of Education, on
an end of year exam will be allowed to take an alternate form of the exam.

Parent and Student Notification
Students and parents must be notified in writing of the student’s performance on state mandated
assessments.
Special Education
Special Education students may meet these requirements through modifications and adaptations as
prescribed in the student Individualized Education Plan.
English Language Learners (ELL)
ELL students who enter a Hartford High School and will have enrolled in U.S. school(s) totaling 10
months or more by their intended date of graduation will be expected to achieve HPS graduation
requirements.
ELL students who enter a Hartford High School in their senior year and who will have enrolled in U.S.
school(s) totaling fewer than 10 months by their intended date of graduation will be referred to an ELL
Review Team in order to determine individual expectations for demonstrating performance standards for
graduation.
Timeline
The Board directs the Superintendent to implement these high school graduation requirements beginning
with the graduating Class of 2021.
The Hartford Public Schools Graduation Policy meets the expectations set forth by the Connecticut State
Department of Education. Furthermore, the Hartford Public Schools adheres to national, state, and local
non-discrimination policies. In accordance with Title VI of the Civil Rights Act of 1964, Title IX of the
Education Amendments of 1972 and Section 504 of the Rehabilitation Act of 1973, all educational
programs and activities of the Hartford Board of Education will be offered without regard to race, color,
national origin, sex or handicap.
Policy adopted: January 4, 2000
Policy revised: August 27, 2002
Policy revised: November 1, 2005
Policy updated: June 17, 2008
Policy revised: May 20, 2014
Policy updated: March 21, 2017

HARTFORD PUBLIC SCHOOLS
Hartford, Connecticut

6146
Instruction
Grading
The district shall establish a consistent, fair, objective and meaningful system to communicate the
academic profile of student(s) to families and other approved institutions.
Report cards combined with scheduled parent-teacher conferences, and other forms of communication
promote a process of continuous evaluation of student performance and communication regarding
student achievement. Achievement is defined as performance measured against Common Core State
Standards (adopted by CT State Dept of Ed July 2010) and other national and state standards and
outcomes. This will provide students, teachers and parents with a clear understanding of what students
are expected to learn. Achievement of the standards will be the measure in the process of evaluating
student performance.
A grade weighting/class ranking system of grade point average (GPA) shall be in place for the high
schools and shall be included with all student transcripts sent to higher education institutions.
Legal Reference:

Connecticut General Statutes
Sec. 10-220g Policy on weighted grading for honors and advanced placement
classes.

Policy adopted: November 1, 2005
Revised: September 17, 2013

HARTFORD PUBLIC SCHOOLS
Hartford, Connecticut

R-6146
Instruction
Grading – Administrative Regulations
Student academic achievement shall be evaluated, recorded and reported each marking period.
Students, parents/guardians and appropriate school personnel will be informed of the student's progress.
The district will utilize technology assisted systems to produce grade reports.
The 4-point model is the approved configuration for grading beginning in the 2014-2015 school year.
4-point numeric system
A+

A

B+

B

C+

C

D+

D

F/
Incomplete

4.0

4.0

3.3

3.0

2.3

2.0

1.3

1.0

0

Courses are available for students at three levels of academic challenge. Students are encouraged to
strive for academic excellence. A system of grade weighting recognizes the differences in student
achievement. Grade weighting encourages and rewards students for selecting courses at more
challenging levels of difficulty.
A grade weighting system shall be implemented for the high schools in accordance with the guidelines
set forth and published annually in the parent/student handbook.
Each marking period a student will receive a letter grade (A-F). The letter grade communicates the level
of achievement of current content standards
This grade along with the course “weight” is used to determine the student’s Grade Point Average. At
the end of the school year, a final GPA is computed from the final grade point average of each course.
Weighted Scale
A+

A

B+

B

C+

C

D+

D

*AP/ECE/DE

5.0

4.5

4.0

3.5

3.0

2.5

2.0

1.5

Honors

4.75

4.25

3.75

3.25

2.75

2.25

1.75

1.25

College Prep

4.0

4.0

3.5

3.0

2.5

2.0

1.5

1.0

*Advanced Placement/Early College Experience/ Dual Enrollment

R-6146
Instruction
Grading – Administrative Regulations (continued)
Un-weighted Scale

Un-weighted

A+

A

B+

B

C+

C

D+

D

4.0

4.0

3.3

3.0

2.3

2.0

1.3

1.0

Both the weighted and the un-weighted scale appear on the student transcript.
The weighted scale is used to determine class rank.

Revised: September 17, 2013

Hartford Public Schools
Hartford, Connecticut

APPENDIX 3
HARTFORD PUBLIC SCHOOLS: BEHAVIORAL SYSTEMS AND SUPPORTS GUIDE – CODE OF CONDUCT

This Behavioral Systems and Supports Guide is dedicated to the memory
of Victoria Morse, who was instrumental in its development. Her passion
for the education of our children and her belief in the potential of every
single child are evident in this document. Vicki believed that proactive
supports and compassion should guide our disciplinary decisions and that
it is our duty to ensure the fair treatment of our students. She exuded a
love for life that transcended her professional capacity and inspired those
around her.
Victoria, you are missed.

Victoria Morse
1963 - 2015
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Introduction

Philosophy
Hartford Public Schools (HPS) prides itself on taking a progressive approach to education. In
Hartford, school is a place where children, parents, and educators work together to create an
environment that encourages and promotes learning for all students. We believe our mission is
to work with parents and the community to allow students to thrive in a school community that
educates the whole child, making them critical thinkers, caring and empathetic individuals, and
engaged members of their communities. We strive to build a safe, orderly, and nurturing
academic atmosphere in each of our schools through deliberate efforts to foster healthy
relationships, developing positive school climates, promoting social and emotional learning, and
encouraging respectful behavior that maximizes our students’ learning potential throughout the
school day.
We believe that if we are proactive in our approach to student discipline and behavioral
intervention, then behavior intervention can be seen as an opportunity for a student to learn from
and reflect on his or her actions, and all behavior issues become an opportunity for students to
move forward in a positive direction through the guidance of a caring adult.
We understand that many factors influence student behavior in school and strive to help all
members of the school community implement responses that are:
•
•
•
•

Culturally sensitive and responsive
Age appropriate
Healing and educational, rather than strictly punitive
Focus on restitution

We believe that learning, achieving, and character building cannot happen if students are not in
school. As a result, administration, teachers, and support staff work with parents and other
community members to help all students overcome challenges and be successful by finding
remedial interventions as an alternative to suspension wherever possible.
Statement of Purpose
The Student Code of Conduct and Behavior Systems & Supports Guide (“Code” or “Guide”)
provides all Hartford school personnel with guidelines to their responsibilities regarding
behavior in school and in the surrounding community. It is designed to be a framework for
progressive discipline. The intent is to encourage a level of disciplinary consistency throughout
the district, and to ensure that behavioral expectations are age-appropriate and fair. Alternative
discipline strategies are included to help both staff and families work toward maximizing
productive student learning time in classrooms. This document lists the various incident types,
3

suggests a restorative response, and, only if unavoidable, consequences that would remove the
student from the classroom environment.
Nondiscrimination & Equal Educational Opportunity
The Hartford Board of Education complies with all applicable federal, state and local laws
prohibiting the exclusion of any person from any of its educational programs or activities, or the
denial to any person of the benefits of any of its educational programs or activities because of
race, creed, color, national origin ancestry, sex, sexual orientation gender identity or expression,
marital status, age or disability, subject to the conditions and limitations established by law.
(Policy 5162)
This Student Code of Conduct will be reviewed annually and revised as appropriate and/or
necessary.
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Section I
Overview

This document is a guide for school administration and all staff members. It is intended as a
reasonable interpretation of federal and state law and district policy.
The actions necessitating behavioral interventions listed in this guide do not address every
situation. Students will be referred for any misconduct on school grounds, the neighboring
community, or during-school sponsored activities that is seriously disruptive to the educational
process or endangers persons and/or property.

Student Responsibilities
All students have the responsibility to:
•

Treat all members of the school community with respect and dignity.

•

Be informed of and adhere to this Code and other reasonable rules and policies
established by the administration, school authorities, administrators and teachers.

•

Respect the rights of fellow students, as well as teachers, administrators, other school
personnel, and school guests.

•

Respect the educational process and learning environment by refraining from tardiness,
truancy, and unexcused absences, and by fully participating in the academic life of the
school.

•

Behave in a responsible and reasonable manner while in attendance at all school or
school related functions held on or off school grounds.

•

Be prepared for class, complete assignments and make-up work on time.

•

Initiate and inquire, of the appropriate teacher, as to when and how class work, including
examinations missed during absences, can be completed.

Parent Responsibilities
All parents have the responsibility to:
•

Treat all members of the school community with respect and dignity.

•

Be informed of school rules and policies and review them with their children.

•

Ensure that their child attends school regularly and on time.

•

Keep in regular communication with the school concerning their child's conduct and
progress.
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•
•

Be knowledgeable of and have access to all educational, medical, and similar records of
their children.
Inform, instruct, and assist their children to behave in a reasonable manner, respecting the
rights and property of others, in conformity with this Code.

•

Bring to the attention of school authorities any academic or behavioral challenges and
assist school authorities in the correction of such problems.

•

Attend and participate in the behavioral interventions and school conferences arranged
for the benefit of their children.

School Responsibilities
School administrators and teachers have the responsibility to:
•

Treat all members of the school community with respect and dignity.

•

Be informed of state law, school rules, and school policies set forth in the Code.

•

Ensure that students and parents are appropriately informed of school and district rules,
and student, parent, and school personnel rights and responsibilities under the Code.

•

Maintain appropriate behavior in the school in a fair, consistent, and equitable manner.

•

Conduct the Behavior Intervention hearings and conferences in an impartial, objective
and professional manner, and complete all forms provided for the documentation of
disciplinary action as required by law and the Hartford Public School System.

•

Attempt to resolve behavioral problems by every reasonable means short of exclusion
from school and reach non-punitive, productive solutions to problems of student conduct.

•

Encourage parental participation, cooperation and communication with the school.

•

Provide students with the opportunity, through reminders, take-home work, notices and
availability, to complete any class work, including examinations missed because of
absences.

•

Utilize the services of special personnel, guidance counselors and community agencies to
assist with behavioral challenges.

•

Translate into native languages.

•

Provide parent training opportunities related to the Code and also to dealing with
children’s behavioral issues.

Location of Behavioral Violations
Actions warranting behavioral interventions, for the purposes of this guide, include acts
committed:
•

In a school building or on school grounds during, shortly before or shortly after regular
school hours.
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•

Off school grounds during school-sponsored activities or while traveling to or from
school, or a school-sponsored activity on any form of school provided transportation.

•

Off school grounds at any time, if the incident was initiated in the school or on school
grounds, and if after the occurrence it was established that upon the return of the
student(s) it contributed directly to a disruptive effect on the school.

•

Off school grounds and during non-school time if after the occurrence there is a
reasonable likelihood that the return of the student(s) would contribute to a disruptive
effect in the school or its educational process. These acts must be of a serious nature,
such as dangerous weapon offenses, drug offenses, or crimes accompanied by violent
conduct such as assault, robbery, or sexual offenses. Also offenses such as possession of
a firearm or weapon in the commission of a crime and selling or distributing a controlled
substance.

During, shortly before, or shortly after regular school hours, if students engage in misbehavior
while in or on the grounds of any school in Hartford, they will be disciplined in the school they
regularly attend.
The term "regular school hours" encompasses the time of the day that students are practicing or
engaging in extracurricular activities. For example, if all other students are normally out of the
building by 4:00 p.m. but at 5:00 p.m., following practice, a member of the track team vandalizes
a locker, that would be covered by the Code of Conduct.

Collaboration with Hartford Police Department and Police Personnel Working in HPS
In the interest of creating a safe learning environment for Hartford Public Schools students,
ensuring that the Hartford Public Schools Code of Conduct is being enforced by the responsible
school personnel, and minimizing school-based arrests, the Hartford Public Schools and Hartford
Police Department entered into a Memorandum of Agreement (MOA) outlining the roles and
responsibilities of school staff and police officers in responding to non-emergency school
disruptions by students. This MOA was signed by the Superintendent and Chief of Police in
October of 2012. It creates a clearly outlined agreement that establishes law enforcement
involvement as a last resort in school disciplinary matters.
The MOA has been successful in reducing the number of arrests of Hartford Public Schools
students, particularly those for low-level offenses that should result in school-based behavioral
interventions, not police involvement. With the implementation of the MOA, school-based
arrests have been reduced significantly. The MOA requires the following:
• The creation of a school-police collaboration team facilitated by the City of Hartford
Department of Children, Youth, Families, & Recreation and involving HPS staff, police
staff, HPS security staff, and other appropriate personnel which regularly meets to review
the implementation of the MOA;
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•
•
•

Training of school staff responsible for discipline as well as Hartford Police officers on
the MOA and proper administration of discipline;
Use of a graduated response model for dealing with day-to-day student disciplinary
matters;
Data collection and review mechanisms of school-based arrests.

Hartford Public Schools Security staff plays a key role in monitoring the implementation of the
MOA and the graduated response model. Any law enforcement involvement in a student matter
that is a non-emergency must be initiated by the building administrator and HPS security.
NOTE: Students under the age of 18 are not to be questioned by police personnel unless
accompanied by their parent or legal guardian.
For the full document, follow this link: https://intranet.hartfordschools.org/forms/operationsforms/security-form-list.
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Section II
Recommended Approaches for Responding to Student
Violations of the Code of Conduct

dis●cip●line (fr. Latin disciplina; teaching, learning) Instruction that corrects, molds, or perfects
character and develops self-control. (Webster’s New Collegiate Dictionary).
In the Hartford Public Schools, the goal is to develop a continuum of procedures for
discouraging inappropriate behavior. This continuum focuses on teaching and helping students
to learn the desired behaviors instead of punishing. Extensive research shows that exclusion and
punishment are ineffective at producing long-term reduction in problem behavior. The research
also shows that schools with a safe and supportive environment for learning achieve better
academic, behavioral, and social outcomes for all students. A staff member’s first response
should be to use misbehavior as a teachable moment to help the student correct future behaviors.
Using the opportunity to instruct and correct behaviors is a reliable and effective method to
change the behavior of students.

PBIS – Positive Behavior Interventions and Supports
Many schools in Hartford and across the nation have implemented PBIS systems in order to take
a proactive approach to discipline, and results are excellent if the system is implemented with
consistency and fidelity. At present, 30 schools in Hartford implement PBIS as their behavior
management framework under which other models and approaches may be embedded.
For more information on PBIS, please refer to www.pbis.org.

Instructive Responses
Instructive responses should be used when the student’s inappropriate behavior is caused by a
lack of knowledge, in general or in the moment. If a student does not know the behavioral
expectations, he or she cannot follow them. Instructional consequences are designed to teach
students general behavioral expectations and new skills needed to allow them to meet those
expectations. Instructional responses that get positive results include:
•

Re-teaching behavioral expectations.

•

Allowing students to practice expectations (role playing).

•

Modeling expectations.

•

Describing the unacceptable behavior to the student as well as suggesting appropriate
alternatives.
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•

Leading the student to verbalize how the behavior negatively impacts others.

•

Talking with the student about what could have been a better behavior choice and why.

•

Asking the student to write a goal that will help improve actions.

•

Showing confidence in the student that behavior goals are achievable.

•

Positively reinforcing behavior that relates to student goals.

Corrective Responses
Corrective responses should be used when the student knows but momentarily disregards the
expectations. In order to not repeat inappropriate behaviors, students must be afforded the
opportunity to correct behaviors, preferably in the moment. Corrective responses require
students to demonstrate and practice the expected behavior as a replacement for the inappropriate
behavior.
Corrective responses include: reminding, redirecting, setting up intentional cues, and teaching
different behavioral responses. One of the most important things to keep in mind when
responding to misbehavior is to address the behavior as quickly as possible. When children's
behavior goes off track, they need immediate feedback from adults to help them break their
momentum and get back on track. Adults often let small misbehaviors go, waiting to address
them until they have escalated and are much more difficult to reverse.
Most staff members use instructive and corrective responses regularly, so many of these may
already be familiar. To minimize corrective responses teachers should use supervisory
opportunities to engage students in positive conversations and build ongoing relationships. Using
corrective and instructive consequences, instead of responding punitively, will enhance the
chances of creating a safe, supportive, and productive school climate. Examples of typical
corrective responses by level include:
Elementary
•

Visual cues: classroom anchor charts, a brief direct look into students’ eyes, a finger
against your lips, increased teacher proximity.

•

Reminding language works best when a child is just beginning to go off track—about to
open a book instead of getting out math materials or beginning to reach to take the blue
crayon away from a tablemate. If, however, the child is well into the undesired behavior,
reminding language loses its effectiveness. At that point, a clear redirection is needed:
“Sonya, put the book away now and get out your math materials.” “Dante, choose
another color. It’s Ellen’s turn to use the blue crayon.”

•

Bringing the child closer, instead of going to the child, is another option. For example,
Darren turns around and begins fiddling with items on a shelf during Morning Meeting.
The class has learned meeting rules, and they also know that their teacher will sometimes
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direct them to change their seats if they're beginning to misbehave. A quiet "Darren,
come sit next to me" brings Darren to his teacher's side in the circle and gets his attention
back on his classmates, without breaking the meeting rhythm.
•

Constant circulation: Sometimes all that's needed to reestablish positive behavior is for
the teacher to move next to a child. For example, if children have been taught how to sit
safely in chairs and Maria has just started tipping her chair back during direct instruction,
simply moving to stand by Maria can communicate "Sit safely" without drawing undue
attention to Maria or disturbing other children. Once Maria sits safely, the teacher's
staying nearby for a bit helps the child understand that she must continue to sit safely.
Middle and High School

•

Verbal cues: saying the child’s name. Reminding language can also be highly effective:
“Sonya, what should you be doing right now?” “Dante, what do our rules say about
sharing materials?”

•

Logical consequences: Logical consequences are another strategy that teachers can use
to stop misbehavior while helping children see and take responsibility for the effects of
their actions. Logical consequences differ from punishment in that, unlike punishment,
logical consequences are relevant (directly related to the misbehavior), realistic
(something the child can reasonably be expected to do and that the teacher can manage
with a reasonable amount of effort), and respectful (communicated kindly and focused on
the misbehavior, not the child's character or personality).
§

For example, Tamika scribbles on her desk. Having her clean the desk would be a
relevant, realistic, and respectful logical consequence. Having her miss recess
would be irrelevant. Having her clean every desk in the classroom after school
would be an unrealistic amount of work, and the uncleanness of the other desks is
unrelated to Tamika's mistake. Saying, "You're so rude—you just don't care about
anyone but yourself!" would be a disrespectful attack on her character.

•

Informal check-in and check-out: (Seek parental permission for this arrangement first.)
Set up a regular interaction between the student and a staff member with whom the
student has a positive relationship. Use the interaction to reinforce specific behavioral
expectations and correct any inappropriate behavior.

•

Refer for other services: Referral to social worker, counselor, or community partner for
services to assist with coping skills, improve communication skills, or anger
management.

For more information and strategies, go to:
http://www.interventioncentral.org/behavioral-intervention-modification
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Restorative Approaches and Practices (RAP)
Hartford Public Schools has adopted a restorative philosophy and approach to discipline.
Restorative strategies are ways of thinking about and responding to conflicts and problems by
involving all participants in identifying what happened, describing how it affected everyone, and
finding solutions to make things right. Restorative practices involve more than conflict
resolution, making amends, and healing harm. Restorative practices require a new paradigm.
They require deliberate actions to build respectful relationships and result in the creation of a
compassionate, caring, and cohesive community. Classrooms are ideal places to develop
relationship-building skills with communities from differing backgrounds and perspectives.
Hartford Public Schools has formally implemented RAP in several schools and is dedicated to
ensuring that all of our schools will be implementing RAP in the near future. Hartford has
developed its Restorative Approaches and Practices framework using best practices and
procedures from several models. The framework is aligned with the Multi-Tiered Systems of
Supports (MTSS) model, and Scientifically Based Research and Interventions (SRBI) approach.
Tier I consists of universal supports such as the use of circles, the Social Discipline Window
(www.IIRP.edu), restorative intervention continuum, etc. Tier II consists of group conferencing
for conflict resolution, and Tier III is community conferencing in more severe cases.
Peer Juries and Youth Courts
A Peer Jury provides a positive outlet in which students can resolve school-related conflicts with
the assistance of their peers and avoid a possible suspension. Together, students negotiate an
equally acceptable resolution to their conflict through the creation of an agreement that seeks to
transform the negative behavior into a positive goal. Peer jurors want to keep students in school
by using the power of positive peer influence and understanding to encourage referred students
who have violated school rules to repair the harm done and prevent future harm or violence.
Youth Court goals are the same; they only differ in structure in that a peer jury often resembles a
peace circle or community panel while a youth court resembles an actual courtroom.
Restorative Group Conferences
Restorative group conferences aim to heal the damage that has been caused by an offense; to
involve those most affected by the offense in determining appropriate responses to it; and to
"makes things better" both for young people who have committed offenses and for their victims.
Restorative group conferences are made up of the young person who has committed the offense,
members of his or her family and whoever the family invites, the victim(s) or their
representative, a support person for the victim(s), a representative of the police (optional), and
the mediator or manager of the process. Sometimes a social worker, teacher, counselor, or
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administrator is present. The main goal of a conference is to formulate a plan about how best to
deal with the offense.
Community and Restorative Justice Peace Circles
Community circles are classroom community building tools, typically offered for half an hour on
a weekly basis. They are a preventative restorative justice model for students and teachers. The
circles are used for classroom management, conflict resolution, and compassionate climate
building. The philosophy of the circle is to allow one to feel safe so that he or she is able to learn,
cooperate, and respect others. Through this atmosphere children are able to listen and share with
each other, communicating the ways they are affected by the actions and behaviors of another.
The purpose of the community circle is to practice public acknowledgment of appreciation for
others’ kindnesses and, in a safe environment, respectfully air small grievances and hurts before
they become full-blown conflicts. It allows everyone in the class to hear how their behavior
attracts or repels friends. It also gives hurting students the chance to educate their peers about
what feels bad to them and opens the door for offenders to make things right and change unkind
behaviors. The circle focuses on understanding other perspectives or points of view. A core value
learned in the circle process is to “Treat others as you like to be treated.”
CIRCLE FORMAT: The class sits in a circle free of barriers. Students review
guidelines/agreements out loud each week. The circle uses a talking piece, which builds respect
and patience. Careful introduction of each stage is essential for safety and trust.
Stage I- Appreciation, gratitude
Stage II- Grievances, hurts, harms
Stage III- Second hand hurt or joy
Stage IV- Making amends / sincere
apologies
Closure/ Student Feedback
Peace Circles are one of Restorative Justice’s typical formats. In most peace circles, a student
facilitator directs the conversation, first reviewing norms and then approaching any conflict
through the three central questions: What was the harm? Who is responsible? How can we fix it?
All participants—whether victim, perpetrator, or community member— speak in turn without
interruption. Listeners follow by paraphrasing what they heard with a focus on the needs and
wants underlying a position. As a group, they then summarize the main issues that need to be
addressed as well as common interests—the needs and wants of those involved that initially go
unspoken or unnoticed. From there, the group brainstorms agreements— actions that will repair
the harm done and move everyone forward.
Participants will discover that the central Restorative Justice questions are two-directional—not
only do students have to name the harm that was done to them, they also must consider the harm
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they may have caused. Not only do they have to determine others who were responsible for
causing these harms, but also they must also take responsibility for their own actions and
choices. In time, students find themselves more willing to identify their own role within conflicts
than they had in the past. Through this process, they discover ownership as a necessary step in
repairing relationships rather than pointing fingers or assigning blame.
The key practice is the power of paraphrasing. Students learn to frame their response with,
“What I hear you saying is….” Rather than spending energy formulating their next argument or
retort, students learn to listen deeply in order to respond to a peer’s contribution by speaking it
back to them. This simple practice transforms communication. Students listen more deeply and
focus on the needs and wants of others more than the arguments and positions they were
originally hoping to present. Those on the receiving end feel acknowledged and respected. In
addition, the step of identifying common interests causes a perceptible shift in perspectives.
Students discover that it is easier and more important to address common interests than to stay
stuck in the conflict; they recognize their former opponent as another individual with needs
similar to their own. Peace circles allow students to view conflict as an opportunity rather than a
burden.
For more information, go to: http://www.centerforrestorativeprocess.com/.
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Section III
Procedural Safeguards

It is important that ALL STAFF be familiar with the following definitions and parameters, as they
may have legal implications.

