Middleborough Public Schools

Employee Handbook
2018 - 2019
“...to foster a culture of excellence within every student, in every classroom, every day.”

This publication summarizes many laws, policies, regulations, and practices that are important to
the Middleborough Public Schools. It is not intended to be a complete directory of all the laws
and policies relating to staff. Federal and state laws, district policies, regulations, and practices at
the system-wide and school building levels are subject to change.
The Middleborough Public Schools reserves the right to interpret, amend, or revoke any portion
of this handbook at any time, with or without notice.
The Middleborough Public Schools does not discriminate on the basis of race, color, national
origin, disability, sex, sexual orientation, or age in admission to, treatment in, or employment in
its services, programs, and activities.
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Strategy for Continuous District Improvement
Mission
The mission of the Middleborough Public Schools is to foster a culture of excellence within
every student, in every classroom, every day.
Vision
Students of the Middleborough Public Schools, with the support of a dedicated community,
will think critically, appreciate diversity, demonstrate innovation, value reflection, and
develop a growth mindset as active members of our larger community to learn, grow, and
finish strong.
Theory of Action
If we create, support, and sustain cultures of innovation, achievement, excellence, and
well-being within our schools and greater community, then our students will learn to think
creatively and independently, appreciate and respect diversity, demonstrate innovation, value
reflection, and develop their mindset to learn, grow, and finish strong as active members of
our local and global communities.
Strategic Objectives
(A) Culture of Innovation
and Achievement
Continue to make
data-informed decisions to
improve achievement for all
students within an innovative
environment supported by
21st Century facilities.
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(B) Culture of Excellence
Develop and nurture a positive
culture wherein high
expectations for students,
faculty, and staff achievement
are articulated, realized, and
celebrated by the entire
community.

(C) Culture of Well-Being
Plan, develop, and
implement programs and
protocols which will
continue to positively
impact the social-emotional
growth and well-being of
all members of the school
community.
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Strategic Priorities
(A-1) Develop and enhance
horizontally and vertically
aligned curriculum,
instruction, and assessment
systems to support growth in
all learners.

(B-1) Celebrate achievement
by consistently recognizing
milestones achieved and
providing opportunities for
exposition of developed
knowledge and talents.

(C-1) Collaborate with
community partners to
support students and their
families in and out of school.

(A-2) Provide each student
with personalized and
targeted instruction, practice,
assessment, and
evidence-based intervention.

(B-2) Create and cultivate
supportive, respectful, and
positive district and school
climates that develop our
growth mindset regarding
individual students transition
to career and college
aspirations.

(C-2) Strengthen practices
and procedures that promote
access to ensure support for
the social and emotional
well-being of students,
faculty, and staff.

(A-3) Create more flexible
learning opportunities, inside
and outside the classroom, to
help students master
academic content and
competencies while
developing independence
and an innovative mindset.

(B-3) Ensure students have
access to and are supported
by a talented, diverse, and
highly qualified faculty and
staff by establishing a
comprehensive program for
recruitment, hiring,
development, and retention.

(C-3) Through service to
others and community, our
students will develop the
character and competence
they need to be helpful,
hopeful, and civically
engaged all their lives,
regardless of their own life
circumstances.

(A-4) Provide and maintain
facilities that meet or exceed
federal and state guidelines
and support instruction that
meets 21st century demands.

(B-4) Foster a district culture
in which teams of teachers
are encouraged and
supported to take leadership
in developing learning
outcomes, designs,
pathways, and assessments,
grounding their designs in
collaborative analysis of
evidence.