Removal from Class
A "removal" is a disciplinary exclusion from a classroom for all or part of a single class period,
provided such exclusion shall not exceed 90 minutes. Teachers are authorized to remove students
from class when the students deliberately cause a serious disruption of the educational process
within the classroom. No student shall be removed from class more than six times in any school
year or more than twice in one week unless the student is referred to the building principal and
granted the opportunity for an informal hearing in accordance with the procedures governing
suspensions described below. Any teacher who removes a student from a classroom shall send
the student directly to a supervised area or room designated by the principal and shall
immediately inform the principal or the designee of the student's name and reason for such
disciplinary action. The principal may, after an informal conference with the student and the
teacher when available, reinstate the student to the class from which he/she was removed if the
principal is satisfied that the student shall not continue the disruptive conduct that led to the
removal in the first place.
The principal or designee shall notify the parents of any student removed from a classroom
within 24 hours of such removal. Such notification shall state the reason for the removal.
The principal, with the cooperation of a teacher, may remove a student from class for a brief
conversation or conference and place that student in another class or other educational setting
such as a resource room for consultative, non-disciplinary, or preventive purposes when such
student is having difficulty adjusting to a substitute teacher or experiencing other emotional or
educational problems. Such removal shall not be subject to the notice or hearing requirements of
suspension.
(See Appendix I.a for Connecticut General Statute regarding this issue)
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Class/School Behavioral Flowchart

Assess Problem Behavior

Redirect/remind student
of school
expectations/rules

Level I

Level II

Is
Behavior
Level I or
Level II?

Problem
Resolved?

Yes

Unsafe
Behavior?

No

• Reinforce
Expectations
• Document
interventions
• Re-introduce
to class

• Continue to
redirect
• Give specific
directives
• Remind student of
consequences

Call Main
Office
immediately
and request an
SPO. Contact
the nurse for
medical
emergencies.

Problem
Resolved?

Yes
• If student responds to
intervention, document
& proceed.

No
• Write ODR
• Notify parent
• Reinforce expectations

•

See Section V, p. 38 for List of Violations by Level

•

For Crisis situations, see protocol on p. 31.

•

If child behavior is repetitive, see Behavior Support Plan
protocol on p. 32.
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Teacher Complete ODR
• Conference with
student
• Notify parent

Administrative Action
• Administrator
investigates written
report
• Review student’s
behavior record
• Determines
consequence using
Progressive
Discipline Model
• Decide if there is a
need for crisis
intervention.
• Provides staff w/
feedback

Contact Parent
• Notify Parent of
outcome
• Conference with
Parent
• Communicate
outcome to
involved staff

In-School Suspension and Out-of-School Suspension
All Hartford Public School suspensions should be in-school suspensions unless the student
poses a serious safety risk to staff or other students or disrupts the educational process to such
an extent that instruction in the building cannot continue. See below for further clarification.
All suspensions should be in-school suspensions unless during the hearing the school administrator
determines that the pupil being suspended poses such a danger to persons or property or such a disruption
of the educational process that the suspensions should be out-of-school.
All suspensions from school shall be in-school suspensions unless the administration determines that an
out-of-school suspension is appropriate for such pupil based on evidence of (A) previous disciplinary
problems that have led to suspensions or expulsion of such pupil, and (B) efforts by the administration to
address such disciplinary problems through means other than out-of-school suspension or expulsion,
including positive behavioral support strategies.
An in-school suspension may be served in the school that the pupil attends or in any other school building
under the jurisdiction of the local or regional board of education.

See Guidelines for In-School and Out-of-School Suspensions Revised December 2010,
Connecticut State Department of Education.
In-School Suspension
In-school suspension (ISS) is a procedure in which the assigned student spends any part of a
school day that extends beyond 90 consecutive minutes in a restricted area away from the rest of
the students. Any student removed from class for any reason for more than 90 minutes must be
treated as having been suspended in-school, and the appropriate steps must be followed.
The ISS setting will be held in an appropriate location in the school and will be properly
supervised.
All assignees to ISS will be considered absent for the day. The supervisor will be allowed to
assign only one additional day of ISS. After serving ISS the student will not have to return to
school with a parent or guardian. Each school should attempt to limit the number of ISS students
to no more than 20. A student who intentionally misses ISS will be subject to further
administrative action.
(See Appendix I.b for Connecticut General Statute regarding this issue)

Out-of-School Suspension
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It is Connecticut state law that a student must be given in-school suspension as a reasonable
consequence previous to receiving an out-of-school suspension, except in cases of emergency
suspension.
Out-of-school suspension should be used only after all other interventions have been exhausted.
An out-of-school suspension is an exclusion from school attendance for a definite period of time,
not to exceed 10 consecutive school days, provided such exclusion should not extend beyond the
end of the school year in which the suspension was imposed. Each day of suspension shall be
considered an excused absence. Students are not required to be accompanied by a parent upon
their return to school although it is recommended that if there are valid concerns by the school
with regard to the safety of the student returning from suspension or other students and/or staff
members, the school shall follow the appropriate steps to communicate these concerns to the
parent(s)/guardian(s), relate the expectations that the student is encouraged to adhere to in order
to maintain a safe learning environment, and, if necessary, put a plan in place in order to ensure
the safety of all.
(See Appendix I.c for Connecticut General Statute regarding this issue)
PK-2 Suspensions
Principal’s are to notify their respective Assistant Superintendent of any suspension that involves
a student in grades PK-2.
(HBOE Policy 5131 V. A. E. (2))
2. If suspended, such suspension shall be an in-school suspension, except the principal or
designee may impose an out-of-school suspension on any pupil: 2) in grades preschool to
two, inclusive, if the principal or designee determines that an out-of-school suspension is
appropriate for such pupil based on evidence that such pupil’s conduct on school grounds
is of a violent or sexual nature that endangers persons.
Emergency Suspension
An emergency suspension means exclusion from school attendance for as long as the emergency
exists but no more than three consecutive school days.
An emergency shall mean a situation where the continued presence of the student in school poses
such a danger to persons or property or such a disruption of the educational process that a
hearing cannot be effectively held prior to excluding the student from school. The unavailability
of an administrator shall not be a basis for postponing a hearing. The principal may suspend
students without prior notice or informal hearing if an emergency as described above exists. In so
suspending, the principal shall announce the duration of the disciplinary action and inform the
student that he or she is to return to school at the end of that period. In an emergency situation,
the notice shall be given and an informal hearing shall be held as soon as possible after the
exclusion. See Appendix II for further information regarding Emergency Suspension.
(See Appendix II for Connecticut General Statute regarding this issue)

Expulsion
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Expulsion is an exclusion from school attendance and privileges for more than 10 consecutive
school days. According to Connecticut General Statutes, section 10-233a (e), an expulsion period
may extend beyond the end of the school year in which such expulsion was imposed but not
beyond a period of one calendar year. The expulsion process is begun when the principal notifies
the superintendent or designee that expulsion is being recommended.
Prior to an expulsion hearing being convened, the school and its administration are required to
submit to the superintendent or designee a completed Request for Administrative Action
(expulsion packet).

Students with Disabilities
Students with disabilities have rights afforded to them to ensure that their behavior is not
interfering with their education. They are entitled to have their Individual Educational Plan (IEP)
address their behavior, to undergo a functional Behavior Assessment (FBA), and, as a result, be
given a Behavioral Intervention Plan (BIP) for any behaviors that are impacting their ability to
access their education. A student with disabilities must not be suspended for more than ten (10)
total days per school year without the district conducting a manifestation determination review
PPT meeting. In best practice, however, a PPT meeting to review behavior should be held as
soon as any behavioral concerns become apparent.
Therefore, if a special education student is referred for expulsion or suspension for more than ten
(10) school days in a given school year, the school shall convene a manifestation determination
PPT as soon as possible after the recommendation for such discipline was made. The purpose of
this PPT meetings to review the relationship between the student’s disability and the disciplinary
infraction(s) behavior and to determine whether the student’s behavior is a manifestation of
his/her disability. During the process of a manifestation review, a student should be provided the
services entitled to him or her under the IEP.
Potential Outcomes of a Manifestation Determination PPT:
1. If all members of the PPT find that the student’s behavior was a manifestation of the
student’s disability, the district shall not proceed with the referral for expulsion or
suspension of greater than ten (10) days, shall consider the misconduct, and revise the
IEP/behavior intervention plan to prevent a recurrence of the misconduct, and provide for
the safety of other students and staff. If the IEP does not include a Behavior Intervention
Plan, the PPT must conduct a Functional Behavior Assessment (FBA) and develop a plan
to address the behavior that led to the disciplinary action.
2. If the parents believe that the behavioral incident was a manifestation of a child’s
disability and the school members of the team disagree, the parents have a right to and
may pursue a hearing to review the manifestation determination. During the pendency of
this hearing, the student cannot be disciplined.
3. If both the parents and school team believe the behavioral incident was not a
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manifestation of the student’s disability, the student may be subject to the same discipline
as their non special education peers.
Exceptions
In cases of possession of a dangerous weapon or an illegal drug or the use, sale, or solicitation
for sale of controlled substances on school grounds or at a school sponsored activity, the student
can be placed in an appropriate interim alternative educational setting for up to 45 calendar days,
regardless of whether the conduct was a manifestation of the student’s disability. However, the
interim alternate setting must be determined by the PPT team, and the student must be provided
Free Appropriate Public Education (FAPE) in this setting.
Students Not Yet Identified for Special Education
For students who experience multiple in-school suspensions, a referral must be made to the PPT
to consider whether evaluations should be conducted to determine the student’s eligibility for
special education services. If the school did not have knowledge of the possibility that the
student had a disability, the student can be disciplined as if he/she were not a student with a
disability. If a request for an evaluation is made during the time period when the student is
subject to disciplinary measures, the school district must expedite the evaluation. If the student is
subsequently deemed eligible, the school district shall provide special education to the student;
however, pending the results of the evaluation, the student remains in the setting determined by
school personnel.
Students not yet identified for special education may be entitled to these procedural protections
in certain circumstances if it can be shown that the school had knowledge that the student had a
disability before the misconduct occurred.
The school will be considered to have knowledge if:
1. The parent has expressed concern to supervisory or administrative personnel in writing or
to a teacher of the student that the student is in need of special education/related services.
2. The parent requested that the student be evaluated under Individuals with Disabilities
Educational Act (IDEA).
3. The student’s teacher or other staff member expressed specific concern about a pattern of
behavior demonstrated by the student directly to the Executive Director of Special
Education or to other supervisory personnel of the department.
IDEA makes clear that schools will not be deemed to have knowledge if:
1. The parent has not allowed an evaluation of the student.
2. The parent has refused services.
3. The student has been evaluated, and it was conclusively determined by the PPT that the
student did not have disability.
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The local board will be considered to have knowledge if:
1. The parent has expressed concern to supervisory or administrative personnel in writing or
to a teacher of the student that the student is in need of special education/related services.
2. The parent requested that the student be evaluated under IDEA.
3. The student’s teacher or other staff member expressed specific concern about a pattern of
behavior demonstrated by the student directly to the Executive Director of Special
Education or to other supervisory personnel of the department.
IDEA makes clear that the local board will not be deemed to have knowledge if:
1. The parent has not allowed an evaluation of the student.
2. The parent has refused services.
3. The student has been evaluated, and it was conclusively determined by the PPT that the
student did not have disability.
Other Rules for Special Education Students
•

It should be noted that when disciplinary action against a special education student is
contemplated, which would result in a penalty not addressed by the student’s Behavior
Intervention Plan, the parents must be notified of the decision to take disciplinary action
on the date the decision was made and must also receive notice of all special education
procedural safeguards.

•

It is also important to remember that regardless of where the student is placed, including
in alternative settings, the child must receive a free and appropriate education (FAPE)
that meets requirements of his/her IEP.

•

Should a special education student commit a crime that school staff reports to a law
enforcement agency, school staff must ensure that copies of the child’s special education
and disciplinary records are transmitted for consideration by the authorities to whom the
crime is reported.

•

The special education and disciplinary records of the student must be transmitted to the
individual(s) who will make the final determination regarding a recommendation for
exclusions of greater than ten (10) school days per school year.

ChildFind
Connecticut State Regulations, Section 10-76d-7(c), requires each school district to promptly
refer to the Planning and Placement Team (PPT) all students who have been suspended
repeatedly or whose behavior, attendance, or progress in school is considered unsatisfactory or at
a marginal level of acceptance.
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Developmentally Age Appropriate Conduct/Discipline
The State Department of Education indicates that the age, grade level, and developmental, social,
and emotional stage of a student may be a mitigating factor in cases involving young students
who may not have the developmental maturity to be effective social problem solvers. Culture
and communication factors must be considered when interpreting behavior, especially in cases
involving complex and ambiguous social situations that can be interpreted differently depending
upon racial, ethnic, linguistic, and cultural identity. Related factors such as a history of
collaborative partnerships with parents, prior attempts to decrease inappropriate or dangerous
behaviors, and any special learning, emotional, and behavioral needs must also be considered. It
is important for administrators to build upon individual student strengths to diminish
undesirable behaviors.
In determining the appropriate level of interventions and consequences, school officials should
consider the grade, age, developmental level, and family circumstances of the student. This may
result in a less severe consequence for a lower grade or younger student as compared to a higher
grade or older student.

Off-School-Grounds Misconduct
Students are subject to discipline, up to and including suspension and expulsion, for misconduct
of the types set forth in this guide, even if such misconduct occurs off school property and during
non-school time as outlined below.
Such disciplinary offenses may result when:
• The incident was initiated in the school or on school grounds or occurred during a schoolsponsored activity or while the student was waiting or receiving transportation.
• The incident occurred or was initiated off school grounds and non-school time, and if the
misconduct is seriously disruptive to the educational process in that it markedly interrupts
or severely impacts the day-to-day operation at the school.
• The student used or possessed a firearm or used a deadly or dangerous weapon in
committing a crime off school property.
• The student offered for sale or distributed to another person any illegal drug off school
property.
In making a determination as to whether the off school misconduct is seriously disruptive of the
educational process, the Board of Education or its Hearing Officer must consider:
• The proximity to the school
• Involvement of other students or gangs
• The use of violence or weapons and any injuries
• Involvement of alcohol
• Any other relevant factors
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Bullying
The State of Connecticut defines Bullying as the following:
Substitute Senate Bill No. 1138; Public Act No. 11-232:
(1) "Bullying" means (A) the repeated use by one or more students of a
written, oral or electronic communication, such as cyberbullying, directed
at or referring to another student attending school in the same school
district, or (B) a physical act or gesture by one or more students
repeatedly directed at another student attending school in the same school
district, that: (i) Causes physical or emotional harm to such student or
damage to such student's property, (ii) places such student in reasonable
fear of harm to himself or herself, or of damage to his or her property, (iii)
creates a hostile environment at school for such student, (iv) infringes on
the rights of such student at school, or (v) substantially disrupts the
education process or the orderly operation of a school. Bullying shall
include, but not be limited to, a written, oral or electronic communication
or physical act or gesture based on any actual or perceived differentiating
characteristic, such as race, color, religion, ancestry, national origin,
gender, sexual orientation, gender identity or expression, socioeconomic
status, academic status, physical appearance, or mental, physical,
developmental or sensory disability, or by association with an individual
or group who has or is perceived to have one or more of such
characteristics;
(2) "Cyberbullying" means 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 communications;
Hartford Public Schools has a “Zero Tolerance” policy regarding bullying. See Hartford Public
Schools District Safe School Climate Plan (Board Policy #5141). The plan includes protocols for
teacher and administrator responsibilities, reporting, prevention and intervention strategies,
investigative strategies, and the development of a Safe School Climate Plan.
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Bullying report is received orally within 24
hours and written within 48 hours by
Safe School Climate Specialist

Ensure safety

“Target”

Discipline record
reviewed including
ODR’s, IEP,
suspensions, etc.

Interview of student
being targeted by alleged
bullying behaviors/obtain
written statement

Contact
parent(s)/guardian(s)
to inform of ongoing
investigation

Investigation

Interview all
witnesses/reporters

Review of all written
documentation (reports,
notes, statements)

Conclude
Investigation

UNVERIFIED BULLYING ACT

Parent(s)/guardian(s) contacted
and informed that investigation
was concluded and allegation
was unsubstantiated

FOR REFERENCE:
Please see HPS District Safe School Climate
Plan and HBOE Policy #5141.

“Bully”

Ensure Safety

Discipline record
reviewed including
ODR’s, IEP,
suspensions, etc.

Interview of student
exhibiting alleged
bullying behaviors/obtain
written statement

Contact
parent(s)/guardian(s)
to inform of ongoing
investigation

VERIFIED BULLYING ACT

Administrative
determination of
disciplinary action of
perpetrator

Safe School Climate
Committee provides
adequate follow up
support to
perpetrator/target

(Revised August 2016)
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Parent(s)/guardian(s) of
both student exhibiting
bullying behaviors and
target notified via phone, or
in person, formal letter sent
to residence, meeting
scheduled within 48 hours
and invited to meeting

***Incident logged in accordance to state
law/district policy with all corresponding
documentation from investigation***

Truancy
Connecticut State Law requires children living in the school district to regularly attend public
school or show that they are elsewhere receiving equivalent instruction in the studies taught in
the public schools. The Board of Education believes that regular school attendance is essential to
the academic success of its students. Therefore, it is the policy of the Board to monitor school
attendance to identify students who are truant and to enlist the cooperation of parents and, when
necessary, the Juvenile Justice System, in order to address the problem of truancy when it arises.
Definitions:
•

“Truant student” – any enrolled student five (5) to 18 years of age, inclusive, who has
four (4) unexcused absences from school in any one month or ten (10) unexcused
absences from school in any school year.

•

“Unexcused absence” – the non-appearance of an enrolled student on a regularly
scheduled school day that the building principal (or designee) has determined is not
excused.

•

“Excused absence” – the non-appearance of an enrolled student on a regularly scheduled
school day for any of the following reasons:
•
•
•
•
•
•
•
•
•

•

Student’s health, including medical appointments. (Note: The school administration
may require medical certification for frequent health-related absences.)
Religious holidays
Funeral, death or serious illness in the family
Court appearance
Documented college visits
Approved school activities, including field trips and sporting events
Suspension or expulsion
Failure of the school district to provide required transportation
An extraordinary circumstance with the approval of the building principal

“Parent” – a parent, guardian, or other person having control of an enrolled student.

For more important information regarding Notification, Attendance Monitoring, Meeting with
Parents, and Administrative Procedures, see Appendix VIII.

Dress Code
It is the policy of the Hartford Board of Education (#5140) to reasonably regulate the attire of
students during the school day and during school-sponsored activities. To that end, all students in
primary and secondary schools shall wear a school uniform. Further, in order to maintain an
educational environment that is safe and conducive to the educational process, students in all
grades shall abstain from wearing or possessing specified items during the school day.
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Statement of Purpose
The Hartford Board of Education has determined that reasonable regulation of school attire
can further important educational interests, including:
• Reducing distraction and loss of self-esteem caused by teasing or competition over
clothing;
• Minimizing disruption from wearing inappropriate clothing or possessing inappropriate
items at school;
• Providing an environment where students can focus more on learning;
• Enhancing school safety by making it harder to conceal weapons or contraband;
• Enhancing school safety by helping teachers and administrators to identify individuals
that are not enrolled in the school when they encounter them on school grounds;
• Enhancing school safety by prohibiting gang colors and paraphernalia;
• Reducing the cost of school clothing;
• Providing an educational environment where financial disparities between students, as
reflected in clothing, are minimized;
• Creating a greater sense of community and school pride amongst the students;
• Instilling discipline in students;
• Helping students and parents to avoid peer pressure;
• Helping to prepare students for future roles in the professional workplace;
• Creating an atmosphere reflecting seriousness of purpose about education.
Administrator Responsibilities
•

Principals will distribute to parents annually the names of all local uniform vendors who
have confirmed that they have the capacity to provide the specifications of their uniforms,
including cost.

•

There shall be no sole source vendors of school uniforms. The superintendent, or
designee, will send to the Board of Education annually, a list of all vendors that provide
uniforms at each school.

•

Changes to a school uniform or logo shall be approved by the School Governance
Council. Principals will notify parents by March 1 of any school year if all or part of the
school uniform will change for the following school year.

•

Whenever possible, the Hartford Public Schools shall provide logos that can be sewed or
ironed onto the uniforms that meet the requirements of this policy at any school that
elects to have a school uniform with a specific logo.
Parental Responsibility

It is the responsibility of parents/guardians to ensure that their child/children dress in conformity
with the requirements of this policy. It is the recommendation of professional school personnel
that parents/guardians hold their children to the highest standard in regards to school attire.
Parents/guardians should support the Board’s efforts to create a level playing field for all
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students in Hartford and eliminate distractions, disruptions, and safety concerns relating to
student attire. Parents/guardians should further support the Board’s efforts to create a more
serious educational environment that is conducive to learning and that helps to prepare
Hartford’s students for future success in the professional workplace.
Staff Responsibilities
School personnel, including substitutes, should serve as role models for proper attire in the
educational setting. School personnel should ensure that all students adhere to the School Attire
Policy. All personnel, particularly teachers and administrators, are encouraged to model their
school’s uniform in their own attire.
For more information regarding items of clothing and accessories that are prohibited, see
Appendix V.

Electronic Devices
The Hartford Board of Education recognizes that many students at all grade levels possess and
bring cell phones and other electronic devices to school. These devices may include an iPod,
iPhone, and other similar devices. It is recognized that parents and guardians may provide a cell
phone to a student for safety or medical reasons. In consideration of the availability of electronic
devices in our society, the Board will allow the possession of cell phones and other electronic
devices at school and school sponsored events as follows:
Grades K-5:
Cell phones are permitted on school grounds and at school sponsored events but may not
be used, heard, or displayed during the school day. Other electronic devices are not
permitted on school grounds or at school sponsored events.
Grades 6-12:
Cell phones and other electronic devices are permitted on school grounds and at school
sponsored events but may not be used, heard, or displayed during the school day.
Consequences
If a student violates this policy by using or displaying a cell phone or other electronic device in
school during the school day, the consequences will be as follows:
•

1st Offense: Electronic device is confiscated by the administration until the end of the
school day. Student will be given a warning.

•

2nd Offense: Electronic device is confiscated by the administration, and the electronic
device is returned to the parent. Student may receive a detention or other age appropriate
consequence.