(C-4) Plan, develop, and
implement district-wide
systems of support that
include proactive strategies
for defining, teaching, and
supporting appropriate
student behaviors and
self-advocacy.
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School Committee

Mr. Richard Young
Chairman
Term Expiration: 2021

Mr. Brian Giovanoni
Term Expiration: 2020

Ms. Meghan Jenness
Term Expiration: 2020

Mr. Richard Oakley, Jr.
Term Expiration: 2019

Mr. Greg Rowe
Term Expiration: 2021

Mr. Gregory Stevens
Term Expiration: 2019
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District Leadership

Mr. Brian E. Lynch
Superintendent of Schools

To Be Determined
Director of Business &
Finance

Mrs. Rebecca Bagnell
Director of Food Services

Mrs. Ellen Driscoll
Chief Technology Officer

Dr. Melanie R. Gates
Director of Curriculum &
Instruction

Mrs. Carolyn J. Lyons, J.D.
Director of Pupil Personnel
Services

Mrs. Laurie Perkins
Nurse Leader

Mr. Ryan Sylvia
Director of Athletics

Mr. Sean Siciliano
Media & Communications
Specialist
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Mr. Paul Branagan
Principal
Middleborough High School
(MHS)

Mr. Marty Geoghegan
Principal
John T. Nichols, Jr. Middle
School (NMS)

Ms. Lisa Grimes
Principal
Mary K. Goode Elementary
School (MKG)

Mrs. Heidi Letendre
Principal
Memorial Early Childhood
Center (MECC)

Mr. Derek Thompson
Principal
Henry B. Burkland
Elementary School (HBB)

Mr. Frank Coutinho
President
Middleborough Education
Association (MEA)
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Central Office Staff
30 Forest Street - (508)946-2000
Mrs. Pamela Butler

Accounts Payable/Receivable

Mrs. Cheryl DeBenedictis

Business Receptionist and Facilities Clerk

Ms. Ann Gagnon

Administrative Assistant to the Superintendent

Mr. William Karalus

Payroll Support Personnel

Mr. Peter McDermott

Courier

Mrs. Paula Rainha

Coordinator of Payroll and Financial Reporting

Ms. JoAnn Smith

Coordinator of Bus Routing

Pupil Personnel Services
112 Tiger Drive - (509)946-2013
Mrs. Jennifer Castanhinha

NMS Special Education Coordinator

Mrs. Melissa Deutschmann

MECC Special Education Coordinator

Mrs. Jennifer Healy

MHS Special Education Coordinator

Mrs. Laura Mansfield

HBB Special Education Coordinator

Mrs. Gail Murphy

Secretary

Mrs. Kimberly Redlon

MKG Special Education Coordinator

Mrs. Lisa Soares

Administrative Assistant to the Director
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Technology Department
41 Mayflower Avenue - (508)946-9559
Mrs. Louise Bertelli

Educational Technology Support Facilitator

Mr. Moe Brodeur

Technology Technician

Mr. Jason Casimiro

Technology Technician

Mrs. Cindy DiStefano

System Support Specialist

Mrs. Katie Goodine

Student Information Specialist (Aspen) and Central Registrar

Mr. Michael Mills

Technology Technician

Mr. Mark Mobley

Network Manager
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Coordinators and Investigators

Position

Contact

Extension Email

Title VI Coordinator

Mrs. Carolyn Lyons

x 3588

clyons@middleboro.k12.ma.us

Title IX Coordinator

Mrs. Carolyn Lyons

x 3588

clyons@middleboro.k12.ma.us

Sexual Harassment
Investigator

Mrs. Carolyn Lyons

x 3588

clyons@middleboro.k12.ma.us
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School Calendar
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School Hours
School

Address

Phone

Start Time for
Staff

End Time for
Staff

Memorial Early
Childhood
Center

219 North Main
Street

(508)946-2032

8:30AM

3:35PM

Mary K. Goode
Elementary
School

31 Mayflower
Avenue

(508)946-2045

8:30AM

3:35PM

Henry B.
Burkland
Elementary
School

41 Mayflower
Avenue

(508)946-2040

8:30AM

3:35PM

John T. Nichols,
Jr. Middle
School

112 Tiger Drive

(508)946-2020

7:35AM

2:45PM

Middleborough
High School

71 East Grove
Street

(508)946-2010

7:10AM

2:20PM

School Delays and Cancellations
When school has been delayed or cancelled, a BlackBoard Communications message will be sent
out to all staff, students, and families by the Superintendent of Schools as a phone call, text
message, and email. Notification of such will also be reported through the following television
stations: WBZ (channel 4), WCVB (channel 5), WHDH (channel 7), NECN, and Fox25. Delays
and cancellations will also be posted on the Middleborough Public Schools website, our social
media pages, and through Middleborough Education Television.
When “No School” has been declared it means that all classes and school activities are cancelled.
This includes any after school activities, unless otherwise indicated.
In order to ensure the safety of all staff and students, a one or two hour delay may be called. The
start of school time will be delayed in accordance with the length of the delay. Dismissals on a
delayed opening will be at the regularly scheduled times.
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Equal Opportunity Policy
The Middleborough Public Schools reaffirms that they do not discriminate on the basis of race,
color, religion, sex, gender identity, national origin, age, disability or sexual orientation in
admission to, access to, treatment in or employment in its programs or activities. Consistent with
M.G.L. 76:5, the Middleborough School District also affirms the commitment to maintain a
school and work environment free of harassment based on race, color, religion, sex, gender
identity, national origin, age, disability or sexual orientation. Any harassment on the basis of
sex, race, gender identity, national origin, religion, age, disability or sexual orientation will not
be tolerated and will be punishable to the full extent of the law.
If you should have any questions about the district's policy, please feel free to contact the office
of the Superintendent.
(Middleborough School Committee Policy File AC: Notice of Equal Opportunity)
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Equal Educational Opportunities
In recognition of the diversified characteristics and needs of our students and with the keen
desire to be responsive to them, the Middleborough Public Schools will make every effort to
protect the dignity of the students as individuals. It also will offer careful consideration and
sympathetic understanding of their personal feelings, particularly with reference to their race,
color, sex, gender identity, homeless status, religion, national origin, sexual orientation or
physical and intellectual differences.
To accomplish this, we will make every effort to comply with the letter and the spirit of the
Massachusetts equal educational opportunities law which prohibits discrimination in public
school admissions and programs. The law reads as follows:
No child shall be excluded from or discriminated against in admission to a public school
of any town, or in obtaining the advantages, privileges and course of study of such public
school on account of race, color, sex, gender identity, homeless status, religion, national
origin or sexual orientation.
This will mean that every student will be given equal opportunity in school admission,
admissions to courses, course content, guidance, and extracurricular and athletic activities.
(Middleborough School Committee Policy JB - Equal Educational Opportunities)
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Ethics and Conflict of Interest
The Middleborough Public Schools expects all employees to be familiar with the code of ethics
that applies to their profession and to adhere to it in their relationships with students, parents,
co-workers, and officials of the school system.
No employee will engage in or have a financial interest in, directly or indirectly, any activity that
conflicts or raises a reasonable question of conflict with his duties and responsibilities in the
school system. Nor will any staff member engage in any type of private business during school
time or on school property.
Employees will not engage in work of any type where information concerning customer, client,
or employer originates from any information available to them through school sources.
Moreover, as there should be no conflict of interest in the supervision and evaluation of
employees, at no time may any administrator responsible for the supervision and/or evaluation of
an employee be directly related to him/her.
In order to avoid the appearance of any possible conflict, it is the policy of the School Committee
that when an immediate family member, as defined in the Conflict of Interest statute, of a School
Committee member or district administrator is to be hired into or promoted within the School
District, the Superintendent shall file public notice with the School Committee and the Town or
District Clerk at least two weeks prior to executing the hiring in accordance with the law.
All employees are required to provide the administration with evidence that they completed the
online Conflict of Interest training provided by the Ethics Commission.
(Middleborough School Committee Policy GBEA - Staff Ethics/Conflict of Interest)
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Confidentiality
All Middleborough Public School employees are subject to the highest level of confidentiality
regarding our students’ civil rights. Our students’ and families’ privacy should be treated with
the highest respect and confidentiality. All employees will uphold this expectation in the
following ways:
● Limit communication about student(s) to those individuals working with
that student.
○ You may not share information about a student even with others who are
genuinely interested in the student’s welfare, such as social workers, scout
leaders, clergy, or nurses/physicians (a grave medical emergency, in which
confidential information may be necessary for a student’s care, is the only
exception).
● Communication to other individuals working with the student should take
place in a private area where non-involved staff members or other students
cannot overhear the conversations.
● Confidential paperwork will not leave the classroom or school building and will be stored
in such a way to preserve confidentiality.
All employees are required to sign a confidentiality agreement. Confidentiality forms can be
found under the Human Resources and Mandatory Training section of the website.
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Staff Conduct
All Middleborough Public School employees will conduct themselves in a manner that not only
reflects credit to the school system, but also sets forth a model worthy of emulation by students.
All staff members will be expected to carry out their assigned responsibilities with conscientious
concern.
Essential to the success of ongoing school operations and the instructional program are the
following specific responsibilities that will be required of all personnel:
1) Faithfulness and promptness in attendance at work.
2) Support and enforcement of policies of the Committee and their implementing
regulations and school rules in regard to students.
3) Diligence in submitting required reports promptly at the times specified.
4) Care and protection of school property.
5) Concern for and attention to their own and the school system's legal responsibility for the
safety and welfare of students, including the need to ensure that students are under
supervision at all times.
(Middleborough School Committee Policy GBEB - Staff Conduct)