•

3rd Offense: Electronic device is confiscated by administration. Student may be
suspended in school or have other age-appropriate consequence administered.
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(For further reference please see Hartford BOE Policy 5138.4)

Mandated Reporting
Who Must Report
Connecticut law requires certain citizens to report suspected child abuse and neglect. These
mandated reporters are people in professions or occupations that have contact with children or
whose primary focus is children. The law requires that they report suspected child abuse or
neglect. Under Section 17a-101 of the Connecticut General Statutes, the following are
considered mandated reporters:
•

Any person paid to care for a child in any public or private facility, child day care center,
group day care home, or family day care home which is licensed by the State.
What Must Be Reported

Mandated reporters are required to report or cause a report to be made when, in the ordinary
course of their employment or profession, they have reasonable cause to suspect or believe that a
child under the age of 18 has been abused, neglected, or is placed in imminent risk of serious
harm. (Connecticut General Statutes §17a-101a)
Child abuse occurs where a child has had physical injury inflicted upon him or her other than by
accidental means, has injuries at variance with history given of them, or is in a condition
resulting in maltreatment, such as but not limited to malnutrition, sexual molestation or
exploitation, deprivation of necessities, emotional maltreatment, or cruel punishment.
(Connecticut General Statutes §46b-120)
Child neglect occurs where a child has been abandoned, is being denied proper care and attention
physically, emotionally, or morally, or is being permitted to live under conditions,
circumstances, or associations injurious to his well being. (Connecticut General Statutes §46b120)
(For more information regarding when and how to make a report, please see Appendix VI)

Restraint and Seclusion
Hartford Public Schools is dedicated to ensuring a safe learning environment for all of our
students. At times it becomes necessary to physically intervene with students in order to ensure
the safety of the students themselves, other students, and staff members. There are certain staff
in schools that are certified in physical control techniques including Behavioral Technicians and
School Safety Officers.
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These interventions should be used as an absolute last resort and only under extreme
circumstances. Staff should do their best to familiarize themselves with possible triggers for
students, antecedent factors that may lead to unsafe situations, verbal de-escalation and
proximity techniques, and strategic, proactive measures to avoid situations in which physical
intervention is necessary.
Below you will find the existing CT General State Statute on restraint and seclusion:
(b) No school employee shall use a physical restraint on a student except as an emergency
intervention to prevent immediate or imminent injury to the student or to others, provided the
restraint is not used for discipline or convenience and is not used as a substitute for a less
restrictive alternative. Substitute Senate Bill No. 927 Public Act No. 15-141 3 of 24
© No school employee shall use a life-threatening physical restraint on a student. This section
shall not be construed as limiting any defense to criminal prosecution for the use of deadly
physical force that may be available under sections 53a-18 to 53a-22, inclusive, of the general
statutes.
(d) No school employee shall place a student in seclusion except as an emergency intervention to
prevent immediate or imminent injury to the student or to others, provided the seclusion is not
used for discipline or convenience and is not used as a substitute for a less restrictive alternative.
No student shall be placed in seclusion unless (1) such student is monitored by a school
employee during the period of such student’s seclusion pursuant to subsection (m) of this
section, and (2) the area in which such student is secluded is equipped with a window or other
fixture allowing such student a clear line of sight beyond the area of seclusion.
(For further reference please see Hartford BOE Policy 5173)
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Section IV
School-based Systems

All schools within the Hartford Public School System are required to have the following schoolbased systems/committees in place in their schools. It is the responsibility of the principal to
make sure the systems/committees have been established and function to help maintain an
orderly school environment.

Responding to Behavioral Violations
Classroom-Managed vs. Office-Managed Behaviors
Administrators are encouraged to facilitate in-service professional development with their staff to
determine what behaviors will be considered “classroom-managed” and what behaviors will be “officemanaged.” These are often referred to as “minor” and “major” behaviors, with the minors being
classroom managed and majors, which are very serious behaviors, being office managed.
Classroom teachers are expected to establish routines and rituals in their classroom, and these routines
and rituals should include certain rules or expectations focused on managing behavior. PBIS schools
should already have three to five simple and clear behavioral expectations or school rules that can be
applied in the classroom. Teachers should also have escalated consequences and strategies that
proactively deter inappropriate behavior. These strategies may include but are not limited to planned
ignoring, redirection, proximity techniques, and other strategies delineated earlier.
Teachers are expected to manage minor behaviors on their own in any school setting. These behaviors
may include gum chewing, minor defiance, and minor disruptions (e.g., calling out, chattering, tapping a
pencil on a desk).
Major behaviors are behaviors that should be office managed. These can include but are not limited to
fighting, major disruption of the learning environment, skipping class, and leaving the room without
permission. It is recommended that administration establish a chain of command regarding how they will
respond to these types of violations, documenting interventions utilized in response to these behaviors.
Discipline may sometimes be delegated to behavioral technicians in some buildings; however, behavioral
technicians are not allowed to suspend students and are encouraged to ask administration for help with
any matter they find questionable. For example, a behavioral technician may administer a lunch detention
for a student who is being defiant, but if a student shows physical aggression toward a student or staff
member, the behavioral technician should consult with an administrator as soon as possible. A student
should not be suspended out of school without clear documentation that other interventions have been
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utilized first.
These minor vs. major behaviors should be established by the school staff so that the expectations are
clear and consistent. This could be done with the staff at a faculty meeting in the beginning of the year or
over a professional development session(s) prior to school starting. It also allows for accountability on
the behalf of the teachers and administrators as to what administrators expect to be handled in the
classroom and what staff expects to be handled by administration.

Removal of a Student
There are times when a student may need to be removed from the classroom setting or from another
school setting due to safety concerns or continued disruption of the learning environment. Schools are
expected to establish procedural guidelines for how students will be removed from a setting. One
example is as follows: A teacher is unable to continue teaching due to a continued disruption by a
student. The teacher calls the office. Office staff radios a school safety officer or behavioral technician to
attempt intervention. If the staff member is unable to ensure that the student remains in compliance he or
she asks the student to be escorted voluntarily to a designated area. Staff process with the student about
the behavioral expectations, discuss alternative behaviors, and, once the student is deemed ready to return,
the teacher is called to ensure that the teacher is ready for the student to return. This is important as the
student has been de-escalated and the teacher may not be physically or emotionally ready for the student
to return, which may lead to the student being re-escalated. It is expected that the essential function of
intervention is to maximize instructional time; therefore, the student should not be out of class any more
time than is necessary.

Crisis Team
In times where a student may be experiencing crisis, an emotional breakdown, and/or is engaging in
extremely unsafe behaviors (i.e. self-injury, suicidal ideation, assaultive behaviors, extreme property
damage), schools are expected to establish a protocol for safe handling of these situations. Behavioral
technicians should be trained in Crisis Prevention Intervention (CPI) for Non-Violent Physical Crisis
Intervention, or control positions for physical restraints and may assist in these situations, with the
understanding that physical intervention is an absolute last resort. School social workers should also be
aware of the protocol and may be instrumental in the drafting and implementation of such protocol.
This crisis protocol should include guidelines regarding what the steps to the crisis intervention should be.
The procedure should include how long into the intervention that mobile crisis should be contacted. It
should be noted that although parental/guardian permission is not required to call mobile crisis or medical
transport, it is highly recommended that the school contact the parent/guardian to make them aware of the
steps being taken to ensure the student’s safety.

Procedure for Crisis Intervention
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In order to provide a safe environment for all students, a staff protocol procedure has been
established for responding to students who engage in highly aggressive and unsafe behaviors.
This is a tool for safe intervention, as well as a guide for crisis management for all staff.
1. Teacher/staff member calls the main office and requests a behavioral technician or other
designated staff member for intervention.
2. If the child is physically aggressive and potentially dangerous to other students or staff,
staff is instructed to call the main office and ask for school safety officer (SSO)
intervention briefly describing the nature of the call. For example, “Johnny is throwing
chairs on the floor.”
3. SSO/behavioral technician escorts the student to a safe location and attempts to verbally
de-escalate.
4. If physically aggressive behavior continues, SSO’/staff use discretion for physical
intervention in accordance with “Use of Force Policy.”
5. If 15 minutes have passed and the student remains in an escalated state, staff is instructed
to contact the school social worker (SSW) for intervention and support.
6. If escalation continues, staff contacts the school nurse. The nurse assesses safety
concerns, and the team confers regarding next steps, such as review of BIP and involving
all available staff that offer services to the student (e.g. paraprofessional, ELL teacher,
special education case manager).
7. Administrator(s) are contacted and informed of situation and asked to participate.
8. Parent is contacted and advised of the incident and intervention strategies with a
summary of the assessment by the team followed by possible scenarios (e.g., medical
transport, mobile crisis).
9. If student is unable to exhibit safe behavior(s), to process with staff, and continues to
remain in an escalated physically aggressive state, the team makes the assessment
regarding the appropriate response (e.g. parent intervention, medical transport, mobile
crisis).
10. All the above noted steps are open to discretion and may vary on case-by-case scenarios.
Best professional judgment must be exercised when assessing situations and outcomes.
Safety is the main goal of this procedure.
Progressive Discipline System
Administrators are encouraged to use progressive discipline while addressing continuous behavioral
violations. They are to use disciplinary strategies that are developmentally appropriate while reviewing
the discipline record of the student involved in the incident. The administrative action should escalate
with every violation and should be reviewed for supports and interventions along the way.
Administration is expected to review all Office Discipline Referrals (ODR’s) and encourage the
documentation of behaviors by staff. Administration will use the ODR’s to determine what the
appropriate administrative action will be as well as to progress monitor behavior and teacher interventions
and supports. For example, an administrator is faced with an ODR for a student that was involved in a
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physical altercation with another student. The administrator will pull all of the hard copies of the ODR as
well as any other pertinent data on the students. After review it may be found that the student has a
pattern of physical aggression towards peers. After further review it is found that there have already been
conferences with the parent, and the student has been given lunch detention and afterschool detention as
escalating consequences for continued behavior. At this point the administrator may choose to suspend
the student for one day of in-school suspension (ISS). The following violation may be two days of ISS,
the next three days of ISS, the next one day out-of-school suspension, etc.

Functional Behavior Assessment/Behavior Intervention Plan (FBA/BIP)
For students who have multiple or chronic referrals (ODRs), the school is responsible for implementing
interventions and supports for the student to prevent further violations and/or suspensions. The
administrator may ask that the teacher consult with a special educator and other team members
(behavioral technician, SSW) to develop a Behavior Support Plan prior to the formal Functional
Behavioral Assessment (FBA) and a Behavior Intervention Plan (BIP) process. Parents/guardians must
consent to these interventions and be involved in their implementation. If ODRs stop and the behaviors
decrease or disappear, the plan will be considered effective. If the student is not showing progress, the
administrator will ask for a review of the BIP. It is possible the BIP will need to be re-implemented or
changed to ensure success. All parties involved should be collecting data in a four- to six-week cycle to
assess effectiveness or to be used in an ensuing SAT or PPT process.
Please be advised that the above does not reflect an exact protocol mandated by Hartford Public Schools.
Please consult with your special education staff for further elaboration on law/policy around the
FBA/BIP, or you may contact the Hartford Public Schools Department of Special Education for further
assistance.
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Determining need for Behavior Support
Plan as a Tier II strategy prior to FBA/BIP
Behavioral data shows pattern of behavior

YES but
BSP NOT
developed

YES
Teacher/staff develop BSP and
progress monitor for effectiveness

BSP effective overall
and student
disciplined
accordingly

ODR/SWIS/
PowerSchool
data does not
show pattern of
behavior
Disciplinary
action in
accordance to
state law/district
policy

Recommend
completion of BSP
by teacher and staff
and progress
monitor
effectiveness
through data
collection

BSP not effective

One of 3 components
non-compliant:
Student
Parent
Teacher

Re-implementing
BSP and encourage
adherence from all
parties
Progress monitor for
efsicacy and if
behavior persists
revise BSP, if BSP not
effective and
behaviors persist
recommend SAT
referral for FBA/BIP
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• Administrative action is required on all ODRs.
If a designee is administering discipline and an
incident arises that requires immediate
administrative oversight and action,
administrators should use the progressive
discipline model to administer disciplinary
actions.
• All ODR’s are to be logged into PowerSchool in
accordance with HPS protocol.
• If an incident is serious enough that ISS/OSS is
recommended, administrators should be aware of
the student’s prior disciplinary record.
• If the student is a Special Education student,
comply with the student’s rights under IDEA,
state law/district policy.
• Administrators should consider putting supports
and interventions in place prior to suspension
unless a safety concern is presented.

Office Discipline Referral (ODR)
All schools are required to document behavioral violations using the district Office Discipline Referral,
commonly referred to as the “ODR.” The ODR is a legal document and is used to document behaviors
and track student behavioral data as the district’s universal screener for determining the need for
behavioral interventions. The ODR is entered into PowerSchool for all school. Schools that use the
School-Wide Information System (SWIS) will enter ODR’s into PowerSchool and can use SWIS to
access SWIS reports.
Administrators are encouraged to provide an in-service professional development session that will outline
how to appropriately fill out an ODR for teachers/staff as well as guidelines for how an ODR is triaged
and handled by administration once it is completed.
Administrators should encourage their teachers to report major behavioral violations with an ODR as a
tool to use in effective data-driven decision making for student interventions and supports.
Administrators are expected to follow procedural guidelines that ensure that teachers are aware of the
administrative action taken.
The ODR is printed in quadruplicate form. The teacher/staff member filling out the ODR is to keep the
original and give the remaining three copies to whomever is designated to receive the ODR by the
administrator. Once an administrative action is taken and documented on the ODR, copies are distributed
as indicated on the ODR with the final, completed ODR, with the administrative action taken and signed
by an administrator, going back to the reporting teacher/staff member.

Sample Office Discipline Referral (ODR) Procedure
1. Filling out an ODR – Ensure that all demographic information is correct to the best of your
knowledge. State the accurate time and location. For example, if the incident happened at 9am
and completion of the ODR occurred at 10am, make sure to put 9am in the TIME section as
opposed to when the ODR was completed. Please check ALL relevant minor or major infractions
that pertain to the incident. Check ALL appropriate STAFF ACTIONS, and complete the
Summary of Events and the Corrective Measures section of the form.
2. Second Step - Upon completion of an ODR, it is to be sent/taken DIRECTLY TO THE MAIN
OFFICE and turned into an office staff member. Staff will then place the ODR in designated
administrator’s box. The Administrator has 72 hours to respond/communicate the end result to
staff.
3. The administrator handles the ODR in accordance with the progressive discipline model. Copies
will be given to: referring teacher, homeroom teacher, and any staff that provide services for the
student involved, including but not limited to the school social worker, nurse, behavior
technician(s), special education teacher, and paraprofessional.
4. Turnaround time on referrals should be 72 hours, and parents/guardians should be contacted for
ALL major infractions on the same day of the infraction even if the school is still in the process
of investigating.
5. Discipline data will also be available electronically if/when requested by teacher(s) from behavior
technicians and operations manager via PowerSchool and/or SWIS.

Attendance Committee/Team
Every school should have an Attendance Committee/Team that is charged with looking at attendance data
and addressing concerns for individual students who are or may be chronically absent. The
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committee/team should meet at least quarterly, and it is recommended that they meet once a month to
identify students that are raising concerns regarding attendance. Schools that are above the district
average for chronic absenteeism are recommended to meet once a week. The committee should strategize
and develop procedures around communicating with the parent/guardian of the student their concerns
about attendance, reminding parents about the expectations for student attendance and truancy laws,
identifying barriers that hinder attendance, and working together with parents/guardians to provide
supports to assist them in overcoming these barriers. The committee should also be aware of procedures
for Family With Service Needs (FWSN) referrals with the Department of Children and Families.

Dress Code
Students are expected to comply with the district uniform policy. Schools should ensure that there is a
designated staff member to assist students and families with dress code issues. Schools should have
uniforms for students in case of emergencies. If a student is continuously out of dress code, the
administration should attempt to investigate if there are barriers to compliance and provide support (i.e.
access to laundry, affordability), or determine if non-compliance is not based on extenuating
circumstances and administer consequences in accordance to progressive discipline, state law, and district
policy. A student should not be suspended out of school solely for a dress code violation.

Bullying
All potential and alleged bullying should be reported using the HPS Incident/Intake Report Form and the
HPS Student Concern Form (please see Appendix VII on pg. 61). These forms should be readily
available in the main office, and parents/guardians and staff members should know how they can access
the forms. Administrators are encouraged to facilitate in-service professional development on how to fill
out these forms for administrators and are likewise encouraged to provide parents/guardians with an
informational session on how these forms are accessed, completed, and what the procedure will be after
completion of the form, which would be triage, investigation, and verification of bullying incidents.
Administrators are required to provide parents with information on how to report alleged bullying on an
annual basis. All verified bullying incidents are to be kept in the Bullying Log, and the log is to be kept
in the main office and readily available for public inspection in accordance with state law/district policy.

Safe School Climate Committee
All schools are required to have a Safe School Climate Specialist and a Safe School Climate Committee.
The Safe School Climate Specialist is responsible for the investigation of all bullying reports as well as
chairing the Safe School Climate Committee that is charged to ensure compliance with the District Safe
School Climate Plan, including the maintenance of the Bullying Log, implementation of character
education, and investigations and verification of bullying by a student. In addition, the safe school
climate specialist is responsible for communicating with all pertinent parties including parents/guardians
and staff members. It is recommended that he Safe School Climate Committee meet monthly and no less
than quarterly to evaluate existing systems for reporting and responding to bullying as well as
implementation and sustainability of existing programming that promote a safe and nurturing learning
environment, including student programming and staff professional development

Character Education
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In accordance to Connecticut Public Act 11-232 that focuses on bullying, all schools will ensure that they
are providing character education for its students. This can be accomplished through programming
around positive character traits such as empathy, citizenship, responsibility, and scholarship.
Please see the Hartford Public Schools District Safe School Climate Plan for further information.

Behavioral Data Analysis
Schools are expected to be implementing grade level Data Team meetings that focus on data analysis for
strategic student intervention. It is recommended that data teams dedicate at least a quarter of one of
these meetings once a month to analyze behavioral data and strategize around the data to provide students
with interventions and supports. In addition, teachers should strategize regarding how they can support
their fellow grade level teammates (e.g. partner classrooms, grade level incentives and recognitions).
It is recommended that school-wide behavioral data be shared with staff on a monthly basis. PBIS
schools have a team that meets monthly and analyzes behavioral data to help guide student support and
intervention. The School-Wide Information System (SWIS) data provides the team with data that include
average referrals per day, location, time, and day of where and when behavior issues occur, and what
students are responsible for the referrals. These data can be drilled down to specific students and can
provide insight as to when, where, and with whom these behaviors are occurring. These data can be used
to proactively assist the student prior to the behaviors occurring as well as guide the conversation in terms
of antecedents, precipitating factors, and triggers that cause the behaviors. This data analysis can greatly
improve student behavioral outcomes and foster a deeper understanding of why the student is behaving in
a particular manner. Schools that do not use SWIS may use PowerSchool to access behavioral data.
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Section V
Behavioral Infractions and Interventions by Level

Disciplinary Offenses
The following sections were compiled as a comprehensive list of potential disciplinary violations
(separated into Levels I, II, and III) based on a review of past behavioral violations of students both in the
Hartford Public School System and other Connecticut school districts. While the list is extensive, it is by
no means considered to be absolute. Thus, other violations may occur, which are not included in this list.
In these cases, the disciplinary team should apply similar standards as described in the three levels offered
when assigning disciplinary action. In all cases listed below, administrators are advised that
documentation of the offense is required by law, and thus at a minimum the Student Discipline Referral
(SDR) form must be completed with the offense and action taken and appropriate copies distributed as
noted on the forms. In cases where more severe action must be taken, a completed Request for
Administrative Action packet must be completed and submitted to the superintendent or his/her designee
(see section on Procedural Safeguards).

For purposes of this document, all behavior that is disruptive of the learning process should be
addressed by school administrators and staff, i.e. smoking, lewd behavior, vulgarity, etc.. In
these cases, interventions should be applied that negate these behaviors and impress on the
student the need to follow school rules. In cases where a student repeats these offenses and initial
interventions are unsuccessful, school administrators are instructed to apply a stricter response
(see Level III consequences).

Progressive Discipline
The section below lists the behaviors that are inappropriate for school. For Level I and Level II
offenses, the middle and right hand columns present the interventions and consequences that
school principals should use to address the inappropriate behavior in a progressive approach. The
middle column lists “Recommended Instructive, Corrective, or Restorative Reponses.” These
responses are evidence-based, instructive, and corrective consequences that principals should
consider first when responding to inappropriate behavior. The right column lists “Additional
Consequence” for principals to utilize if recommended interventions from the third column are
insufficient to address the student’s inappropriate behavior. Both columns list responses in a
graduated manner.
For Level III offenses, the right column explains the required consequences and additional
interventions that administrators should use to address the inappropriate behavior.
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Disciplinary Offense Level

• Other instructive or corrective
consequence (i.e. verbal
redirection)
• Principal or designee shall warn
student and inform parent
• Documented conference focused
on expectation violated and
practicing expected behavior
Level I

• Teacher, student, and
parent/guardian conference--same
focus as above
• Participation in peace or healing
circle with staff and peers
impacted by behavior (Restorative
Justice)
• Referral to school peer jury, peer
mediation or peer conferencing (if
available and approved by the
principal)

• Use of student reflection sheet
• Documented teacher and student
conference focused on expectation
violated and practicing expected
behavior
• Other instructive or corrective
consequence
Level II

Additional Consequence
(only for repeating the same
inappropriate behavior)

Recommended Instructive,
Corrective, or Restorative Response

• Teacher, student, and
parent/guardian conference--same
focus as above
• Teacher, student, resource person,
and/or administrator conference-same focus as above
• Participation in peace or healing
circle with staff and peers
impacted by behavior (Restorative
Justice)
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•

Conference to identify and
address causes of repeated
behavior and develop strategy to
address

•

Daily check in/check out with
identified staff member

•

Removal from class

•

Use of short term behavioral
contracts/report cards home to
reinforce desired behavior

•

Principal warning and notice to
parents.

•

Principal conference with
parents, teacher, and student

•

Behavior contract

•

Removal of school privileges
such as intramural sports, school
dances, etc.

•

Detention--before school, after
school, or Saturday

•

One day inside school suspension

• Teacher, student, and/or
administrator conference to
identify and address causes of
repeated behavior and develop
strategy to address
• Removal from class
• Daily check in/check out with
identified staff member
• Use of short term behavioral
contracts/report cards home to
reinforce desired behavior.
• Detention--before school, after
school, or Saturday.
• Removal of school privileges not
to exceed five school days
• Referral to law enforcement
officials, where mandated by the

• Referral to school peer jury, peer
mediation or peer conferencing (if
available and approved by the
principal)

Hartford Public School System's
policy on drug & alcohol use by
students and/or Connecticut state
law

• Referral to social skills instruction,
academic tutoring, or a focusedmini course to remove trigger or
replace student response (if
available and approved by the
principal)

• Student reparation, restoration, or
restitution for any stolen or broken
property

• Teacher, student, resource person,
and/or administrator conference to
identify and address cause of
behavior and develop strategic
response.
• Referral to therapeutic group if
trigger or response is connected to
need for anger management,
trauma treatment, or other
counseling (if available and
approved by the principal)

Level III

• In-school suspension (one to three
days)
• ONLY FOR REPEATING THE
SAME INAPPROPRIATE
BEHAVIOR:
In school suspension
In the event of repeated,
aggravated, or flagrant offenses,
the principal may suspend the
student or may recommend the
student for expulsion

•

Students under the age of 18 are not to be questioned by
police personnel unless accompanied by their parent or legal
guardian.

•

A student may be suspended for five to ten days.

•

Following a period of suspension or expulsion, balanced and
restorative justice practices may be used to help reintegrate a student
into the school community.

•

Repeating the same inappropriate behavior could result in expulsion
or notification to law enforcement or outside social agency.

Level I Disciplinary Offenses
Level I disciplinary offenses are the least serious of the three categories of disciplinary offenses
described in the Hartford Public School System's HPS Behavior Systems and Supports.
Generally speaking, these offenses are not the malicious or dangerous types of behavior
deserving consequences by harsher measures. The first violation of one of these Level I
disciplinary offenses would normally not lead to suspension, although under appropriate
circumstances any type of violation can result in suspension at the discretion of the principal1. A
more complete description of each of the Level I disciplinary offenses is presented below:

1

Whenever the term “principal” is used in the STUDENT HANDBOOK or STAFF MANUAL, it shall be interpreted to mean principal
or his/her designee.
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1. Entering or remaining in a classroom, in a school building, or on the grounds without an
authorized purpose
Many of the problems can occur when students are in or near school buildings without
authorization during the school day. Examples are false fire alarms, bomb threats, and
increased opportunities for destruction of school and personal property. Accordingly,
school staff should be active in preventing students from entering unauthorized areas of
the building and grounds. If students are found in an unauthorized area, they should be
asked to leave. If they refuse to comply with a valid and reasonable request to leave the
unauthorized area, then disciplinary action under this section would be appropriate.
2. Refusing to identify oneself to school personnel
In order to maintain control and discipline within a building, schools officials must be permitted
to obtain the identification of students. Accordingly, students are under an obligation to identify
themselves properly when requested to do so by a school staff member. Refusal to respond to a
valid request for identification constitutes a Level I disciplinary offense.