Professional Dress Expectations
All employees are expected to maintain an appropriate appearance that is neat, professional, and
meets the standard of suitable business attire as determined by the requirements of the area in
which the employee works.
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Staff Participation in Political Activity
The Middleborough Public Schools recognizes that employees of the school system have the
same fundamental civic responsibilities and privileges as other citizens. Among these are
campaigning for an elective public office and holding an elective or appointive office.
In connection with campaigning, an employee will not: use school system facilities, equipment
(including district email accounts or computers) or supplies; discuss his/her campaign with
school personnel or students during the working day; use any time during the working day for
campaigning purposes. Under no circumstances, will students be pressured into campaigning for
any staff member.
(Middleborough School Committee Policy GBI - Staff Participation in Political Activity)

Personnel Records
A personnel folder for each present and former employee will be accurately maintained in the
central administrative office. In addition to the application for employment and references, the
folders will contain records and information relative to compensation, payroll deductions,
evaluations, and any other pertinent information.
Personnel records are considered confidential under the law and will not be open to public
inspection. Access to personnel files will be limited to persons authorized by the Superintendent
to use the files for the reasons cited above.
Each employee will have the right, upon written request, to review the contents of his/her own
personnel file. Employees may make written objections to any information contained in the file.
Any written objection must be signed by the staff member and will become part of the
employee's personnel file. Further, no negative comment win be placed in a staff member's file
unless it is signed by the person malting the comment and the staff member is informed of the
comment and afforded the opportunity to include his/her written response in the file.
(Middleborough School Committee Policy GBJ - Personnel Records)
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Gifts to Staff
No employee of the school district will accept a gift worth $50 or more that is given because of
the employee’s public position, or anything that the employee could do or has done in his or her
public position. Gifts worth less than $50 may be accepted, but a written disclosure to the
employee’s appointing authority must be made if the gift and the circumstances in which it was
given could cause a reasonable person to think that the employee could be improperly
influenced. The value of personal gifts accepted is aggregated over a calendar year (4 gifts of
$20 value is the same as 1 gift of $80 if given in the same calendar year).
In general, homemade gifts without retail value are permissible because a reasonable person
would not expect an employee would unduly show favor to the giver, so no disclosure is
required. Such gifts could include homemade food items (cookies, candy, etc), handpicked
flowers, and handmade gifts worth less than $10 (ten) dollars.
A single class gift per calendar year valued up to $150 or several class gifts in a single year with
a total value up to $150 from parents and students in a class may be accepted provided the gift is
identified only as being from the class and the names of the givers and the amounts given are not
identified to the recipient. The recipient may not accept an individual gift from someone who
contributed to the class gift. It is the responsibility of the employee to confirm that the individual
offering such gift did not contribute to the class gift.
Gifts given to a teacher solely for classroom use or to purchase classroom supplies are not
considered gifts to an individual employee and are not subject to the $50 limit. However, an
employee who accepts such gifts must keep receipts documenting that money or gift cards were
used for classroom supplies.
Please Appendix B for the Gift Disclosure Form.
Please access this link to the MA Department of Elementary and Secondary Education website
for frequently asked questions.
(Middleborough School Committee Policy GBEC - Gift To And Solicitation By Staff)
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Fundraising
Any fundraiser within the Middleborough Schools, among Middleborough students, or involving
Middleboro students must have the prior approval of the School Committee. Approved
fundraisers must have a direct benefit to the development of the student or must support an
objective which enhances educational opportunities for the young people attending our schools.
Please use the district’s Fundraising Application and submit to your school’s main office a
minimum of four weeks prior to the fundraising event.
(Middleborough School Committee Policy JJE - Fundraising)

Private Tutoring for Pay
"Tutoring" means giving private instruction or help to an individual or group for which the
teacher receives remuneration other than through the School Committee.
Tutoring is not to be recommended for a student unless the appropriate teacher of the student
involved is consulted and agrees that it will be of real help. If tutoring seems advisable, the
Principal may give the parents/guardians a list of persons who are willing to tutor. This list may
include teachers, but not the student's teacher of the subject in which he/she or she is to be
tutored.
Tutoring for pay is not to be done in the school building.
(Middleborough School Committee Policy GCRD - Private Tutoring for Pay)
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General Expectations for Licensed Staff
Beyond the expectation and individual commitment to adhere to and foster the mission of the
Middleborough Public Schools, there are other guidelines that all staff at all levels in all
buildings are expected to follow. Implementation of these guidelines is the responsibility of all
staff.

Minimum System Expectations - General
As appropriate to the various jobs performed by staff members in the school district, the
minimum expectations include, but are not necessarily limited to, the following:
1) Maintain excellent attendance to ensure the success of our students. Consistent
attendance of teachers is essential to providing education of the highest possible quality
to the students. Therefore any excessive absenteeism or unusual pattern of absence by a
teacher is contrary to the best interests of our students and our school district.
2) All staff are obligated to fulfill their contractual work day. For the purposes of the school
safety and accountability, all faculty and staff who leave the school building during the
day are asked to notify the main office.
3) Develop and maintain a classroom environment conducive to effective learning within
the limits of the resources provided by the district.
4) Prepare for classes assigned and show written evidence of preparation upon request to the
immediate supervisor.
5) Encourage students to set and maintain high standards of classroom behavior.
6) Provide an effective program of instruction in accordance with the adopted curriculum
and consistent with the physical limitations of the location provided and the needs and
capabilities of the individuals or student groups involved.
7) Strive to implement by instruction the district's philosophy of education and to meet
instructional goals and objectives.
8) Take all necessary and reasonable precautions to protect students, equipment, materials,
and facilities.
9) Maintain records as required by law, district policy, and administrative regulations.
10) Annually review and adhere to properly promulgated policies established by the School
Committee.
11) Assist in upholding and enforcing school rules and administrative regulations.
12) Attend and participate in faculty and department meetings, professional learning
communities, and designated professional development times.
13) Cooperate with other members of the staff in planning instructional goals, objectives, and
methods.
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14) Assist in the selection of books, equipment, and other instructional materials.
15) Work to establish and maintain open lines of communication with students, parents, and
colleagues concerning both the academic and behavioral progress of all students.
16) Perform related duties as assigned by the administration in accordance with district
policies and practices and aligned to the Collective Bargaining Agreement.

Duties and Responsibilities - General
Daily Procedures
1) Opening exercises, including a flag salute, should be conducted every morning.
According to M.G.L. 71, Section 1A, a period of silence is required daily.
2) Accurate attendance and/or lunch counts will be taken as soon as possible every morning
and in accordance with your specific school expectations. Students are not allowed to
take attendance.
3) All staff must check their email, voicemail, and mailbox at least once a day.
Supervision of Students
1) Classroom supervision: School personnel are legally responsible for students, who must
be supervised at all times. Students should never be left in an unsupervised situation. In
an emergency, call the office for assistance.
2) Supervision throughout the building: Maintaining an atmosphere conducive to optimal
learning is essential. Teachers are expected to take corrective action upon observing
inappropriate student behavior, wherever it is seen.
3) Supervision during assemblies and special programs: These events are an extension of