3. Leaving a classroom without proper permission
There are many problems cited above, with regard to disciplinary offense No.1, which
could arise when students leave a classroom and roam the halls or school grounds without
permission.
To minimize the chance of these incidents occurring, this Code treats entering
unauthorized areas and leaving the school as Level I disciplinary offenses. In responding
to these disciplinary offenses, school staff should be particularly sensitive to the causes of
the student’s desire to leave the classroom or building.
4. Disrupting class
There are types of behavior that are disruptive of the classroom. Examples of such
behavior are loud talking, playing radios or recorders, using laser pointers, refusing to sit
in a chair or desk, or pushing, moving, or banging on furniture. When such behavior is
disruptive of the educational process within a classroom or study hall, school officials
should respond in the way prescribed by the Code of Discipline.
It should be emphasized here that whenever the response to class disruption involves
removal from class, suspension, or expulsion, all of the procedural safeguards discussed
earlier in the MANUAL must be observed. For example, students may not be removed
from class for a period to exceed 90 minutes and may not be removed from classes more
than six times in any school year or more than twice in one week unless they are given
the opportunity for an informal hearing in accordance with procedures governing
suspension.
Likewise, if students are to be suspended upon the sixth time they disrupt a class, they are
entitled to all of the safeguards governing suspension. In other words, the procedures to
be followed in applying any disciplinary penalty are determined by the nature of the
penalty, not the nature of the disciplinary offense.
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5. Unauthorized or inappropriate use of cell phones or electronic devices
Students’ use of cell phones as well as the use of other electronic devices are
commonplace in our society; however, students have a responsibility to contribute to an
orderly school environment and to prevent the disruption of school and the instructional
process. See Electronic Devices reference in Section II for information regarding
consequences.
6. Displaying inappropriate affection
Under this section, any inappropriate display of affection that interferes with the
promotion of an educational climate free from interference and interruptions will be dealt
with in a warning to the student and notice to the parents/guardians. The warning to the
student may be oral but the notice to the parents/guardians should be in writing. It is
important that adequate records be maintained so that it can be documented that the
warning was given.
7. Blocking or interfering with the smooth flow of traffic in the corridors
Students would violate this section if they blocked or otherwise interfered with the flow
of other students or staff through the corridors. Examples of behavior in this category
would be pushing, tripping, littering, or participating in disruptive sit-downs, walkouts, or
boycotts.
8. Turning off corridor, classroom, or stairwell lights without staff permission
The purpose of this rule is, of course, to prevent injury to students and staff that might
result from the unauthorized switching off of lights in the school building. Certain
incidents may qualify as a Level III Offense and may then require Level III consequences
(page 19, #3).
9. Throwing food or other objects
This offense is classified as Level I because normally students do not intend personal
injury or property damage when they throw food or other objects. Nonetheless, the
throwing of any object is behavior that is sufficiently dangerous by its very nature to
warrant some staff response whenever it happens. Besides food, the throwing of the
following objects are examples of behavior which may be punished under this section:
snow, ice, spitballs, rubber bands, tools, rocks, bottles, cans, cosmetics, pencils, pens, or
books. Of course, there are many instances where the throwing of an object would be
treated as Level II or Level III disciplinary offenses. If a student threw an object with
intent to cause serious injury to another person or for the purpose of coercing or extorting
from another person, that would be a Level III offense.
10. Engaging in pranks that may endanger persons or property
Intent is the factor that distinguishes these offenses from the more serious offenses
treated as Level II or Level III. A prank is usually a practical joke or mischievous trick
designed to embarrass another person but normally not intended to endanger persons or
property. For example, locking someone in a closet or restroom stall, putting pins or tacks
on a chair seat, pulling a chair out from under someone, pouring liquid into a locker, and
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putting grease or other slippery substance on the floor are pranks which might be
considered endangering to persons or property. Some discretion will be needed in
evaluating prankish behavior because under some circumstances the examples above
might not even be considered endangering. On the other hand, the same behavior under
other circumstances might be considered to be of greater seriousness than pranks and
more accurately classified as malicious and intentional threats to personal safety. To
determine the category in which to place the offense, the staff member will have to
evaluate the student’s intent. Unless it recklessly caused injury or property damage and
the student merely intended to embarrass the other student or staff member, then the
behavior is probably best classified as Level I disciplinary offense.
11. Smoking
State law prohibits any person from lighting or carrying a lighted cigarette, cigar, pipe, or
similar device in any school area including school grounds. This Code reinforces state
law by prohibiting students from smoking in any area in the school or on school grounds.
State law and this Code also prohibit smoking while traveling on a school bus.
12. Attendance
State law requires attendance at school. Being in the classroom, doing assigned work, and
contributing to the class on a regular basis are important to success in school. (Please
refer to the section Other Rules Related to Attendance [page 25-26] for additional
information and other suggested interventions.)
13. Uniform Violation
Students are required to wear the official uniform of the school they attend.
Level II Disciplinary Offenses
The types of violations in Level II are considered serious; however, when considering
consequences, principals are encouraged to use their discretion in applying interventions on a
case-by-case basis. Principals should note that discipline is progressive based on the number of
repeated offenses in the level and that the safety and security of the students and staff should be a
factor in their decision making.
1. Disruptive activity beyond the classroom
Students would be guilty of a Level II disciplinary offense if they disrupted the
educational process in an area larger than just a single classroom. For example, if
students were engaging in disruptive behavior in a corridor which disrupted any activity
beyond the classroom. Other areas, which might be considered larger than a single
classroom, would be a school auditorium where several classes may have gathered for an
educational program, or school library where many students may be reading or studying.
Since violations of this section disrupt the learning process of more students, and where
the disruption may be intentional, the possible consequences are more severe.
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2. Leaving school building or grounds without permission
This section has the same concerns as Level I, Disciplinary Offense No. 3, leaving a
classroom without proper permission. In leaving the school building or grounds without
permission, the student places himself/herself in danger as well as increasing the
opportunity for destruction of school and personal property.
3. Student Use of District Computer Systems
In accordance with district policy, conduct including but not limited to the following is
prohibited with respect to use of the Hartford Public School System’s computer systems:
sending any form of harassing, threatening, or intimidating message, at any time, to any
person (such communications may also be a crime, pursuant to Public Act 95-143, and
other laws); gaining or seeking to gain unauthorized access to computer systems;
damaging computers, computer files, computer systems, or computer networks; using
another person's password under any circumstances; trespassing in or tampering with any
other person's folders, work, or files; sending any message that breaches the district's
confidentiality requirements or the confidentiality of students; sending any copyrighted
material over the system. In addition, as noted above, if a particular behavior or activity is
generally prohibited by law or by Board policy or school rules or regulations, it must not
occur in the use of these computer systems.
4. Intentionally defying a valid request of a school staff member
This offense is often called “insubordination.” For the purpose of this Code, it is defined
as deliberate defiance or repeated refusal to comply with reasonable requests of school
administrators, teachers, or other school personnel. Examples of such reasonable requests
are to disperse, identify oneself, be seated, be quiet, or report to assigned areas or rooms
for disciplinary or educational purposes.
5. Directing disrespectful, vulgar, and/or profane language directed at any person
It is essential that students not be permitted to insult and degrade anyone. While such
student action may not involve immediate disruptive behavior, disrespectful language
directed at others plays a significant role in undermining the general level of discipline in
the school.
6. Sounding or reporting a false emergency alarm
Students would violate this section if they set off or sound a false alarm or falsely report
or warn of fire, explosion, crime, or another emergency that could require closing or
evacuation of the school for any period of time. It is not necessary that such closing or
evacuation actually occur. Rather, it is a violation of this section to sound an alarm or
falsely report a crime or other emergency of the type, which, if it were actually to occur,
would result in the closing or evacuation of the school.
Certain circumstances where malicious intent can be proved may make it necessary for
school administrators to handle this as a Level III offense and impose Level III
consequences (page 20, #9).
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7. Violating emergency evacuation regulations
Students violate this section whenever they breach emergency evacuation regulations by
talking, pushing, shoving, tripping, blocking doors or corridor lanes; commit acts
interfering with the evacuation and smooth flow of traffic; or create a substantial rush of
panic by preventing others from hearing evacuation instructions during a fire, air raid, or
other emergency drill. Satisfactory evacuation procedures are essential to the safety of
every student in the schools. Any student who takes these evacuation procedures lightly
by interfering with them or by disrupting an actual evacuation or an evacuation drill shall
be considered to have committed a Level II disciplinary offense.
8. Engaging in inappropriate sexual behavior or activity
Students have the responsibility to conduct themselves in a responsible, mature manner in
the school and around the campus. Under this section, inappropriate sexual behavior or
activity will be defined as conduct that has the purpose or effect of having a negative
impact upon the educational climate.
9. Being found with any type of paraphernalia normally associated with the use of drugs
(e.g. tobacco rolling papers, bongs, clips, pipes, and needles)
When such paraphernalia is found in the possession of a student, it will be submitted to
the police for analysis. If analysis shows drug use or possession, the student will
subsequently be charged with having committed a Level III disciplinary offense;
otherwise, it remains a Level II offense.
10. Stealing or damaging school property or the property of others
Generally speaking, students are guilty of violating this section whenever they damage or
take possession of school property or the property of others without the permission of the
owner or person in legal custody of that property. This section also prohibits the taking of
school property or the property of others through embezzlement or under false pretenses.
In short, whenever students deprive a school or the true owner of the benefits of
ownership of such property, they have committed a Level II disciplinary offense.
11. Recklessly driving on school property, in parking lots, or in areas directly adjacent to the
school
It is not only a violation of this Code but a violation of state law to drive a motor vehicle
in a reckless manner on any road, sidewalk, parking area, or school property. Examples
of such reckless driving would be driving at high rates of speed, racing, or failing to
observe pedestrian crosswalks. In cases where staff observes behavior that can result in
injuries and/or property damage, staff is instructed to refer to Level III-Offense 3.
12. Forcing other persons to engage in conduct, which they have a legal right to refuse
Students violate this section whenever they compel or induce other persons to engage in
conduct from which the latter has a legal right to abstain or compel or induce those
persons to abstain from engaging in conduct in which they have a legal right to engage.
Accordingly, this section not only prohibits a student from forcing another to participate
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in an activity but also prohibits a student from blocking or forcing a student to forego
activity that is otherwise lawful. An example of the former might be a student who forces
another student to provide answers to an exam. An example of the latter might be a
student who forces another not to participate in a particular extracurricular activity so that
the first student has a better chance to make a team or otherwise succeed. The schools
should be places that are free of this type of coercion, and this Code provides that such
behavior is treated as a Level II disciplinary offense.
13. Intentionally threatening another person with physical injury or property damage
Students are guilty of a violation of this section whenever they intentionally use a threat
to place, or attempt to place, another person in fear of physical injury or property damage.
14. Fighting
Fighting occurs when two or more students are actively engaged in hitting, kicking,
pushing, tripping, or otherwise attempting to harm each other. Even though one student
may “start the fight,” one or more students may be guilty of fighting if they offer more
than passive resistance against the instigator and aggressively attempt to harm the
instigator. However, state statute allows a person to use reasonable physical force to
defend themselves or others from the imminent fear of physical injury. Students who are
attacked by another student can avoid violating this section by retreating or offering only
enough resistance to avoid harm to themselves without inflicting harm on the instigator.
School administrators are encouraged to thoroughly investigate the incident and proceed
with suspension(s) when one or more student(s) emerge as the aggressor.
Level III Disciplinary Offenses
1. Possessing or transmitting any firearm, knife (2.5" blade or larger), explosive, or other
dangerous object
A student commits a violation of this section by possessing or transmitting, for example,
a firearm, an explosive, a sling shot, an air rifle, a BB gun, firecrackers, a choke collar, a
roll of coins, or any other dangerous object.
Furthermore, a student commits a violation of this section by possessing or transmitting a
deadly weapon as defined in Connecticut General Statutes section 53a-3 while at school,
traveling on a school bus, or at a school sponsored activity. Connecticut General Statutes
section 53a-3 defines a deadly weapon as any weapon, whether loaded or unloaded, from
which a shot may be discharged, or a switchblade knife, gravity knife, billy club,
blackjack, bludgeon, or metal knuckles. The term “possessing” is defined as holding,
carrying, or storing a prohibited object or substance on or in a student’s body, clothing,
hat, purse, wallet, handbag, carrying case of any type, locker, desk, chair, automobile,
bicycle, motorcycle, book, tablet, pen, pencil, or in any way or manner whatsoever
holding, carrying, or storing a prohibited object or substance.
2. Starting a fire or causing an explosion with intent to damage school or personal property
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This is commonly known as the crime of arson. However, if based on the preponderance
of the evidence, school officials conclude that the student started a fire or caused an
explosion with the intent to destroy or damage the building or school or personal
property, the student may be punished under this section. In certain instances, a fire may
be started accidentally, for example in a science lab during an experiment.
3. Engaging in violent conduct that intentionally or recklessly causes physical injury or
substantial property damage
Violent conduct would include rioting, interfering with staff who are attempting to
control a violent activity or situation, other tumultuous behavior in the school, or creating
an environment that contributes to the escalation of a situation (i.e. turning off classroom
or other lights leading to total darkness). When such conduct either intentionally or
recklessly causes physical injury or substantial property damage, the student perpetrator
will be guilty of a violation of this section.
4. Stealing school property or the property of others by using threats or force against
another person
This differs from the Level II disciplinary offense 11 and 13 by including the use of force
within the definition. Neither of the aforementioned Level II disciplinary offenses
requires that the student actually use force to obtain school property or the property of
others. Accordingly, whenever a student actually engages in the use of force to take
school property or the property of others, it becomes a Level III disciplinary offense. The
mere threat of force or the stealing of property without using any force is treated as a
Level II disciplinary offense. However, whenever the student uses actual force to steal
school property or the property of others, it must be treated as a Level III disciplinary
offense. Of course, there may be some situations, particularly in the elementary and
middle schools where the principals, at his or her discretion, may decide that the offense
does not rise to the level of a Level III offense. For example, if one student grabs another
student’s pencil or lunch bag, it might, strictly speaking, be a Level III offense; however,
it is at the discretion of the principal to conclude that these events do not involve the type
of force intended to be punished as a Level III offense.
5. Extortion
State law defines extortion as “obtaining property through coercion or by means of
instilling fear that if property is not delivered the person will cause physical, property, or
reputational damage.” C.G.S. 53a-119(5)
6. Possessing, using, or being under the influence of any controlled drug, hallucinogenic
substance, barbiturate, amphetamine, marijuana, alcoholic beverage or intoxicant
The offense of possession, use, and being under the influence of drugs and alcohol is
separate from the offense of selling, possessing with intent to sell, giving, or
administering drugs and alcohol. This is not intended to indicate that possession, use, or
being under the influence of drugs or alcohol is not a serious offense. On the contrary,
possession of any illegal substance is one of the most serious offenses. However, there
was also a belief that there are some occasions when it is not appropriate to treat
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possession for personal use or being under the influence of drugs or alcohol the same as
possession with intent to sell a controlled substance. Because of the unique problem of
drug and alcohol dependency, there may be better strategies available than just
recommending the student for expulsion. There is an indication that if the weight or
amount of drugs exceeds the amount that could be only used by the individual student,
then this becomes a more serious offense. As noted in the HPS Behavior Systems and
Supports document, the term “possessing” is defined as holding, carrying, or storing a
prohibited object or substance on or in a student’s body, clothing, hat, purse, wallet,
handbag, carrying case of any type, locker, desk, chair, automobile, bicycle, motorcycle,
book, tablet, pen, or pencil, or in any way or manner whatsoever holding, carrying, or
storing a prohibited object or substance.
7. Selling, giving, possessing with intent to sell, or administering to another person of any
controlled substance or drug, hallucinogenic substance, barbiturate, amphetamine,
marijuana, alcoholic beverage, or intoxicant
Prescribed drugs may be administered by the school nurse or designee.
This section should be self-explanatory. If students are required to take prescription drugs
during school hours, they should report to the school nurse before school and make
arrangements to have the prescribed drug administered. If there is no nurse in the school,
the students should report to the principal’s office, and a staff member will be designated
to administer the prescribed drug.
8. Assaulting another person, any school staff member, or volunteer
For the purpose of this Code, assault means a physical attack on another person with
intent to cause harm or causing serious physical injury. C.G.S. 53a-3 defines serious
physical injury as "physical injury which creates a substantial risk of death, or which
causes serious disfigurement, serious impairment of health, or serious loss or impairment
of the function of any bodily organ.”
9. Sounding or reporting a false emergency alarm
If it can be proved following an investigation that the reporting or activating of a false
alarm was done maliciously and with the intention of disrupting the educational process,
i.e. during middle or high school exam weeks, etc., as opposed to an act of curiosity
(typically for elementary school students), then Level III consequences may be pursue
Discipline Related to Attendance
1. Truancy
C.G.S. 10-198a defines a truant as any child age 5 to 18, inclusive, who is enrolled in a
public school that has four unexcused absences from school in any one month or ten
unexcused absences from school in any school year. C.G.S. 10-200 defines habitual
truant as a child age 5-18, inclusive, who is enrolled in a public school that has 20
unexcused absences within a school year. A Family With Service Needs referral to
Juvenile Court must be completed by the school and submitted for the superintendent's

48

signature in these instances after appropriate interventions (SAT, SST, PPT) have been
attempted and documented.
a. During each marking period, for each class that a student has six days or more of

unexcused absences, the student's class average will be reduced by 10%. Students
with absences in excess of six days may receive a failing grade for the marking period
if the teacher, in consultation with the principal, determines that the student has not
successfully mastered the curriculum expectations for that marking period.
b. Any exception to this policy will be established by school administrators on an
individual basis, subject upon application by both student and parent/guardian, to a
review by an appeals committee consisting of the appropriate associate
superintendent, the pupil personnel administrator, and/or school health medical
advisor or designee.
2. Class Cutting
a. A class cut is a day's absence from class, which results in detention.
b. A class cut to study period will be referred to the administrator for appropriate action.
c. Any class cut in excess of two in the marking period will be referred by the classroom
teacher to the administrator for appropriate action.
Any discipline imposed on a student as a result of class cutting will be accomplished in a
manner consistent with procedural safeguards described elsewhere in this manual.
Exclusionary discipline should not be imposed for class cutting only. Other interventions as
described under Level I should be tried first.
3. Tardy to Class
Tardies to school will be separated from tardies to class with consequences for both as
follows:
a. Tardies to class will be managed by classroom teachers. Three tardies to an individual

class during the marking period may result in the student's referral to the
administration for further disciplinary action.
b. Each marking period is to be considered a separate entity.
4. Tardy to School
a. Tardies to school will continue to be a responsibility of the administration.
i. Students entering school tardy must report to the administrative office, and their
homeroom teacher will be notified of their presence through that office.
b. If students are tardy to school, the administrator will offer intervention programs such
as referrals to the guidance counselor and before-school or after-school detention. If
these programs do not improve the student's attendance, the principal will review
their record for further action.
No student is to be sent home from school until contact is made with the
parent/guardian. Principals or designees cannot send children under the age of 16
home. Other consequences include after school or community service.
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Appendix I

Pertinent Connecticut General Statutes
Definitions per C.G.S. 10-233a:
• Removal “means an exclusion from a classroom for all or part of a single class period, provided
such exclusion shall not extend beyond ninety minutes.”
• In-school suspension “means an exclusion from regular classroom activity for no more than ten
consecutive school days, but not exclusion from school…”
• Out-of-School suspension “means an exclusion from school privileges or from transportation
services only for no more than ten consecutive school days…”
• Expulsion “means an exclusion from school privileges for more than ten consecutive school
days…”
(Source: CSDE, 2015)
I.a CT General Statutes: Sec. 10-233b. Removal of pupils from class. (a) Any local or
regional board of education may authorize teachers in its employ to remove a pupil from
class when such pupil deliberately causes a serious disruption of the educational process
within the classroom, provided no pupil shall be removed from class more than six times in
any school year nor more than twice in one week unless such pupil is referred to the building
principal or such principal's designee and granted an informal hearing in accordance with the
provisions of section 10-233c.
(b) Whenever any teacher removes a pupil from the classroom, such teacher shall send such
pupil to a designated area and shall immediately inform the building principal or such
principal's designee as to the name of the pupil against whom such disciplinary action was
taken and the reason therefore.
I.b CT General Statutes: Sec. 10-233f. In-school suspension of pupils. Reassignment. (a)
Any local or regional board of education may authorize the administration of schools under
its direction to impose an in-school suspension on any pupil whose conduct endangers
persons or property or is seriously disruptive of the educational process, or is a violation of a
publicized policy of such board. No pupil shall be placed in in-school suspension without an
informal hearing before the building principal or such principal's designee at which such
pupil shall be informed of the reasons for the disciplinary action and given an opportunity to
explain the situation, provided no pupil shall be placed in in-school suspension more than
fifteen times or a total of fifty days in one school year, whichever results in fewer days of
exclusion.
(b) A local or regional board of education may reassign a pupil to a regular classroom
program in a different school in the school district and such reassignment shall not constitute
a suspension pursuant to section 10-233c, or an expulsion pursuant to section 10-233d.
I.c CT General Statutes: Sec. 10-233c. Suspension of pupils. (a) Any local or regional board
of education may authorize the administration of the schools under its direction to suspend
from school privileges any pupil whose conduct on school grounds or at a school sponsored
activity is a violation of a publicized policy of such board or is seriously disruptive of the
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educational process or endangers persons or property or whose conduct off school grounds is
a violation of such policy and is seriously disruptive of the educational process. In making a
determination as to whether conduct is seriously disruptive of the educational process, the
administration may consider, but such consideration shall not be limited to: (1) Whether the
incident occurred within close proximity of a school; (2) whether other students from the
school were involved or whether there was any gang involvement; (3) whether the conduct
involved violence, threats of violence or the unlawful use of a weapon, as defined in section
29-38, and whether any injuries occurred; and (4) whether the conduct involved the use of
alcohol. Any such board may authorize the administration to suspend transportation services
for any pupil whose conduct while waiting or receiving transportation to and from school
endangers persons or property or is a violation of a publicized policy of such board. Unless
an emergency exists, no pupil shall be suspended without an informal hearing by the
administration, at which such pupil shall be informed of the reasons for the disciplinary
action and given an opportunity to explain the situation, provided nothing herein shall be
construed to prevent a more formal hearing from being held if the circumstances surrounding
the incident so require, and further provided no pupil shall be suspended more than ten times
or a total of fifty days in one school year, whichever results in fewer days of exclusion,
unless such pupil is granted a formal hearing pursuant to sections 4-176e to 4-180a,
inclusive, and section 4-181a. If an emergency situation exists, such hearing shall be held as
soon after the suspension as possible.
(b) In determining the length of a suspension period, the administration may receive and
consider evidence of past disciplinary problems which have led to removal from a classroom,
suspension or expulsion of such pupil.
(c) Any pupil who is suspended shall be given an opportunity to complete any classwork
including, but not limited to, examinations which such pupil missed during the period of
suspension.
(d) Whenever a pupil is suspended pursuant to the provisions of this section, notice of the
suspension and the conduct for which the pupil was suspended shall be included on the
pupil's cumulative educational record. Such notice shall be expunged from the cumulative
educational record by the local or regional board of education if a pupil graduates from high
school.
(e) For any pupil who is suspended for the first time pursuant to this section and who has
never been expelled pursuant to section 10-233d, the administration may shorten the length
of or waive the suspension period if the pupil successfully completes an administrationspecified program and meets any other conditions required by the administration. Such
administration-specified program shall not require the pupil or the parent or guardian of the
pupil to pay for participation in the program.
(f) Whenever a pupil is suspended pursuant to the provisions of this section, notice of the
suspension and the conduct for which the pupil was suspended shall be included on the
pupil’s cumulative educational record. Such notice shall be expunged from the cumulative
educational record by the local or regional board of education if a pupil graduates from high
school, or in the case of a suspension of a pupil for which the length of the suspension period
is shortened or the suspension period is waived pursuant to subsection (e) of this section,
such notice shall be expunged from the cumulative educational record by the local or
regional board of education (1) if the pupil graduates from high school, or (2) if the
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administration so chooses, at the time the pupil completes the administration-specified
program and meets any other conditions required by the administration pursuant to said
subsection (e), whichever is earlier.
(g) On and after July 1, 2010, suspensions pursuant to this section shall be in-school
suspensions, unless during the hearing held pursuant to subsection (a) of this section, (1) the
administration determines that the pupil being suspended poses such a danger to persons or
property or such a disruption of the educational process that the pupil shall be excluded from
school during the period of suspension, or (2) the administration determines that an out-ofschool suspension is appropriate for such pupil based on evidence of (A) previous
disciplinary problems that have led to suspensions or expulsion of such pupil, and (B) efforts
by the administration to address such disciplinary problems through means other than out-ofschool suspension or expulsion, including positive behavioral support strategies. An inschool suspension may be served in the school that the pupil attends, or in any school
building under the jurisdiction of the local or regional board of education, as determined by
such board.
I.d CT General Statutes: Sec. 10-233a. Definitions. (f) "Emergency" means a situation under
which the continued presence of the pupil in school poses such a danger to persons or
property or such a disruption of the educational process that a hearing may be delayed until a
time as soon after the exclusion of such pupil as possible.
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Appendix II

Further Information on Emergency Suspensions:
The administrator shall schedule the hearing at the earliest practicable and convenient time for
the student and parents but not later than three school days after the emergency exclusion.
The principal may extend the suspension up to the maximum of 10 school days (including the
days of emergency suspension) provided an informal hearing has been held and the principal
determines that the student committed a suspendable offense.
At this informal hearing, the principal shall inform the student of the reasons for the proposed
suspensions and shall determine whether the student understands those reasons. The student shall
be given an explanation of the evidence against them and an opportunity to explain the situation
or their side of the story. The principal or designee shall perform such fact-finding investigation
as is deemed necessary to ascertain the accuracy of the charges and of the rebuttal by the student.
The principal shall carefully weigh the evidence and explanation, seek additional evidence and
conduct a more formal hearing if the circumstances surrounding the incident justify further
inquiry for full and true disclosure of the facts. The formality of the hearing may vary with the
seriousness of the situation and with the possible length of suspension being contemplated by the
principal.
No student shall be suspended more than 10 times or a total of 50 days in one year, whichever
occurs first, unless the student is granted a formal hearing as described in the Expulsion section
of the manual.
The principal who suspends a student shall, within 24 hours of the decision to suspend, send
notification in writing to the student's parents, informing them of the reason(s) for the
disciplinary action, the penalty, the date of readmission, and if necessary a request for a parental
conference on the readmission date or sooner. Such notification shall be given first by telephone
and then sent to the parents by first class mail. The notification may include a statement that if
the parents attend a conference with the principal and if the principal is satisfied that the student's
misconduct will not be repeated, and then the principal may readmit the student before the
expiration of the suspension period. The principal who suspends a student shall, within 24 hours
of the suspension, report the suspension in PowerSchool.
When using the disciplinary response, it is important to remember that suspension is a serious
intervention in managing student behavior and is considered reasonable for grades 4-12 when all
other interventions have been utilized and documented (using the approved forms of the district).
In the case of students in grade 3 and below where suspension is imminent because of safety
concerns of the student, peers, and/or staff members, it is recommended that the administration
and all other pertinent parties (for example Behavioral Technician, special education teacher,
classroom teacher, School Social Worker, etc.) develop a plan for the student that encourages
proactive supports and interventions for the student including, but not limited to a Functional
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Behavior Assessment, Behavior Intervention Plan (FBA/BIP), or a crisis plan for the student to
promote safe and appropriate behavior.
A letter to the superintendent or designee (cover sheet), suspension letter & SAT/SST invitation,
initial meeting with student minutes, SAT/SST minutes, request for special services form,
Unusual Incident Report(s), documentation of past behavioral performance (through narrative,
Office Discipline Referral (ODR) or other disciplinary forms), academic documentation, most
recent report card, attendance, transcripts, test scores, as well as the police report (if applicable),
student assistance center referral (if applicable), DCF referral (if applicable), Family With
Service Needs referral (if applicable), PPT minutes (if applicable). (Please note that all of the
items above have been distributed to your school and are computerized for convenience.
Additional copies are available upon request).
Principals are encouraged to work closely with those individuals (teachers, School Safety
Officers, Behavioral Technicians, etc.) most intimate with the incident in question to prepare the
materials required for the Request for Administrative Action to ensure the strongest possible
case.
No student will be considered for Administrative Action without a completed packet. Incomplete
packets will be returned to the initiating school for completion prior to any Administrative
Action being taken. In addition, since alternative education is now considered an option for
students being recommended, the same documentation is required for all students being referred
to the Hartford Public School System's Alternative Education programs. This information must
be submitted to the superintendent or designee before any student will be considered for transfer
to the Alternative Education programs.
If the superintendent or designee concurs with the recommendation for expulsion, the student
and parent shall be sent a written notice. The notice shall include: (1) a statement of the time,
place and purpose of the hearing; (2) a statement of legal authority and jurisdiction under which
the hearing is to be held; (3) a reference to the particular sections of the Connecticut General
Statutes and regulations as well as the Hartford Public School System's behavior interventions
and supports; (4) a statement of the reasons for the recommended expulsion; (5) a statement of
the student's rights at the hearing; and (6) if applicable, a statement that the student is not entitled
to alternative education services during any period of expulsion.
The Hartford Public School System may expel any student whose conduct is classified as a
behavioral offense warranting expulsion under this Code or whose conduct on school grounds or
at a school sponsored activity is seriously disruptive of the educational process or endangers
persons or property, and shall expel any student whose conduct violates any Level III
Disciplinary Offense. No student shall be expelled without a formal hearing before the Board of
Education or its Hearing Officer. While the expulsion hearing and decision are pending, the
student shall be entitled to attend their regularly assigned school program unless they have been
suspended under the usual procedures or the principal, in consultation with the superintendent or
designee; concludes that an emergency suspension is warranted with regards to the student's
continued attendance to school.
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The Board of Education or its Hearing Officer shall conduct hearings as soon as possible, or
within 10 school days after a written administrative recommendation for expulsion.
Such a hearing shall be scheduled at a convenient time and place so as to encourage one or both
parents to attend and participate. The hearing may be held without parental attendance or
participation if the parents are unable or unwilling, or refuse to participate. In these instances, the
Board of Education or its Hearing Officer may appoint a temporary guardian.
A student shall have the following rights at an expulsion hearing: (1) to be accompanied and
advised by counsel or other individuals of the student's own choosing; (2) to present witnesses,
evidence and argument on the student's behalf; (3) to confront witnesses and school personnel;
(4) to make a written stenographic record or electronic tape recording of such hearing at the
student's own expenses; (5) to attend, be present, testify or remain silent; (6) to have a hearing
open to the public, unless the student wishes it to be private.
Any oral or documentary evidence may be received at the hearing, but the Board of Education or
its Hearing Officer shall give effect to the rules of privilege. Documentary evidence may be
received in the form of copies or excerpts if the original is not readily available. Upon request,
parties shall be given an opportunity to compare the copy to the original.
The student and parent shall have access to any administrative report, recommendation, record,
staff memoranda, or other materials unless privileged under state law, and shall be afforded an
opportunity to contest such material.
The parties may call witnesses, examine and cross-examine witnesses, and introduce
documentary materials. If the Board of Education or its Hearing Officer have reasonable cause to
believe that disclosure of the name of any student, staff or other witness adverse to the student
will result in retaliation or fear of personal safety, then the Board of Education or its Hearing
Officer shall have discretion to consider a summary report of such testimony without disclosure
of the name.
The Board of Education or its Hearing Officer shall proceed with reasonable dispatch to
conclude any expulsion pending before it and shall render a final decision within 5 days
following the close of the case. The decision to expel shall be made by a majority vote of those
members of the Board of Education who are present and who hear the case or read the complete
record of evidence, arguments and briefs or by a Hearing Officer as provided by C.G.S. 10-233d
who is present and who hears the case or reads the complete record of evidence, arguments and
briefs. Board of Education members or the Hearing Officer shall be impartial and render a final
decision in writing, based exclusively on the evidence and material introduced. The decision
shall state full findings of fact, reasons for, and the duration of the expulsion. In determining the
length of an expulsion and whether the student will receive any alternative education program,
the Board of Education or its Hearing Officer may receive and consider evidence of past
disciplinary problems which have led to removal from a classroom, suspension or expulsion of
such student.
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The student and parent shall be notified immediately, either personally, by phone or by mail, and
a copy of the decision shall be delivered or mailed to the student and parent, their attorney of
record, and the school principal/Board of Education within five days of taking such action. Any
student who is expelled shall be offered an alternative education opportunity during the period of
expulsion to the extent provided by Connecticut General Statutes. Such alternatives may include,
but shall not be limited to, the placement of the student in a regular classroom program of a
school other that the one from which such student has been excluded, a suitable program of work
study, training-supervised apprenticeship, a private school program, or other forms of equivalent
education instruction. The student and parent shall be consulted and involved in the selection
and/or formulation of such alternative program.
Extenuating Circumstances – Suspension and Expulsion
A student may be excluded from school pending the hearing before the school administration
provided that the procedures for a suspension have been followed. However, in accordance with
Connecticut state law, such a suspension may last no more than 10 school days.
This Behavioral Systems and Supports Guide establishes that the Board of Education or its
Hearing Officer will conduct an expulsion hearing within 10 days after receiving the expulsion
recommendation. If this schedule is followed, there should rarely be a case where a student who
has been suspended pending an expulsion hearing may return to the school before the expulsion
hearing is held. Requests for interim alternative placement will be reviewed by the
superintendent or designee and discussed with the requesting administrator. Granted requests
will be forwarded to a case manager who will contact with the parent to schedule an intake
meeting and contact the school to obtain all necessary records and information. In cases where
the request is not granted, the school administrator will be notified and should allow that student
back into school at the conclusion of the 10 day suspension. Other reasonable arrangements can
be made for the student in the school (i.e. transfer to another class or cluster, placement in the inschool suspension room, etc.).
A more difficult situation would arise if the student has already been suspended 10 times or 50
days, whichever comes first, in the school year at the time the principal recommended the
student for expulsion. Under Connecticut Statutes, such a student may not be suspended again
until the expulsion hearing has been held. There are three suggestions for dealing with this
situation. First, if careful records of student suspensions are kept, the principal should be able to
avoid ever making an expulsion recommendation for a student who has already been suspended
10 times or 50 days in the school year. Second, if a principal does make a recommendation for
expulsion of a student who has already been suspended up to the statutory limits, the Board of
Education or its Hearing Officer may be requested to expedite the schedule of the expulsion
hearing. However, care must be exercised so that the student and his parents receive adequate
notice of the expulsion hearing. Third, if the student’s alleged offense has created an emergency
so that the continued presence of the student poses a danger to persons or property or a
disruption of the education process, then under such circumstances the student may be excluded
pending the expulsion hearing, even though the usual term for suspension has been exceeded.
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This course of action should be utilized only where an emergency exists and requires
consultation with the superintendent or designee for a temporary placement of that student
pending the actual expulsion hearing.
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Appendix III

Dress Code/Uniform Policy - Prohibited accessories and items of clothing
Clothing and Items Prohibited for All Grades, PK-12.
In order to maintain an environment that is safe and conducive to the educational process, the
Board of Education prohibits the wear of following for all grades in the Hartford Public School
System during regular school hours:
a. Attire or accessories that contain messages or images that would tend to be offensive or
disruptive to the educational process, including racist messages or images; sexist
messages, or images; messages or images promoting the use of drugs, alcohol, or
tobacco; profane or pornographic messages or images; messages that incite violence or
constitute “fighting words”; or attire or accessories that promote or signify gang
affiliation.
b. See-through clothing, clothing revealing bare midriffs, tank tops, halter tops, tube tops,
undershirts or underpants worn as outer garments, clothing with plunging necklines (front
or back), sleeveless shirts, exposed clothing made of spandex material, or clothing worn
in such a manner as to expose undergarments.
c. Bare feet, bedroom slippers, shower style flip-flops, roller blades, roller-skates, or
footwear that mars floors, causes excessive noise, or creates a safety hazard.
d. Head coverings of any kind, including but not limited to hats, caps, scarves, bandanas,
curlers, masks, visors, kerchiefs, athletic sweatbands, earmuffs, or hoods. Head coverings
shall not be worn, carried, hung on belts or around the neck or kept in the classroom
during regular school hours. However, approved coverings worn as part of a student’s
religious beliefs shall not be prohibited under this policy.
e. Spiked or studded bracelets, oversized or multi-finger rings, belts or chains or any other
articles of attire with spikes or studs attached, “Name” or other oversized metal belt
buckles, or any other items of clothing or jewelry that may present a safety hazard to the
student, other students or staff.
f. Coats, jackets, windbreakers, nylon pullovers, down vests, or other attire normally worn
as outerwear. Such outerwear shall not be worn, carried or kept in the classroom during
regular school hours. Outerwear must be secured in the student’s locker before school
starts.
g. Sunglasses, headphones, or other electronic devices not prescribed for educational
purposes, or goggles, whether worn or carried.
h. Skirts, shorts, skorts, dresses, or jumpers that are shorter than four (4) inches above the
knee.
Mandatory School Uniform for Elementary School Students
The Uniform Policy is mandatory for all students in Hartford elementary schools:
For further reference please see Hartford BOE Policy 5140.

59

Appendix IV

Mandated Reporting
•

When making a report, a mandated reporter is required to provide the following
information, if known:
o The names and addresses of the child and his parents or other person responsible
for his care;
o The age of the child;
o The gender of the child;
o The nature and extent of the child's injury or injuries, maltreatment or neglect;
o The approximate date and time the injury or injuries, maltreatment or neglect
occurred;
o Information concerning any previous injury or injuries to, or maltreatment or
neglect of, the child or his siblings;
o The circumstances in which the injury or injuries, maltreatment or neglect came
to be known to the reporter;
o The name of the person or persons suspected to be responsible for causing such
injury or injuries, maltreatment or neglect;
o The reasons such person or persons are suspected of causing such injury or
injuries, maltreatment or neglect;
o Any information concerning any prior cases in which such person or persons have
been suspected of causing an injury, maltreatment or neglect of a child;
o Whatever action, if any, was taken to treat, provide shelter or otherwise assist the
child (PA 11-93 §15).

How to Report
Mandated reporters must report orally to the Department of Children and Families' (DCF)
Hotline or a law enforcement agency within 12 hours of suspecting that a child has been abused
or neglected and must submit a written report (DCF-136 form) to DCF within 48 hours of
making the oral report.
When the Mandated reporter is a member of the staff of a public or private institution or facility
that provides care for children or a member of a public or private school, they must also provide
written notification to the head of the facility or institution where the alleged victim is enrolled or
registered. DCF is required to tape record all reports to the Careline.
Special reporting requirements may apply for staff members of a public or private institution or
facility that cares for such child, or a public or private school.
Police must report to DCF immediately upon receipt of any oral report of abuse or neglect.
Upon receipt of any oral report alleging sexual abuse or serious physical abuse or serious
neglect, DCF must report to the appropriate state or local law enforcement agency within 12
hours.
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For further reference please see www.ct.gov and Hartford Public Schools Board of Education
Policy 4218.21.

61

Appendix V

Restraint and Seclusion
Introduction:
The following sets forth procedures for compliance with Public Act 15-141 (effective July 1,
2015) concerning physical restraint and seclusion in public schools.
The District’s Administrative procedures provides school administration and staff with informed
guidance on the definition, notification, intervention, monitoring, training,
documentation/reporting on physical restraint and seclusion of students at risk in Hartford Public
Schools.
I.

Definitions:
•

Physical Restraint: Any mechanical or personal restriction that immobilizes or reduces
the free movement of a person’s arms, legs or head. The term does not include: (A)
Briefly holding a person in order to calm or comfort the person; (B) Restraint involving
the minimum contact necessary to safely escort a person from one area to another; (C)
Medical devices, including, but not limited to, supports prescribed by a health care
provider to achieve proper body position or balance; (D) Helmets or other protective gear
used to protect a person from injuries due to a fall; or (E) Helmets, mitts and similar
devices used to prevent self-injury when the device is part of an Individualized Education
Program (IEP).

•

Public Act 07-147 does not allow any use of life threatening physical restraint. This
refers to any physical restraint or hold of a person that restricts the flow of air into a
person’s lungs, whether by chest compression or any other means.

When is Physical Restraint Needed?
The need for physical restraint is determined by a student’s current emotional/behavioral
condition. Physical restraint is never used to punish or reprimand students. Physical restraint may
be necessary to maintain the safety of student(s). Such examples may include:
•
•
•
•

Preventing injury to self or others
Obtaining possession of a weapon
Restraining a student or removing a student to another area in order to maintain order and
prevent disruption to the educational process
The decision to call the Hartford Police is determined by the administrator or the
administrator designee in each school
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What is Physical Restraint?
Physical Restraint: Any mechanical or personal restriction that immobilizes or reduces the free
movement of a student, including a student’s arms, legs or head.
The term does not include:
1. Briefly holding a student in order to calm or comfort the student;
2. Restraint involving the minimum contact necessary to safely escort a student from one area to
another;
3. Medical devices, including, but not limited to, supports prescribed by a health care provider to
achieve proper body position or balance;
4. Helmets or other protective gear used to protect a student from injuries due to a fall;
5. Helmets, mitts and similar devices used to prevent self -injury when the device is (i) part of a
documented treatment plan or an individualized education program (IEP); or (ii) prescribed or
recommended by a medical professional, as defined in section 38a-976 of the Connecticut
General Statutes, and is the least restrictive means available to prevent such self-injury.
What is Seclusion?
Seclusion: The confinement of a student in a room, whether alone or with staff supervision, in a
manner that prevents the student from leaving that room. The term does not include any
confinement of a student in which the student is physically able to leave the area of confinement,
including but not limited to in-school suspension, time out or disciplinary detention.
II. Procedures for Physical Restraint of Persons at Risk:
a. No provider or assistant shall under any circumstances use a life threatening physical
restraint on a student at risk.
b. No provider or assistant shall use involuntary physical restraint on a student at risk
EXCEPT as an emergency intervention to prevent immediate or imminent injury to the
student at risk or to others.
c. Physical restraint of a student at risk shall never be used as a disciplinary measure or as a
convenience.
d.

Providers and assistants must explore all less restrictive alternatives prior to using
physical restraint for a student at risk.
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e. Providers and assistants must comply with all regulations promulgated by the
Connecticut State Board of Education in their use of physical restraint with a student at
risk.
III. Physical Restraint and Seclusion Procedures:
In all situations, even those in which a student becomes physically violent, the Hartford Public
Schools will act to protect the welfare, safety and security of all students, staff and other
individuals. Whenever possible, attempts will be made to use early intervention strategies to
prevent or defuse potentially assaultive or dangerous behaviors. No school employee shall use
physical restraint or seclusion unless the school employee has received training in accordance
with state law and/or the District’s training plans as described in this policy, upon
implementation thereof.
Involuntary physical restraint and seclusion are to be used solely as emergency interventions to
prevent immediate or imminent injury to the student or to others. School employees should use
physical restraint and seclusion only as a last resort after all other less restrictive verbal and
nonverbal strategies have been used or attempted. The sole purpose for using physical restraint
and seclusion is to keep the acting out student and others safe. When the need arises for physical
restraint, the least restrictive physical restraint technique requiring the least amount of force for
the least amount of time will be used. Physical restraint and seclusion will not be used as
disciplinary measures or as a convenience.
IV. Length of Physical Restraint or Seclusion:
Physical restraint and seclusion will be promptly terminated when the student has regained
physical and/or emotional control. Except as provided below, any period of physical restraint or
seclusion shall not exceed fifteen (15) minutes.
If any instance of physical restraint or seclusion of a student used as an emergency intervention
exceeds fifteen (15) minutes, one of the following individuals, who have received training in the
use of physical restraint or seclusion, will determine whether continued physical restraint or
seclusion is necessary to prevent immediate or imminent injury to the student or to others:
1. an administrator, or such administrator’s designee;
2. a school health or mental health personnel;
3. a board certified behavior analyst.
The individual identified under in paragraphs 1-3 above shall make a new determination every
thirty (30) minutes thereafter regarding whether such physical restraint or seclusion is necessary
to prevent immediate or imminent injury to the student or to others.
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V. Monitoring of Physical Restraint and Seclusion:
a. Any student who is physically restrained will be continually monitored by a
trained school employee for indications of physical and/or mental distress.
b. Any student involuntarily placed in seclusion will be continually monitored by a
trained school employee for indications of physical and/or mental distress.
c. A school employee monitoring a student must regularly evaluate the student being
physically restraint or secluded for signs of physical distress. The school
employee must record each evaluation in the educational record of the student
being physically restrained or secluded.
(For further reference please see Hartford BOE Policy 5173 and CT PA 15-141)
VI. Documentation and Reporting:
a. The recording and reporting of instances of physical restraint or seclusion and the
compilation of this information shall be in accordance with section 46-153 and Public
Act 12-173 of the Connecticut General Statutes. The recording of such instances shall be
done on a standardized incident report. Such reports shall be completed no later than the
school day following the incident. (See Appendix C and D.)
b. Following a critical incident involving the physical restraint and/or the seclusion of a
student the staff member must report the incident to his/her school administrator. The
parents will be notified and informed regarding the incident and the student’s present
status within twenty-four hours. A written incident report should be sent to the parent
within two school days.
c. Immediately following a critical incident involving the physical restraint of a student, the
school nurse will examine the student to assess the student’s physical condition. If
appropriate or if part of the student’s IEP/BIP, the student may be referred o the school
psychologist or school social worker to assess his/her emotional status and condition.
d. Any emergency or critical incident that warrants the physical restraint and/or seclusion of
a student shall be recorded in an incident/intervention log. This log will be maintained in
the Principal’s office.
e. The student report for physical restraint and/or seclusion will document the following:
• Detailed description of the incident indicating the nature/risk of the immediate or
imminent danger to the student or others that required physical restraint or seclusion.
• Description of the steps taken (including verbal de-escalation) to prevent the incident
and use of restraint or seclusion.
• The duration of the restraint or seclusion.
• The effect of the restraint or seclusion on the student’s Behavior Intervention Plan
(BIP).
VII. Connecticut State Department of Education (CSDE) Data Collection/Report:
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The Connecticut General Statutes C.G.S. 46a-153 and Public Act 12-173 requires Districts to
maintain a record of each instance of the emergency use of physical restraint or seclusion. This
data collection and report is then submitted to the State Department of Education via SEDAC. In
addition to this data collection the District is required:
•

To provide an attestation that parents have been provided with a copy of the Required
Parental Notification of the laws and regulations relating to physical restraint or seclusion
within the public schools. This attestation is signed by the Director of Pupil Services.

•

The District will establish a central file for restraint and seclusion. The central file will
include the following:
1.
2.
3.
4.
5.

Districts procedures/process for restraint and seclusion
Copy of the parent notification
Copies of incident reports for restraint and seclusion
Compilation report
Director’s attestation for parent notification

•

The incident report will be filed in a central file with a copy placed in each student’s file.

•

Enter the data on the restraint and seclusion data collection form, Appendix E, indicating:
1.
2.
3.
4.

Total number of emergency restraints
Total number of emergency seclusions
Total number of parent notification for restrains and/or seclusions
Contact each private school by phone/letter to request data on restraint and seclusion.
The SPDEP’s include Charter and Magnet schools and all approved out-of-district
schools both in and out-of-state.

•

The Special Education Office will review the District’s Restraint and Seclusion
procedures and data collection process annually with the IEP Moniotrs and enter the
District’s data in SEDAC in accordance with SPP#20. (The District’s sign-off code is
ERC-155.)

•

The Special Education office will submit a report on Restraint/Seclusion to the State
Department of Education (SDE) within two school days if the incident resulted in a
serious or non-serious injury.

Appendix VI

Student Concern Form
Grade: ___________

Teacher’s Name: ___________________
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I am worried about someone named: __________________________
I am worried because ____________________________________
__________________________________________________________
__________________________________________________________
___________________________________________
Who is being mean?______________________________________
__________________________________________________________
________________________________________________
Who else saw it happen?___________________________________
_____________________________________________________
_____________________________________________________
Where did you see this happen?_____________________________
_____________________________________________________
You may write your name below or leave it blank.
____________________________________

Thank you for caring about each other!
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APPENDIX 4:
HARTFORD PUBLIC SCHOOLS STUDENT ATTENDANCE POLICY AND PROCEDURES MANUAL
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Attendance Plan
It is the goal of the Hartford Public Schools to provide a comprehensive and challenging educational
program that meets the specific needs of its student population. Daily school attendance is the foundation
upon which learning takes place. A uniform district attendance plan will help to ensure that our
attendance goals are met.
A successful attendance program is predicated upon the development and implementation of a plan that
clearly defines a course of action, specific goals and procedures and adequate staffing to accomplish the
task. It is universally recognized that daily school attendance is the foundation upon which
successful educational and social development is based. In recent years, it has become evident that
school attendance is also a significant indicator of the status of student safety, welfare, and health. The
school’s responsibility of effectively recording, monitoring, and tracking student attendance has therefore
become all the more significant. This manual was developed to ensure that a uniform and efficient
attendance program exists in the Hartford Public Schools.
Connecticut State Law says:
“Each parent or guardian of a child over 5 years of age shall ensure such child
attends a public school regularly during the hours and terms of that school.”

Goals and Objectives
1. To reduce chronic absence, defined as a student missing 10% or more of the days of enrollment at
their respective school.
2. To promote good school attendance by providing the necessary supports to students who are
absent and to ensure a successful school experience.
3. To promote a wholesome relationship between the home, school, and community in achieving the
optimum welfare of each child.
4. To coordinate the services of the Hartford Public Schools and the resources of the community to
meet the needs of students who have a history of chronic absence and/or who begin to show a
pattern of chronic absences.
5. To provide a medium for an appropriate documentation, study, and evaluation of the factors
contributing to the absence of each identified and referred pupil, and develop an effective plan for
his/her adjustment and return to school.
6. To work closely with the schools to develop and redesign attendance programs that are
“preventive” in scope and to share best practices.
7. To plan with federal, state, city, and community agencies to improve attendance.
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Important Attendance-Related Contact Information
CENTRAL OFFICE ATTENDANCE POINT PERSONS
Name

Location

Telephone

E-mail Address

Director of School Climate and Culture
Mario J. Florez

Central Office

(860) 695-8759 (o)
(860) 519-2555 (c)

florm002@hartfordschools.org

OTHER IMPORTANT CONTACT INFORMATION:
For information about:

Contact

Phone Number

E-mail

Internal
District Chronic Absence
Case Managers
Expulsions, New Visions
Program and Adult Education

Eileen Medina
Grisel Rivera

(860) 695-8787
(860) 6958786

eileen.medina@hartfordschools.org
riveg004@hartfordschools.org

Tina Jeter

(860) 695-8960

tjeter@hartfordschools.org

Family Services
Homebound Instruction –
Special Education
Homebound Instruction –
Reg. Ed. & 504

Marta Bentham

(860) 695-5855

mbentham@hartfordschools.org

Sharon Jackson

(860) 695-8641

sjackson@hartfordschools.org

Judith Farber

(860) 695-8780

jfarber@hartfordschools.org

Section 504

Wendell Weisinger

(860) 695-8797

Weisw001@hartfordschools.org

Homeless Services

Shelimar Ramirez

(860) 695-8554

RAMIS003@hartfordschools.org

External
Superior Court/Juvenile
Matters

Anthony Liquore

(860) 244-7912

Anthony.liquore@jud.ct.gov

To report absences and to seek assistance with student attendance, families should always contact
their child’s school first. Depending on the nature of the request, the family’s inquiry can be
handled by office personnel, support persons (i.e. Family Service Provider, School Counselor, Social
Worker, Nurse), or administrative personnel (Dean, Assistant Principal, Principal).
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Attendance Policies & Procedures
Hartford Board of Education
Policy and Regulations on Student Ages of Attendance (#5113)
Ages of Attendance
The Hartford Public Schools shall be open to all children five years of age and older and under twentyone years of age who have not graduated from a high school or vocational school, except as provided in
Connecticut General Statutes 10-233c and 10-233d.
Required Ages of Attendance
Parents and those who have care of children between the ages of five and over and under eighteen
inclusive, are obligated by Connecticut law to cause any such child to attend public schools , regularly
during the hours and terms the public school in the district in which such child resides is in session unless
such child is a high school graduate or the parent or person le having control of such child is able to show
that the child is elsewhere receiving equivalent instruction in the studies taught in the public schools or
the child is excluded pursuant to the Connecticut Statutes, sections 10-233c or 10-233d.
The parent or person having control of a child seventeen years of age may consent to such child’s
withdrawal from school. The parent or person shall exercise this option by personally appearing at the
school district office to sign a withdrawal form. Such withdrawal form shall include an attestation from a
guidance counselor or school administrator of the school that this district has provided the parent or
person with information on the educational opportunities options available in the school system and in the
community.
The parent or person having control of a child five years of age shall have the option of not sending the
child to school until the child is six years of age. The parent or person having control of a child six years
of age shall have the option of not sending the child to school until the child is seven years of age. The
parent or person shall exercise such option by personally appearing at the school district office and
signing an option form. The district shall provide the parent or person with information on the educational
opportunities available in the school system.

Policy and Regulations on Student Attendance (#5114)
Regular and punctual student attendance in school is essential to the educational process. Classroom
learning experiences are the basis for public school education. Time lost from class is lost instructional
opportunity.1
The Connecticut State Board of Education policy states that “A student is considered to be ‘in attendance’
if present at his/her assigned school, or an activity sponsored by the school (e.g., field trip), for at least
half of the regular school day. A student who is serving an in-school suspension or an out-of-school
suspension or expulsion should always be considered absent.” A student not meeting the definition of ‘in
attendance’ is considered absent.
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Truancy
Administrative regulations describe a truant “as any student five to eighteen years of age, inclusive, who
has four unexcused absences from school in any one month or ten unexcused absences from school in
a school year. A student five or six years of age shall not be considered truant if his/her parent or person
having control over such student has appeared personally at the school district office and exercised the
option of not sending the child to school at five or six years of age.” However, once a student has been
registered in school, it is the responsibility of the parent or guardian to ensure that said student attends
school regularly.
When a child is in danger of becoming truant, or has become truant, all efforts will be extended by school
staff to contact the parent/guardian and advise of the situation. The school will work closely with both
student and parent or guardian to improve the student’s attendance, providing every means possible to
return the student to school on a regular basis.
However, after exceeding twenty (20) unexcused absences, the school is required to file a Family with
Service Needs (FSWN) form to refer a child to the Superior Court for Juvenile Matters for a hearing to
determine whether the child is truant as defined in the Connecticut Department of Children and Families
Policy Manual, Courts: 46-6-32, and whether reasonable steps have been taken to ensure the student’s
school attendance. Before a referral can be made to the Superior Court, however, an SST/PPT meeting
must take place. If the school has attempted to convene an SST/PPT meeting, but the parent or guardian
of the truant student does not cooperate, the referral can be submitted documenting this information.
The Connecticut General Statutes defines the following:
•

•

A truant is defined as a student age five to eighteen, inclusive, who has four (4) unexcused
absences from school in one month or ten (10) unexcused absences in a school year. C.G.S. 10198a(a) (2012 Supplement);
A habitual “truant” is defined as a student age five to eighteen, inclusive, enrolled in a public or
private school and has twenty unexcused absences within a school year. C.G.S. 10-200 (2011)
requires the school superintendent to file a Family with Service Needs (FSWN) complaint within
15 days after a parent fails to attend a required meeting with school officials or otherwise fails to
cooperate in addressing his or her child's school absences. C.G.S. Sec. 10-198a(c).

Regular and punctual student attendance in
school is essential to the educational process.

Excused Absences
A student’s absence from school shall be considered excused if written documentation** of the reason for
the absence has been submitted within ten school days of the student’s return to school or in
accordance with Section 10-210 of the Connecticut General Statutes and meets the following criteria:
A. For absences one through nine, a student’s absences from school are considered excused when the student’s
parent/guardian approves such absence and submits appropriate documentation
B. For the tenth absence and all absences thereafter, a student’s absences from school are considered excused for
the following reasons:
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1. student illness (Note: all student illness absences must be verified by an appropriately licensed medical
professional to be deemed excused, regardless of the length of absence);
2. student’s observance of a religious holiday;
3. death in the student’s family or other emergency beyond the control of the student’s family;
4. mandated court appearances (additional documentation required);
5. the lack of transportation that is normally provided by a district other than the one the student attends (no
parental documentation is required for this reason); or
6. Extraordinary educational opportunities pre-approved by district administrators and in accordance with
Connecticut State Department of Education guidance.

**Such documentation should include a signed note from the student’s parent/guardian, a signed note
from a school official that spoke in person with the parent/guardian regarding the absence, or a note
confirming the absence by the school nurse or by a licensed medical professional, as appropriate.
Documentation should explain the nature of and the reason for the absence as well as the length of the
absence. Separate documentation must be submitted for each incidence of absenteeism. For example, if a
student is out sick two consecutive days, that student must submit the appropriate documentation covering
both sick days. If a student is out sick two nonconsecutive days, that student must submit the appropriate
documentation following each absence. Schools should take steps to allow non-English speaking
parents/guardians to submit documentation in their native language.
Unexcused Absences
A student’s absence from school shall be considered unexcused unless they meet one of the following
criteria:
A. The absence meets the definition for an excused absence (including documentation requirements); or
B. The absence meets the definition of a disciplinary absence (absences that are the results of school or district
disciplinary action ie. out of school suspensions).

Procedures for Documenting and Reporting Attendance
Students are required to be in attendance on each day that school is in session. When a child is absent
from school:
•

•

•

•
•

The classroom teacher must mark him/her absent in the official attendance record PowerSchool – by using PowerTeacher online to enter his/her attendance within one hour after
the start of the school day and within 20 minutes of the class period (for subject class attendance).
Attendance information will be immediately updated in PowerSchool in real time.
The principal’s designee will use School Messenger, the automated phone messaging system, to
send an automated message each day the student is absent. In addition to the School Messenger
automated call, a personal phone call will be made to the parent of each absent student as early as
possible to see if the student can still come to school that morning or to ascertain the reason for the
absence. These daily personal calls should be logged as to the time of the call, who the school
employee spoke with, and the outcome of the call.
If the absence is deemed excused, the absence should be changed from an unverified absence to an
excused absence in PowerSchool by the school secretary or other designee. Once this is
completed, the written documentation should be filed in the student’s record file.
Any updates to a student’s attendance record must be recorded in PowerSchool within two days
of receiving updated information for an absence by the school secretary or designee.
In the event that PowerTeacher becomes unavailable, procedures must be put in place to ensure
that attendance data is recorded in PowerSchool as soon as PowerSchool is back online.
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Tardiness Policy
All students are expected to report to school on time as specified by the respective school schedule.
Students are expected to be in school with adequate time to be seated in class or designated area prior to
the commencement of the school’s scheduled start time. Failure to do so constitutes tardiness. The
following, with appropriate documentation, are acceptable reasons for tardiness to school:
§

Court appearance

§

Funeral

§

Family emergency

Unexcused tardiness is defined as failing to be in an assigned seat or area at the designated time that
school or class periods commence without a valid excuse. Consequences of unexcused tardiness may
include detention and/or other disciplinary measures as determined by the school’s administration
and in compliance with state statutes and district policies that govern student discipline.
Schools should have a system of signing in tardy students at the beginning of the school day, and notify
the parent if the student arrived without the parent. Students and parents should be made aware and
reminded regularly of the procedure. Tardiness between class periods at the high school levels will be
recorded and handled by the teachers in accordance with school disciplinary policy.
Schools must implement a tardiness plan as part of their attendance plan. Students are considered absent
if not in attendance for at least ½ of the school day.
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Mandatory Attendance Intervention Timeline
for Unexcused Absences
Absence 1

Personal telephone calls to the parent (at work or at home depending on where the
parent may be at the time of the call) by the classroom teacher

Absence 2

Personal telephone calls to the parent (at work or at home depending on where the
parent may be at the time of the call) by Attendance Point Person based on attendance
referral generated by the classroom teacher.
An Attendance Referral Form (see Appendix for form) must be generated by the
teacher, for all students who have been absent for two days in one month. The case
manager or attendance point person will conduct an investigation following appropriate
protocol.

Absence 3

If previous attempts at contact with parent/guardian have not been successful, a letter or
postcard is mailed to the home by the school Attendance Point Person. (See Appendix
for sample letter to parents)

Absence 4

Continued attempts to make contact with the parent via telephone numbers, letter,
siblings, friends and/or other outreach including a home visit.
An Attendance Referral Form (see Appendix for form) must be generated by the
teacher, Case Manager, or Prevention Team member, for all students who have been
absent for four days in one month. The case manager or attendance point person will
conduct an investigation following appropriate protocol.
Consideration of a Family With Service Needs (FWSN) filing takes effect after 4 days of
unverified absences. All protocol must be followed.

Absences 5 10

Attempts to locate student and contact the family should be continued and properly
documented. If all resources have been exhausted and student’s whereabouts cannot be
determined by school staff, a copy of the Attendance Referral documenting all
attempted outreach should be sent to Central Office (Attention: Residency Investigator)
for further investigation by the Verification Officer. If contact with the family has been
made and no attendance progress has been made, school staff should contact the District
Chronic Absence Case Manager that is designated for their school.

Absences 11 19

An SST meeting request form must be submitted to the Principal or designee to
schedule a SAT, SST or PPT meeting with the student’s family no later than seven
days after the student’s reported truancy (4 unexcused absences in one month or 10
unexcused absences in one year), although this process should be considered prior to
absences 11-19.

Absences 20

The student is determined to be a “Habitual Truant.” After holding an SST or PPT
meeting, reaching out to community agencies as appropriate, and continuing efforts to
assist the student in returning to school, a Family With Service Needs (FWSN)
complaint form MUST be filed with Juvenile Matters. See Appendix for a guide to
filing a court referral, a referral checklist, and forms.

No-Show Procedure
Definition: A no-show is an enrolled student who does not attend school at the beginning of the new school
term. No-show students must be marked absent until they are inactivated with the appropriate leave code or
placed Under Investigation (UI) in PowerSchool.
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Students who are no-show for the first five days of school should be inactivated in PowerSchool with exit code
UI (Under Investigation). The exit date for these students should be the day before the first day of school.
The purpose of this code is to identify and tag the student until a thorough investigation is completed. This
investigation must be completed before September 30th of the school year. The results of the investigation will
be reported to the pertinent school personnel responsible for updating student records in PowerSchool
(secretaries/data entry persons), and updated within two days of receiving the information, but no later than
September 30th. All UI records must be updated to the appropriate leave codes by September 30th if the student
has not returned to school.
Teachers must submit a list to the Principal of all students who have not shown up for school on a weekly
basis until September 30th. Teachers must also complete a No-Show/Attendance Referral Form (see Appendix
H) for each of these no-show students and submit to the Attendance Point Person, for further investigation of
the student’s whereabouts. The investigation of each no-show student must include evidence and
documentation of phone calls, letters sent home, and home visits, which should include interviews with
neighbors if necessary. All of these attempts must be documented on the No-Show/Attendance Referral Form.
If all resources have been exhausted and student’s whereabouts cannot be determined by school staff by
September 30th, the student will be considered a dropout and inactivated as whereabouts unknown.
No-Show Students under Age 18
A student who is under age 18 must be kept on the school roster and a Family with Service Needs (FWSN)
referral should be submitted to the FWSN Coordinator in Central Office to be reviewed and forwarded to
Juvenile Court if the school knows the whereabouts of the student. This meets the “New Mandatory School
Age Law”: “For the school year commencing July 1, 2011, and each school year thereafter, the parent or

person having control of a child seventeen years of age may consent, as provided in this section, to such
child's withdrawal from school.” Such parent or person shall personally appear at the school office and sign
Consent to Withdraw Student Aged Seventeen from School form (see Appendix for form). This procedure
must be followed, otherwise the school system will be held liable.
Students Receiving Special Education Services
We are required to offer services until age 21 to students receiving special education services wishing to
remain in the Hartford Public Schools system. These services include referrals to an appropriate adult or
alternative education setting.

Frequently Asked Questions
How does attendance affect promotion and graduation of students?
Absences cannot be the sole criterion of a decision to retain or deny academic credit to a student. Please
refer to the Board of Education Promotion, Retention, Intervention Policy #5121 and Graduation
Requirements Policy # 6140 for further guidance promotion and granting of academic credits.
What is a Family with Service Needs (FWSN) Referral?
A “Family with Service Needs” refers to a family which includes a child under the age of 18 who meets
one of the following conditions:
•

Runs away from home without good cause

•

Is beyond the control of his/her parents or guardians
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•

Has engaged in indecent or immoral conduct

•

Has been truant or habitually truant, or while in school has been continuously and overtly defiant
of school rules and regulations

The Family with Service Needs legislation was based on the principle that the family as well as the child
must be involved in services in order to effectively deal with the child’s problematic behavior. The law
provides for the coordinated utilization of a wide range of public and private social, education, and court
services at local, regional, and statewide levels.
The FWSN process is intended to assist families in resolving issues related to truancy, defiance of school
rules, and out of control behavior. In October 2007, the FWSN law was revised, adopting a philosophy
based on service instead of punishment, with an emphasis on finding the root cause of problem behaviors
and formulating solutions for them accordingly. It is important for parents to cooperate and work with the
Probation Officer and other individuals in order to achieve a successful outcome.
Schools have designated personnel that file the FWSN through the appropriate channels and with the
appropriate materials. See Appendix for FWSN Referral. In addition, school personnel should attach a
chronology of interventions and supports performed by the school, to the FWSN Referral to ensure the
exhaustion of efforts at the school level. Interventions should be implemented with the purpose of
supporting the student and the family prior to the filing of the FWSN Referral.
Under the new FWSN law, once a FWSN complaint is filed, the following can be expected:
•

Parents will meet one or more times with a Juvenile Probation Officer (JPO) to assess the family's
needs. Parents may be asked to sign Releases of Information allowing the Juvenile Probation
Officer to contact their child's school and other agencies that the family is currently working with,
or have worked with in the past. Sometimes, referrals for clinical assessments are also necessary.
This may require other visits by the parent and child to a licensed professional.

•

In some cases, a referral to a Family Support Center will be made. The Center, operated by a
private agency, provides crisis intervention, short term respite, assessment and evaluation. The
FSCs provide evidence-based services to children and their families to address the problematic
behavior. The program is designed to stabilize the family unit, identify specific behavior-based
interventions for the child, and assess and advocate for the child's educational needs. At the
Center, a plan is developed with the family to address the issues of concern. Depending upon the
child's and family's needs, the FSC may provide services at the center or in the family's home.

•

In some cases, services needed by the child may be met by a referral to the Department of
Children and Families (DCF) for Voluntary Services. DCF may also become involved with the
family if the court believes the child requires out of home placement and commits the child to the
custody of DCF.

•

Prior to any court hearing or court order, the child is entitled to have an attorney represent him or
her. If the parent meets established financial eligibility guidelines, the child will be provided with
a state paid attorney by the Office of the Chief Child Protection Attorney. If the parent does not
meet established financial guidelines, they will be required to pay for their child's attorney.

•

In general, there will be no, or minimal cost, to the parent for the services provided to them and
their child. Parents may be responsible for a "co-pay'' based on their insurance coverage. If the
child needs a court ordered inpatient hospitalization or residential placement, the parent may be
responsible for some portion of those costs.
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•

All the practices and procedures of the Juvenile Probation Officer are regulated by law and
Judicial Branch policies. Since they work within the framework of the law, they can only act
within permitted guidelines. These may at times conflict with the parent’s wishes or desires in the
case, but parents should understand that every effort is made to work with the parent and to help
their child and family.

•

The effort to resolve the problems presented always requires the on-going commitment of the
parents or guardian to work with professionals to deliver effective strategies for change. Parents
should be prepared to make this commitment once a referral is made to the court.

Who may file a Family With Service Needs (FWSN) Form?
•
•
•
•

Teacher
School Counselor
Social Worker
Parent/Guardian

•
•
•

Case Manager
Principal (Should sign and date all FWSNs)
Any Hartford Public School Personnel

Please see Appendix K for the referral checklist, guide to filing court referrals, FWSN referral form and
Appendix M for the HPS FWSN Protocol.
Source: Family with Service Needs Parental Notice, JD-JM-120A New 9/07, Spec. P.A. 07-04 Secs. 30, 32

What is a Student Support Team (SST) or Student Assistance Team (SAT) meeting?
The SST/SAT meeting is initiated and conducted for the purpose of discussing concerns regarding
students who are experiencing difficulties in school, such as academic, behavioral, attendance/tardiness,
and health issues. Appropriate interventions and recommendations to assist the student will be determined
during the meeting. The SST meeting is also used as a vehicle for Section 504 reviews.
What is a Planning and Placement Team (PPT) meeting?
The PPT meeting is initiated and conducted for the purpose of determining eligibility for special
education services, developing, reviewing and revising the Individualized Education Program (IEP), and
designing and reviewing evaluations and reevaluations. Their purpose includes, where appropriate,
developing and reviewing functional behavior assessments, developing, reviewing and/or modifying
behavioral intervention plans, conducting manifestation determinations, and making interim alternative
educational placement decisions. Additionally, the PPT meets to consider transition service needs and/or
transition services that might be necessary. For information on the PPT process, please contact your
school’s special education director.
What is Section 504?
Section 504 of the Rehabilitation Act of 1973 is a civil rights law that prohibits recipients of federal
funding from discriminating against individuals with disabilities. As it relates to public education, the law
states that a school cannot place a student in segregated classes or facilities “solely by reason of her or his
disability.” Students with disabilities must be given the same opportunities to participate in academic,
nonacademic and extracurricular activities as their non-disabled peers. This law applies to public
elementary and secondary schools, as well as other education entities. Under Section 504, students with
disabilities may receive accommodations and modifications as well as supplementary aids and services to
ensure that their individual educational needs are met as adequately as those of non-disabled
students. For information on Section 504, please contact the District’s Section 504 Coordinator Carol
Forand at (860) 695-8804.
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What are the Alternative Education instructional settings?
The following categories describe the various Alternative Education instructional settings in which
students can be placed:
§

New Visions Program
New Visions is an alternative education program that meets the instructional needs of students,
grades 6 through 12, who have been expelled from school. The students in the New Visions
Program are supported through a close collaboration between the New Visions Program staff
and the home school staff. Additional supports for expelled students include guidelines for
early readmission from an expulsion. For information on the New Visions Program, please
contact Dr. Tina Jeter at (860) 695-5841.

§

Homebound: (These students should not be confused with Homeschooled children)
Students receiving homebound instructional services must meet homebound instruction
criteria, which are limited to severe behavioral or medical issues, including pregnancy. For
information on services for Homebound students, please contact Wendell Weisinger at (860)
695-8797.

§

Juvenile Detention Program
Students held in the State of Connecticut’s Juvenile Detention Program receive educational
services at their respective detention centers. Please contact the Hartford Juvenile Detention
Program at (860) 244-7965 for more information. Please note that students who are placed in
Juvenile Detention are NOT to be classified as “Incarcerated”.
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Responsibilities for Good Student Attendance
Recording Student Attendance – PowerTeacher and PowerSchool
All teachers must enter their attendance electronically through PowerTeacher daily or by period according
to their school scheduling system. Attendance should be entered at the beginning of the school day for
schools taking daily attendance and at the beginning of the class period for schools taking period
attendance. PowerSchool is our ‘record of authority’ regarding all information on our students. Data
entered into PowerTeacher feeds directly into PowerSchool in real time. There will be no exception to
attendance entry.
•
•
•

•

Teachers should input attendance in PowerTeacher within one hour of the start of the school day
and within twenty minutes of the class period.
Each principal should assign a PowerTeacher point person to troubleshoot and address any issues.
Usually this person is also the PowerSchool point person.
In the event of non-entry due to technical difficulties, teachers will be required to relay attendance
information to office staff for manual entry into PowerSchool. This applies to substitutes as well.
Attendance and tardy information must be updated in PowerSchool daily. Office staff should not
wait until the end of the week to update attendance information, which includes inputting tardies,
excused absences, and outside suspensions.
Teachers can use any computer with internet access to enter attendance into PowerTeacher.

Secretaries will run daily PowerTeacher Attendance reports that will indicate which teachers have not
entered attendance for the day and report this information to their principals. Principals are bound to
address those teachers that have not entered attendance and assure that attendance entry is kept current
and accurate.
To run a PowerTeacher Attendance Report, from the Functions menu, select Attendance and then select
PowerTeacher Attendance Report.
It is recommended that all attendance should be entered no later than 45 minutes after the scheduled
school start time. Designated attendance personnel should run a PowerTeacher Attendance Report no
later than an hour after the scheduled school start time and follow up with staff that have not yet entered
their attendance.
School Messenger
School Messenger is a tool that responds to attendance data in PowerSchool by placing an automated
phone call the home of students who are marked absent for the day or for a pre-specified number of class
periods. The daily School Messenger attendance response option must be implemented in all schools.
Therefore, it is extremely important that accurate attendance be entered daily, including suspensions,
excused absences, tardies and the like. School Messenger reports should be reviewed on a daily basis to
ensure that student phone numbers are accurate. It is the responsibility of office staff and teachers to find
out and enter the correct telephone number of every student and to expect a response to these telephone
calls from parents/guardians. If phone numbers are consistently incorrect, the School Messenger service
will not be effective. Principals should develop a protocol for updating parent telephone numbers and
emails on a daily basis.
The Board of Education and the Superintendent
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The Board of Education and Superintendent are responsible for supporting the efforts of schools and
families to improve attendance through the annual review of clear attendance policies and procedures,
collection and analysis of attendance data, and allocation of necessary resources and mechanisms to
ensure accountability in the implementation of the attendance policies and procedures.
Principal
Good results in any school inherently depend upon alert supervision, careful collaborative planning and
follow-up. The school principal sets the tone and is the key to successful implementation of any school
plan. The principal’s should:
•

Develop and annually review the school’s attendance plan, which should include strategies for
reducing chronic absence, truancy, and tardiness, and take responsibility for its implementation.

•

Assign and supervise personnel on the Prevention Team, meeting regularly to discuss attendance
procedures, attendance issues, and updates on attendance investigations.

•

Identify truants and potential dropouts with the attendance staff and schedule conferences with parents
and students.

•

Make sure programs for all students are integrated into school attendance efforts and initiatives.

•

Ensure that all teachers are entering attendance in PowerTeacher and select a point person to address
PowerSchool and PowerTeacher issues.

•

Organize the general office to assure that School Secretaries and/or Information Specialists promptly
process all updates to PowerSchool, including demographic information, attendance, transfers,
admissions, and discharges.

•

Have class rosters checked on a regular basis and check the recording of attendance periodically.
Ensure that updates to information in PowerSchool take place in a timely manner

•

Share best practices with other principals within the district.

School Prevention Team
To meet the increasing need for attendance personnel, principals should assign school support staff to a
Prevention Team, to monitor and manage student attendance. The Prevention Team will meet regularly
and serve in an advisory capacity to the school community, and develop and implement the school
attendance plan. The Prevention Team will systematically implement any new attendance policies and
procedures. The Prevention Team will focus on any intervention that will make the student’s
experience at school a safe and successful one. This team should:
•
•
•
•

Follow appropriate procedures for students who are considered no-shows.
Identify and monitor regularly the students having difficulty with attendance and tardiness.
Accept attendance referrals and complete investigations (see pg 5 Timeline), working closely with
other school staff to collect additional pertinent information for students under investigation.
Provide outreach to truant students and their families through meetings, telephone calls, letters, and
home visits if parents/guardians do not respond to phone calls or letters. Conduct regular home visits
and maintain family contact as necessary.
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•
•

On an ongoing basis confirm the addresses, phone numbers, apartment numbers, emails, and
emergency contact information for parents and share updates with the PowerSchool data-entry person.
School-based Attendance Teams should meet regularly. It is recommended that if a school has a
chronic absenteeism rate higher than the district average, the team should be meeting once a week
to identify and address school needs around attendance.

School Secretary
An important factor in the improvement of a School Attendance Program is the possession of accurate
family information and timely record keeping of administrative procedures. Secretaries are the initial
source of family intake information. Accurate intake information provides the school with the necessary
information to maintain family contact. The school secretary should:
• Ensure accurate attendance data collection and input in PowerSchool. PowerSchool is the record of
authority and should become a priority to daily tasks.
• Maintain a good relationship with parents/guardians.
• Record and update parent contact information (addresses, phone numbers, emergency contacts, email
addresses, and exit information for withdrawn or transferring students)
• Provide updates and attendance documentation to the Attendance Point Person(s), Prevention Team,
and other pertinent staff.
• Run PowerTeacher Attendance Reports to identify those teachers who have not entered attendance for
the day and ensure that back attendance is entered daily and accurately.
• Run School Messenger reports to identify students with incorrect telephone numbers.
• Remind teachers to input attendance everyday and maintain accurate telephone data.
Teacher
The teacher is instrumental in building a relationship with students and their families. It is the teacher’s
responsibility to maintain regular student and family contact. The teacher should:
•
•
•
•
•
•

•
•
•
•

Establish effective relationships and ongoing communication with individual students and families.
Promote the importance of attendance with students and families and promote attendance incentives.
Ensure accurate electronic attendance entry into PowerTeacher on a daily or period basis by using a
computer with internet access.
Make phone call to parents when a student is absent two or more consecutive times and document all
attendance outreach efforts
Make attendance referrals to Prevention Teams and/or Attendance Point Person(s).
Request excuse notes from parents of absentee students and provide the school principal or designee
with a copy of the note. Teachers should file notes only after notifying pertinent staff of the existence
of such notes.
Maintain a good relationship with parents/guardians.
Regularly confirm parent contact information (addresses, phone numbers, email addresses, and
emergency contacts) and report updates to data-entry staff for input into PowerSchool.
Collaborate with school personnel/staff to ensure success of the attendance program.
Provide information and documentation to Attendance Point Person(s), Prevention Team, and other
relevant school based personnel when concerns arise.

School Counselor, Social Worker, and Special Education Case Manager
These professional should:
•

With assistance from school staff, identify “at risk” students and provide counseling and other related
services as needed.
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•
•
•
•
•
•

Be a resource person to families in need of community services.
Follow-up on attendance inquiries received from the Attendance Point Persons, Prevention Team, or
other school staff.
Become a member and participate in Prevention Team meetings.
Initiate a SAT/SST or PPT (whichever is appropriate) within ten days of identifying a student as
truant.
Initiate a Family with Service Needs (FWSN) referral as per guidelines.
Share information with Attendance Point Person(s) and/or Prevention Team regarding entries and
exits that take place periodically. Report updates on student demographic and contact information to
data-entry staff for input into PowerSchool.

Attendance Point Person
To meet the increasing need for attendance personnel, some principals are hiring Attendance Case
Managers or designating other personnel to work with school staff and families to monitor and address
student attendance issues and provide student outreach and case management. The attendance point
person is any staff member designated by the principal such and should:
•
•
•

•
•
•
•
•
•
•

•
•
•
•

Make a personal phone call to the parent when a student is absent.
Follow identified and appropriate procedures for students who are considered no-shows.
Identify and monitor regularly the students having difficulty with attendance and tardiness. Provide
outreach to absent students and their families through, telephone calls, letters, meetings, and home
visits. Conduct regular home visits and maintain family contact as necessary.
Accept attendance referrals and complete investigations (see Timeline on Page 5) working closely
with the teachers, support staff, and administration to collect additional pertinent information.
Run PowerSchool attendance reports daily, weekly, and monthly to monitor student attendance and
chronic absence.
Identify school/community resources to support the needs of the students and refer them to
appropriate staff/agencies and follow-up services as needed.
Develop and implement individualized plans with action steps, timeframes, and resources needed for
each student.
Meet regularly with school staff and families to address student needs.
Initiate a Family with Service Needs (FWSN) referral as per guidelines.
Using an Attendance Case Management Database, maintain an up-to-date electronic case file for each
student served, documenting all outreach efforts and case management services provided to the
student, including referrals, contacts, home visits, meetings, experiences, referrals, etc.
Monitor and report daily, weekly, and monthly student attendance data to principal and Chronic
Absence Team.
Provide follow up as needed.
Inform pertinent staff at your schools of any findings including the data entry person and Prevention
Team members.
Work with Prevention Team to implement attendance action plan and procedures.

Student Attendance
Policy and Procedures Manual
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APPENDIX A
ADMINISTRATIVE REGULATIONS REGARDING AGES OF ATTENDANCE
P/R 5113
Policy adopted September 14, 1999
Updated November 1, 2005
Revised January 19, 2016

Ages of Attendance
The Hartford Public Schools shall be open to all children five years of age and older and under twentyone years of age who have not graduated from a high school or vocational school, except as provided in
Connecticut General Statutes 10-233c and 10-233d.
Required Ages of Attendance
Parents and those who have care of children between the ages of five and over and under eighteen
inclusive, are obligated by Connecticut law to cause any such child to attend public schools , regularly
during the hours and terms the public school in the district in which such child resides is in session unless
such child is a high school graduate or the parent or person le having control of such child is able to show
that the child is elsewhere receiving equivalent instruction in the studies taught in the public schools or
the child is excluded pursuant to the Connecticut Statutes, sections 10-233c or 10-233d.
The parent or person having control of a child seventeen years of age may consent to such child’s
withdrawal from school. The parent or person shall exercise this option by personally appearing at the
school district office to sign a withdrawal form. Such withdrawal form shall include an attestation from a
guidance counselor or school administrator of the school that this district has provided the parent or
person with information on the educational opportunities options available in the school system and in the
community.
The parent or person having control of a child five years of age shall have the option of not sending the
child to school until the child is six years of age. The parent or person having control of a child six years
of age shall have the option of not sending the child to school until the child is seven years of age. The
parent or person shall exercise such option by personally appearing at the school district office and
signing an option form. The district shall provide the parent or person with information on the educational
opportunities available in the school system.
(cf. 5121 – Promotion/Retention Intervention)
Legal Reference:
Connecticut General Statutes 10-15 Towns to maintain schools 10-15c Discrimination in public schools
prohibited. School attendance by five-year-olds 10-76a - 10-76g re special education 10-184 Duties of
parents School Attendance age requirements 10-186 Duties of local and regional boards of education re
school attendance. Hearings. Appeal to state board. Establishment of hearing board. Readmission.
Transfers 10-233a - 10-233f Inclusive; re: suspend, expel, removal of pupils 10-233c Suspension of
pupils 10-233d Expulsion of pupils
5113
Policy adopted: Policy updated: Policy updated:
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State Board of Education Regulations 10-76a-1 General definitions (c) (d) (q) (t)
September 14, 1999 HARTFORD PUBLIC SCHOOLS November 1, 2005 Hartford, Connecticut

APPENDIX B
ADMINISTRATIVE REGULATIONS REGARDING ATTENDANCE
P/R 5114
Policy adopted September 14, 1999
Updated November 1, 2005
Revised June 18, 2013
Revised January 19, 2016

Attendance
Regular and punctual student attendance in school is essential to the educational process. Classroom
learning experiences are the basis for public school education. Time lost from class is lost instructional
opportunity.
The Board of Education requires that accurate records be kept of the attendance of each child. Students
should not be absent from school without parental knowledge and consent. Connecticut state law places
responsibility for assuring that students attend school with the parent or other person having control over
the child. To assist parents and other persons in meeting this responsibility, the Board of Education,
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through its Superintendent will adopt and maintain regulations to implement this policy.
The Board of Education shall follow the guidance adopted by the State Board of Education regarding
“excused” and “unexcused” absences. The Superintendent shall report to the Board of Education a
summary regarding attendance, each year in October, January, and June. A truancy summary report shall
be provided to the Board annually.
The Board of Education takes seriously the issue of chronic absenteeism. To address this issue, the Board
of Education, through its Superintendent, will adopt and maintain procedures regarding chronic
absenteeism in accordance with state law.
Legal References:
Connecticut General Statutes §10-220 Connecticut General Statutes §10-184 Connecticut General
Statutes §10-186 Connecticut General Statutes §10-198a Public Act 15-225, “An Act Concerning
Chronic Absenteeism” Guidelines for Reporting Student Attendance in the Public School Information
System (Connecticut State Department of Education, January 2008) Connecticut State Department of
Education Circular Letter C-2, Utilizing Local Support Resources Prior to Referral of Students for Family
with Service Needs (August 4, 2009) Connecticut State Board of Education Memorandum, Definitions
of Excused and Unexcused Absences (June 27, 2012) Connecticut State Department of Education,
Guidelines for Implementation of the Definitions of Excused and Unexcused Absences and Best
Practices for Absence Prevention and Intervention (April 2013)
Policy adopted: September 14, 1999 HARTFORD PUBLIC SCHOOLS Policy updated: November 1,
2005 Hartford, Connecticut Policy revised: June 18, 2013 Policy revised: January 19, 2016
5114
R-5114
Students Administrative Regulations Regarding Attendance and Chronic Absenteeism I. Attendance and
Truancy
A. Definitions for Section I
4. “Absence” - any day during which a student is not considered “in attendance” at his/her assigned
school, or on a school sponsored activity (e.g. field trip), for at least one half of the school day.
5. “Disciplinary Absences” - Absences that are the result of school or district disciplinary action. Any
student serving an out-of-school suspension or expulsion should be considered absent. Such
absence is not considered excused or unexcused for attendance and truancy purposes.
6. “Educational evaluation” - for purposes of this policy, an educational evaluation is an assessment of a
student’s educational development, which, based upon the student’s presenting characteristics,
would assess (as appropriate) the following areas: health, vision, hearing, social and emotional
status, general intelligence, academic performance, communicative status and motor abilities.
7. “Excused Absence” - A student’s absence* from school shall be considered excused if written
documentation** of the reason for the absence has been submitted within ten school days of the
student’s return to school , or if the child has been excluded from school in accordance with
Section 10-210 of the Connecticut General Statutes (regarding communicable diseases), and meets
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the following criteria:
a. For absences one through nine, a student’s absences from school are considered excused when the
student’s parent/guardian approves such absence and submits appropriate written documentation
in accordance with this regulation.
b. For the tenth absence and all absences thereafter, a student’s absences from school are, with appropriate
documentation in accordance with this regulation, considered excused for the following reasons:
1) student illness verified by an appropriately licensed medical professional; 2) student’s
observance of a religious holiday;
3) funeral or death in the student’s family, or other emergency beyond the control of the student’s family;
4) mandated court appearances (additional documentation required);
5) the lack of transportation that is normally provided by a district other than the one the student attends
(no parental documentation is required for this reason); or
6) extraordinary educational opportunities pre-approved by district administrators and in accordance with
Connecticut State Department of Education guidance and this regulation.
c. A student, age five to eighteen, whose parent or legal guardian is an active duty member of the armed
forces who has been called for duty, is on leave from or has immediately returned from deployment to a
combat zone or combat support posting, shall be granted ten (10) days of excused absences in any school
year, and, in the discretion of the administration, additional excused absences to visit such student’s
parent or legal guardian with respect to the parent’s leave or deployment. In the case of such excused
absences, the student and parent or legal guardian are responsible for obtaining assignments from the
student’s teacher prior to any period of excused absence, and for ensuring that such assignments are
completed by the student prior to his or her return to school.
5. “In Attendance” - any day during which a student is not considered to be absent from his/her assigned
school, or from an activity sponsored by the school (e.g. field trip), for at least one half of the
school day.
6. "Student" - a student enrolled in the Hartford Public Schools.
7. “Truant” - is defined as a student age five to eighteen, inclusive, who has four (4) unexcused absences
from school in one month or ten (10) unexcused absences in a school year.
8. “Unexcused Absences”- any absence from a regularly scheduled school day for at least one half of the
school day, unless they one of the following criteria is met:
A. the absence meets the definition for an excused absence (including documentation requirements); or
B. the absence meets the definition of a disciplinary absence.
The determination of whether an absence is excused will be made by the building principal or his/her
designee. Parents or other persons having control of the child may appeal that decision to the
Superintendent or his/her designee, whose decision shall be final.
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B. Written Documentation Requirements for Absences
1. Written documentation must be submitted for each incidence of absence within ten (10) school days of
the student’s return to school. An incidence of absence is considered consecutive days of absence.
2. The first nine (9) days of absence will be excused upon receipt of a signed note from the student’s
parent/guardian, a signed note from a school official that spoke in person with the parent/guardian
regarding the absence, or a note confirming the absence by the school nurse or by a licensed
medical professional, as appropriate.
3. For the student’s 10th absence, and all absences thereafter, documentation of the absence must be
submitted in accordance with paragraphs 1 and 2 above, and must also include the reason for the
absence and the following additional information:
a.

student illness:

.

(1) signed note from a medical professional, who may be the school nurse, who has
evaluated the student confirming the absence and giving an expected return date; or

.

(2) signed note from school nurse who has spoken with the student’s medical
professional and confirmed the absence, including the date and location of the
consultation.

b.

religious holidays: none.

c.

mandated court appearances:

.

(1) a police summons;

.

(2) a subpoena;

.

(3) a notice to appear;

.

(4) a signed note from a court official; or

.

(5) other official, written documentation of the legal requirement to appear in court.

d.

funeral or death in the family, or other emergency beyond the control of the student’s family:
written document must explain the nature of the emergency.

e.

extraordinary educational opportunity pre-approved by the district administrators and in
accordance with Connecticut State Department of Education guidance and this policy:
written pre-approval from the administration, in accordance with this regulation.

f.

lack of transportation that is normally provided by a district other than the one the student
attends: none.

4. Neither e-mail nor text message shall serve to satisfy the requirement of written documentation. In rare
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and extraordinary circumstances, a building
administrator may, in his/her own discretion, accept the delivery of written documentation through a
scanned copy sent by e-mail.
5. The Hartford Public Schools reserves the right to randomly audit written documentation received,
through telephone and other methods of communication, to determine its authenticity.
6. Any absence that is not documented in accordance with this regulation within ten (10) school days after
the incidence of absence will be recorded as unexcused. If documentation is provided within ten
(10) school days, but is incomplete, the building principal may, at his/her own discretion, grant up
to a five (5) school day extension for provision of the completed documentation.
7. Schools should take steps to allow non-English speaking parents/guardians to submit documentation in
their native language
C. Extraordinary Educational Opportunities
1. To qualify as an extraordinary educational opportunity, the opportunity must:
a.

be educational in nature and must have a learning objective related to the student’s course work
or plan of study;

b.

be an opportunity not ordinarily available for this exemption;

c.

be grade and developmentally appropriate; and

d.

include content that is highly relevant to the student; while some opportunities will be relevant
to all students, others will contain very specific content that would limit their relevance to
a smaller group of students.

2. Family vacations do not qualify as extraordinary educational opportunities.
3. All requests for approval of extraordinary educational opportunities must:
a.

be submitted to the building principal in writing prior to the opportunity, but no later than ten
(10) school days prior to the opportunity except in exceptional circumstances at the
discretion of the building administrator;

b.

contain the signatures of both the parent/guardian and the student;

c.

include an outline of the learning objective of the opportunity and include detail as to how the
objective is linked to the student’s coursework or plan of study; and

d.

include additional documentation, where available, about the opportunity.

4. The building principal shall provide a response in writing and include the following:
a. either approval or denial of the request;
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b. brief reason for any denial;
c. any requirements placed upon the student as a condition of approval;
d. the specific days approved as excused absences for the opportunity;
e. the understanding that the building administrator may withdraw its approval if the opportunity is
canceled or the student fails to meet the agreed-upon requirements of the approval.
5. All decisions of the building principal relating to extraordinary educational opportunities shall be final.

6. Students who are granted excusal from school to participate in extraordinary educational opportunities
are expected to share their experiences with other students and/or school staff when they return.
7. Approval for an extraordinary educational opportunity is determined on a case-by-case basis and the
analysis of individualized factors. An opportunity approved for one student may not be approved
for another.
D. Truancy Exceptions:
1. A student five (5) or six (6) years of age shall not be considered truant if the parent or person having
control over such student has appeared personally at the school district office and exercised the
option of not sending the child to school at five (5) or six (6) years of age.
2. A student seventeen (17) years of age shall not be considered truant if the parent or person having
control over such student consents to such student’s withdrawal from school. Such parent or
person shall personally appear at the school district office and sign a withdrawal form indicating
such consent. Such withdrawal form must include an attestation from a guidance counselor or
school administrator from the school that the district provided the parent (or person having control
of the child) with information on the educational options available in the school system and
community.
3. If a parent or guardian of an expelled student chooses not to enroll the student in an alternative
program, the student shall not be considered to be “truant.”
E. Readmission to School Following Voluntary Withdrawal
1. Except as noted in paragraph 2 below, if a student voluntarily withdraws from school (in accordance
with Section D.2, above) and subsequently seeks readmission, the Board may deny school
accommodations to the student for up to ninety (90) school days from the date of the student’s
withdrawal from school.
2. If a student who has voluntarily withdrawn from school (in accordance with Section D.2, above) seeks
readmission within ten (10) school days of his/her withdrawal, the Board shall provide school
accommodations to the student not later than three (3) school days after the student requests
readmission.
F. Determinations of Whether a Student is “In Attendance”:
1. A student serving an out of school suspension or expulsion shall be reported as absent unless he or she
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receives an alternative educational program for at least one half of the regular school day. In any
event, the absence is considered a disciplinary absence, and will not be designated as excused or
unexcused.
2. On early dismissal days and days shortened due to inclement weather, the regular school day for
attendance purposes is considered to be the amount of instructional time offered to students on that
day. For example, if school is open for four hours on a shortened day scheduled, a student must be
present for a minimum of two hours in order to be considered “in attendance.”
3. Students placed on homebound instruction due to illness or injury in accordance with applicable
regulations and requirements are counted as being “in attendance” for every day that they receive
instruction from an appropriately certified teacher for an amount of time deemed adequate by the
administration so as to ensure that the student is able to successfully return to the regular
classroom setting.
G. Administrative Procedures:
1. Annually at the beginning of the school year and upon any enrollment during the school year, the
administration shall notify the parent or other person having control of each child enrolled in the
Hartford Public Schools the obligations of the parent or such other person regarding attendance
policy and regulations.
2. Annually at the beginning of the school year and upon any enrollment during the school year, the
administration shall obtain from the parent or other person having control of each child in a
Hartford Public School a telephone number or other means of contacting such parent or such other
person during the school day.
3. Each school shall implement a system of monitoring individual unexcused absences of students, which
shall provide that whenever a student enrolled fails to report to school on a regularly scheduled
school day and no indication has been received by school personnel that the child’s parent or other
person
having control of the child is aware of the pupil’s absence, a reasonable effort to notify, by telephone, the
parent or such other person shall be made by school personnel. All parent outreach efforts must be
documented. When the school in which a child is enrolled receives no notification from a parent or other
person having control of the child is aware of the child’s absence, a reasonable effort shall be made by
school personnel or volunteers under the direction of school personnel to notify by telephone and by mail
such parent or other person having control of the child.
The required mailed notice shall include a warning that two unexcused absences from school in one
month or five unexcused absences in a school year may result in a complaint filed with the Superior Court
alleging the belief that the acts or omissions of the child are such that the child’s family is a family with
service needs. Any person who, in good faith, gives or fails to give such notice shall be immune from
liability, civil or criminal, which might otherwise be incurred or imposed and shall have the same
immunity with respect to any judicial proceeding which results from such notice or failure to give notice.
4. When a student is truant, the building principal or his/her designee shall schedule a meeting with the
parent of each child who is a truant, or other person having control of such child, and appropriate
school personnel to review and evaluate the reasons for the child being a truant, provided such
meeting shall be held not later than ten school days after the child’s fourth unexcused absence in a
month or tenth unexcused absence in a school year. Notice and meetings must be in a language
understandable to the parent.
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5. If the parent or other person having control of a child who is a truant fails to attend the meeting or fails
to cooperate with the school in attempting to solve the truancy problem, the superintendent of
schools shall, within fifteen (15) calendar days of such failure, file for each such truant enrolled in
the schools under his or her jurisdiction a written complaint with the Superior Court pursuant to
section 46b-149 alleging the belief that the acts or omissions of the child are such that his family is
a family with service needs.
6. When a student is truant, the superintendent or designee, shall coordinate services and/or referrals of
children to community agencies that provide child and family services. The district shall document
efforts to contact and include families and to provide early intervention in truancy matters.
7. In addition to the procedures specified, a regular education student who is experiencing attendance
problems shall be referred to the building intervention Student Study Team (i.e. SST, SAT) or
other appropriate body, for review and assistance. The team will review the student’s need for
referral for a Planning and Placement Team (PPT) meeting. A special education student who is
experiencing attendance problems must be referred for a PPT meeting for program review.
8. If a family with service needs (“FWSN”) petition is filed and the court orders an educational evaluation
of the student, the district shall conduct an appropriate educational evaluation if no such
evaluation has been performed within the preceding year.
a. For a regular education student, the educational evaluation will be conducted or arranged for by
appropriate school personnel and coordinated through the Child Study Team [or other appropriate
school based team]. Upon completion of the evaluation of a regular education student, the Child
Study Team [or other appropriate school based team] shall review the evaluations and make
appropriate recommendations for alternative procedures, programs or interventions. Such
recommendations may include a referral of the student for further evaluation and/or consideration
for special education eligibility.
b. In the case of a student who requires or may require special education and related services, the district
shall convene a PPT to determine what evaluations may be appropriate to assess any specific areas
of concern. The PPT shall reconvene to review the evaluations and make appropriate
recommendations regarding the student’s need for special education services and the need, if any,
to write and/or revise the student’s individualized education program (“IEP”).
H. Attendance Records
All attendance records developed by the Board shall include the individual student’s state-assigned
student identifier (SASID).
II. Chronic Absenteeism A. Definitions for Section II
1. “Chronically absent child” - a child who is enrolled in a school under the jurisdiction of the Hartford
Board of Education and whose total number of absences at any time during a school year is equal
to or greater than ten percent (10%) of the total number of days that such student has been enrolled
at such school during such school year;
2. “Absence” - (a) an excused absence, unexcused absence or disciplinary absence, as those terms are
defined by the State Board of Education pursuant to section 10-198b of the general statutes and
these administrative regulations, or (b) an in-school suspension, as defined in section 10-233a of
the general statutes, that is greater than or equal to one-half of a school day;
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3. “District chronic absenteeism rate” - the total number of chronically absent children under the
jurisdiction of the Hartford Board of Education in the previous school year divided by the total
number of children under the jurisdiction of the Board of Education for such school year; and
4. “School chronic absenteeism rate” - the total number of chronically absent children for a school in the
previous school year divided by the total number of children enrolled in such school for such
school year.
B. Establishment of Attendance Review Teams
If the Hartford Board of Education has a district chronic absenteeism rate of ten percent (10%) or higher,
it shall establish an attendance review team for the school district.
If a school under the jurisdiction of the Hartford Board of Education has a school chronic absenteeism
rate of fifteen percent (15%) or higher, it shall establish an attendance review team for that school.
If the Hartford Board of Education has more than one school with a school chronic absenteeism rate of
fifteen percent (15%) or higher, it shall establish an attendance review team for the school district or at
each such school.
If the Hartford Board of Education has a district chronic absenteeism rate of ten percent (10%) or higher
and one or more schools with a school chronic absenteeism rate of fifteen percent (15%) or higher, it shall
establish an attendance review team for the school district or at each such school.
C. Composition and Role of Attendance Review Teams
Any attendance review team established under these regulations may include school administrators,
guidance counselors, school social workers, teachers, representatives from community-based programs
who address issues related to student attendance by providing programs and services to truants, and
chronically absent children and their parents or guardians.
Each attendance review team shall be responsible for reviewing the cases of truants and chronically
absent children, discussing school interventions and community referrals for such truants and chronically
absent children and making any additional recommendations for such truants and chronically absent
children and their parents or guardians. Each attendance review team shall meet at least monthly.
D. State Chronic Absenteeism Prevention and Intervention Plan
The Hartford Board of Education and its attendance review teams, if any, will consider any chronic
absenteeism prevention and intervention plan developed by the State Department of Education.
III. Reports to the State Regarding Truancy Data
Annually, each local and regional board of education shall include information regarding the number of
truants and chronically absent children in the strategic school profile report for each school under its
jurisdiction and for the school district as a whole submitted to the Commissioner of Education. Measures
of truancy include the type of
data that is required to be collected by the Department of Education regarding attendance and unexcused
absences in order for the department to comply with federal reporting requirements and the actions taken
by the board of education to reduce truancy in the school district.
Regulations Revised: January 19, 2016 HARTFORD PUBLIC SCHOOLS Hartford, Connecticut
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APPENDIX C

Date:
Dear Parent/Guardian:
This letter is to inform you that your child
has been absent from

School

days.

The Hartford Board of Education’s Attendance Policy # 5114 states, “a student who has 4 unexcused
absences in one month or 10 unexcused absences in one year is considered a truant”. Although they may
achieve passing grades, students who have been absent 15 days or more may be denied academic credit
for the school year, and may have to repeat their current grade. If your child accumulates 20 unexcused
absences during the year, a Family with Service Needs (FWSN) referral will be sent to Juvenile Court
and/or an Educational Neglect referral may be made to the State Department of Children and Families
(DCF).
Connecticut law, as defined by Connecticut General Statue, Section 10-184, states: “each parent or other
person having control of a child five years of age and over and under eighteen years of age shall cause
such child to attend a public school regularly.”
The following, with appropriate documentation, are acceptable reasons for absence:
§ Student illness
§ Student’s observance of a religious holiday
§ Death in the student’s family or other emergency beyond the control of the student’s family
§ Mandated court appearances
99

§
§

Lack of transportation that is normally provided by a district other than the one the student attends
Extraordinary educational opportunities pre-approved by district administrators and in accordance
with Connecticut State Department of Education guidance.

Please contact the Attendance Point Person(s) or Prevention Team at your child’s school to discuss this
situation.
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APPENDIX D

Fecha:
Estimado Padre/Guardián: ____________________________________________________
Esta carta es para informarle que su hijo/hija
ha estado ausente de la Escuela

por

días.

Los Reglamentos de Asistencia Escolar de la Junta de Educación de Hartford #5114 indican que “un
estudiante que tiene cuatro (4) ausencias sin excusas en un mes o diez (10) ausencias sin excusas en un
año se considera “truant” (ausente sin permiso). Aunque logren notas satisfactorias, a estudiantes con
quince (15) días o más ausentes se les podría negar crédito académico por el año escolar y pueden ser
sometidos a repetir el grado escolar en el que están presentemente. Si su hijo/hija acumula veinte (20)
ausencias sin excusas durante el año escolar, él/ella puede ser referido a la Corte Juvenil a través de un
formulario FWSN (Familias con Necesidades de Servicio) (FWSN) y/o Ud. Como padre/guardián podría
ser referido al Departamento Estatal de Niños y Familias (DCF) por Negligencia Educativa.
La ley de Connecticut en el Estatuto General de Connecticut, Sección 10-184, dice: “cada padre, madre o
persona teniendo el control de un niño/a entre las edades de cinco a dieciocho años de edad es responsable
de que el niño/a asista a la escuela pública regularmente.”
Las siguientes, con documentación adecuada, son razones aceptadas para ausencias:
§ Enfermedad del estudiante
§ Días feriados por razones religiosas
§ Muerte en la familia del estudiante u otra emergencia fuera del control de la familia del
estudiante
§ Presentarse obligatoriamente en la corte
§ Falta de transporte que normalmente es proporcionado por un distrito distinto al que asiste el
estudiante
§ Oportunidades educativas extraordinarias pre-aprobadas por los administradores del distrito de
acuerdo con la orientación proporcionada por el Departamento de Educación del Estado de
Connecticut.
Por favor, llame a la persona encargada de la asistencia o al Equipo de Prevención de la escuela de su
hijo/a para hablar sobre la situación de su niño/a.

APPENDIX E

Date:
Dear Parent/Guardian:
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This letter is to inform you that your child
has been absent from the following classes:
Per. 4/5

Per. 5/6

Per. 9/10

Per. 11

Per. 1
Per. 6/7

Per. 2
Per. 7/8

. This accumulates to a total of

Per. 3
Per. 8/9
all day absences.

The Hartford Board of Education’s Attendance Policy states, “a student who has 4 unexcused absences in one
month or 10 unexcused absences in one year is considered a truant”. Although they may achieve passing grades,
students who have been absent 18 days or more may be denied academic credit for the school year, and may have
to repeat their current grade. If your child accumulates 20 unexcused absences during the year, a Family with
Service Needs (FWSN) referral will be sent to the Juvenile Court and/or an Educational Neglect referral may be
made to the State Department of Children and Families (DCF).
As defined by Connecticut General Statue, Section 10-184, “each parent or other person having control of a child
five years of age and over and under eighteen years of age shall cause such child to attend a public school
regularly.” It is important to note that class attendance will be calculated on a “period-by-period” basis.
The following, with appropriate documentation, are acceptable reasons for absence:

§
§
§
§
§
§

Student illness
Student’s observance of a religious holiday
Death in the student’s family or other emergency beyond the control of the student’s family
Mandated court appearances
Lack of transportation that is normally provided by a district other than the one the student attends
Extraordinary educational opportunities pre-approved by district administrators and in accordance
with Connecticut State Department of Education guidance.

Please contact the Attendance Point Person(s) or Prevention Team to discuss your child’s situation.
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APPENDIX F

Fecha:
Estimado Padre/Guardián: ____________________________________________________________
Esta carta es para informarle que su hijo/a
ha estado ausente de las siguientes clases:
Per. 4/5

Per. 5/6

Per. 9/10

Per. 11

Per. 1
Per. 6/7

Per. 2

Per. 3

Per. 7/8

. Ha acumulado un total de

Per. 8/9
días enteros ausente.

Los Reglamentos de Asistencia Escolar de la Junta de Educación de Hartford #5114 indican que “un estudiante que
tiene cuatro (4) ausencias sin excusas en un mes o diez (10) ausencias sin excusas en un año se considera “truant”
(ausente sin permiso). Aunque logren notas satisfactorias, a estudiantes con dieciocho (18) días o más ausentes se
les podría negar crédito académico por el año escolar y pueden ser sometidos a repetir el grado escolar en el que
están presentemente. Si su hijo/hija acumula veinte (20) ausencias sin excusas durante el año escolar, él/ella puede
ser referido a la Corte Juvenil a través de un formulario FWSN (Familias con Necesidades de Servicio) (FWSN)
y/o Ud. Como padre/guardián podría ser referido al Departamento Estatal de Niños y Familias (DCF) por
Negligencia Educativa.
La ley del Estado, según define el Estatuto General de Connecticut, Sección 10-184 dice: “cada padre, madre o
persona teniendo el control de un niño/a entre las edades de cinco a dieciocho años de edad es responsable de que el
niño/a asista a la escuela pública regularmente.”
Es importante notar que la asistencia escolar será calculada a base de “periodo-por-periodo” de clases.
Las siguientes, con documentación adecuada, son razones aceptadas para ausencias:

§
§
§
§
§
§

Enfermedad del estudiante
Días feriados por razones religiosas
Muerte en la familia del estudiante u otra emergencia fuera del control de la familia del
estudiante
Presentarse obligatoriamente en la corte tribunal
Falta de transporte que normalmente es proporcionado por un distrito distinto al que asiste el
estudiante
Oportunidades educativas extraordinarias pre-aprobadas por los administradores del distrito de
acuerdo con la orientación proporcionada por el Departamento de Educación del Estado de
Connecticut.

Por favor, llame a la persona encargada de la asistencia o al Equipo de Prevención de la escuela de su
hijo/a para hablar sobre la situación de su niño/a.
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APPENDIX G

School Attendance
Regular and punctual student attendance in school is essential to the educational process.
Classroom learning experiences are the basis for public school education. Time lost from class is
lost instructional opportunity.
Examples of Excused Absences
ü Student Illness
(Documentation will be requested.
Students are expected to attend
medical appointments after school
whenever possible.)
ü Family emergencies
ü Court appearances
ü Death in family
ü College interviews or visits
ü Religious holidays
Examples of Unexcused Absences
ü
ü
ü
ü

Truancy
Oversleeping
Missed bus
Family vacations
It’s the LAW in Connecticut!

Whenever your child is absent from
school, you need to call the school
and send a note explaining the
absences with the student the day
he/she returns. Excessive absences
may result in loss of credit or
retention.

Truancy
“When a student has 4 unexcused absences in
one month or 10 unexcused absences in one
year.”
When a child is TRUANT a Family with
Service Needs (FWSN) referral MAY be
made and every effort will be made to work
with the family. The school will contact you
to schedule a meeting to discuss your child’s
situation.

Connecticut State Law says:
Habitual Truancy
“Each parent or guardian if a child over 5
years of age shall ensure such child attends
a public school regularly during the hours
and terms of that school.”

“When a student has 20 unexcused absences
in one year.”
When a child is HABITUALLY TRUANT
a FWSN referral MUST be made.

For more information on the Hartford Public Schools’ Attendance Policy or for questions specific
to your child, please contact your child’s school.
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APPENDIX H

Asistencia Escolar
La asistencia regular y a tiempo del estudiante a la escuela es esencial para el proceso educativo.
Las experiencias de aprendizaje dentro del salón de clases son la base de la educación de escuela
pública. El tiempo perdido de la clase es oportunidad de instrucción perdida.
Ejemplos de Ausencias Excusadas
Cuando su hijo/a esté ausente Ud.
tiene que llamar a la escuela y enviar
una nota con el estudiante, a la
oficina de la escuela, explicando la
razón de la ausencia. Ausencias
excesivas
pueden
resultar
en
retención o en la perdida de créditos
académicos.

ü Enfermedad del estudiante
(Se exigirá documentación. Se
espera que traten de ir a citas
médicas después de clases).
ü Emergencias familiares
ü Citas en la corte
ü Muerte en la familia
ü Entrevistas o visitas a universidades
ü Días feriados religiosos
Ejemplos de Ausencias Sin Excusas
ü
ü
ü
ü

Ausentismo
Quedarse dormido
Perder el autobús
Vacaciones de la familia
¡Es la LEY en Connecticut!

La Ley Estatal de Connecticut dice que:
“Cada padre o guardián de un niño o niña
de más de 5 años de edad deberá asegurar
que éste asista a la escuela pública
regularmente durante las horas y términos
de la escuela.”

Ausentismo Excesivo:
“Cuando un estudiante tiene 4 ausencias sin
excusas en un mes o 10 ausencias sin excusas
en un año.”
Cuando un estudiante tiene AUSENCIAS
excesivas de la escuela, la escuela puede
referir el caso a la Corte Juvenil a través de
un formulario Familias con Necesidades de
Servicio (FWSN) y hacer todo el esfuerzo
posible para ayudar a la familia.
Ausentismo Habitual
“Cuando un estudiante tiene 20 o más
ausencias sin excusas en un año.”
Cuando un estudiante es un AUSENTE
HABITUAL la escuela tiene que mandar a la
Corte Juvenil un formulario FWSN.

Para más información sobre los Reglamentos de Asistencia Escolar en las Escuelas de Hartford,
favor de ponerse en contacto con la escuela de su niño o niña.
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APPENDIX I

NO-SHOW/ATTENDANCE REFERRAL
To be used as a complementary form for the Family With Service Needs referral

SCHO
OL:
REFERRAL
DATE:
STUDENT’S
NAME:
DATE OF
BIRTH:
HOME
ROOM/HOUSE
:
ADDR
ESS:
PARENT/GUARDIA
N’S NAME:

REFERRIN
G STAFF:
DATE
RECEIVED:
STUDEN
T ID:
GENDER
(M/F):
GRA
DE:

TEAC
HER:
ZIP
CODE:
HOME
PHONE:
CELL
PHONE:

WORK PHONE:

Email Address: ____________________________________________________

Reasons for referral:

UNEXCUSED ABSENCES (Place an A in each box)
MONTH OF:

1

2

3

4

5

6

7

8

9

1
0

1
1

1
2

1
3

1
4

1
5

1
6

1
7

1
8

1
9

2
0

2
1

2
2

2
3

2
4

2
5

2
6

2
7

2
8

2
9

3
0

3
1

Total

Days Absent

What interventions have been done to address student’s attendance? (Indicate type of contact & date)
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Phone

Letter

Home Visit

Meeting

Notes:

Case Manager’s Report (to be completed by the staff member handling this case):

School Based Disposition:
Case Manager’s Signature:

Date:

Verification Officer’s Name:
Final Disposition:
Leave Date:

Leave Code:

Leave Location:

APPENDIX J

CONSENT TO WITHDRAW STUDENT
AGED SEVENTEEN FROM SCHOOL
PURSUANT TO SECTION 10-184 OF THE CONNECTICUT GENERAL STATUTES
I am the parent/guardian of _____________________________________________ who attends
(Name of Student)

_______________________________________________in the Hartford Public Schools. His/her
(Name of School)

date of birth is ___________________________ and resides at:
(month/day/year)

Address ____________________________________ Apt. # _______________
City

____________________________________ Zip Code _____________

A representative of the Hartford Public Schools,

, met
Name of Representative

with me on

and provided me with information concerning educational
Date

options available within the Hartford Public School System and the community.
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I hereby consent to withdraw
Public Schools.

from the Hartford
Name of Student

Name of Parent/Guardian (Print): ___________________________________________________
Parent/Guardian’s Signature: _____________________________________ Date: ____________
Telephone #: ______________________
WITNESSED by me this
Hartford, Connecticut.

Email Address: ______________________________

day of

201

in

Witness’ Name (Print): ___________________________________________________________
Witness’ Signature: _______________________________________

Date: _____________

Administrator’s Signature: ___________________________________

Date: _____________

APPENDIX K

AUTORIZACIÓN PARA RETIRAR A UN ESTUDIANTE DE
DIECISIETE AÑOS DE LA ESCUELA
SEGÚN LA SECCIÓN 10-184 DE LOS ESTATUTOS GENERALES DEL ESTADO DE CONNECTICUT
Yo soy el padre/guardián de _____________________________________________ que asiste
(Nombre del Estudiante)

a _______________________________________________en las Escuelas Públicas de Hartford.
(Nombre de la Escuela)

Su fecha de nacimiento es __________________________________________ y reside en:
(mes/día/año)

Dirección ____________________________________ # de Apartamento _______________
Ciudad ____________________________________ Código Postal _____________

Un representante de las Escuelas Públicas de Hartford,
Nombre de Representante

se reunió conmigo el

y me dio información sobre los varios
Fecha

programas educativos que están disponibles dentro del sistema de las Escuelas Públicas de
Hartford y en la comunidad.
Por la presente, doy autorización para retirar a

de las

Escuelas Públicas de Hartford.

Nombre de Estudiante

Nombre del Padre/Guardián: ______________________________________________________
Firma del Padre/Guardián: _____________________________________ Fecha: ____________
Teléfono: _______________________

Email: _____________________________________

PRESENCIADO por mí este ___________ día de _______________ del 201____ en Hartford, CT.
Nombre del Testigo: ______________________________________________________________
Firma del Testigo: ___________________________________

Fecha: ___________________

Nombre del Administrador: ________________________________________________________
Firma del Administrador: __________________________________

Fecha: _____________

Guide to Filing Court Referrals

Appendix L

Filing a Family with Service Needs (FWSN)
Age of student: Under 18
Reasons for filing a Family with Service Needs form:
Truant:

When a child has four (4) unexcused absences in one month or ten (10)
unexcused absences in one school year.

Habitual Truant:

When a child has 20 unexcused absences in one school year.

Defiant Behavior

When a child is continuously and overtly defiant of school rules and
regulations.

Prior to a member of the school staff filing a FWSN, the following should be completed:
1. School personnel must hold an SST / PPT to discuss the needs of the child and prepare a process
for intervention, which includes referrals to community agencies and/or alternative programs, and,
if necessary, a re-entry plan. A copy of the meeting notes must be attached to the court referral.
2. Provide the student/family with possible options to help and assist in improving attendance.
3. The person filing the FWSN should document all interventions and action plans carried out prior
to filing a FWSN.
4. During the two-week period, phone calls and appointments with community based organizations
or community agencies (agencies providing community services) should be made and documented
to ensure whether the family has or has not accepted and received services.
5. School personnel should document referrals to more than one in-school or community based
organization or community agency based on the needs of the student.
6. If filing for Defiant Behavior, follow all steps above and submit all supporting documentation
stating the dates, times, and descriptions of incidents you are referring.
7. The process mentioned above should take no longer than 10 school days after the SST or PPT
takes place.
A Family With Service Needs (FWSN) referral may be filed only after the school has exhausted all
available options to rectify the problem. The referral form must be completed in its entirety, signed by
the principal, and contain the following attachments:
o
o
o
o
o

Attendance reports
Dates of meetings or attempted meetings with parents
Meeting notes
Case Notes
Referrals to community based organizations/agencies/services (must be made to support inhouse services)

o Any other documentation that may help Juvenile Court in providing services to the family
To keep in mind when filing a court referral:
§

Referrals should be generated as issues arise. Staff should avoid waiting until the end of the
school year to file a court referral. There is a higher rate of success in acquiring services and
assistance if a referral is filed sooner rather than later.

§

Any staff member can file a FWSN referral. The staff member(s) most familiar with the case
should be the ones filing the referral.

§

Forms must be filled out electronically and then printed out. The electronic versions of the
form are available on the Intranet. If you need assistance, please contact the Office of Early
Literacy and Parental Engagement at 860-695-8774 for assistance.

§

For schools on a period attendance schedule, please include a list of all absence dates and a
total for number of all-day absences.

§

Court referrals should be signed and dated by principal before submitting it to Central
Office to the Attention of the FWSN Coordinator in the Welcome Center for the
Superintendent’s signature.

Family With Service Needs Protocol

APPENDIX M

A Family With Service Needs (FWSN) petition provides a basis for responding to the needs of children exhibiting misbehavior
and attendance issues considered unlawful only if committed by children seventeen years and under, not younger than six years
of age. Behaviors including running away, truancy, defiance of school rules, being beyond the control of the parent/guardian,
engaging in immoral or indecent conduct, and engaging in certain sexual activities.
A Family With Service Needs means a family which includes a child seventeen and under not younger than six years of age
who:
-Has, without just cause, run away from his/her parental home or other properly authorized and lawful place of abode.
-Is beyond the control of his/her parents, guardians or other custodians.
-Has engaged in indecent or immoral conduct.
-Is a habitual truant which means a child who has four (4) unexcused absences from school in any month subsequent to the
month in which he/she was a truant or ten (10) or more absences from school in the balance of the school year subsequent to
the time at which he/she was a truant.
-Who, while in school, has been continuously and overtly defiant of school rules and regulations, or
-Is thirteen (13) years of age or older and has engaged in sexual intercourse with another person and such other person is
thirteen (13) years of age or older and not more than two (2) years older or younger than said child.
Who may file a FWSN?
• Superintendent of Schools or Probation Officer
• Selectman, Town Manager, Police Officer or social services department of any town or city
• School Social Worker’s/ School Principal’s
• The Commissioner of DCF
• A parent or foster parent of a child, or
• A child or his representative attorney
All the FWSN needs:
1. To be completed by the school social worker and signed by the school principal.
2.

Then the FWSN is sent to the Director of Support Services, Joanne Tremblay Jackson, 960 Main Street, 8th floor,
Hartford, CT or faxed to (860) 722-8737 or attached in email to jacksj001@hartfordschools.org.

3.

The FWSN is then entered into a database with the dates of submission, completion and appropriate documents and
signatures.
(a) If FWSN has to be returned to the school for completion this information is also entered into the database and
follow-up is done.

4.

Once the FWSN petition is fully completed and verified it is signed by this office and sent to Superior Court Juvenile
Matters.

5.

The FWSN is then sent to the Superior Court Juvenile Matters.

6.

The school SSW/Principal is notified of the date the FWSN was signed by this office and the date of submission to the
Superior Court Juvenile Matters.

7.

On a monthly basis Ms. Tremblay Jackson reviews the status of each FWSN sent to the Superior Court Juvenile
Matters.

a

APPENDIX N

APPENDIX O

Principal’s Signature:

Date:

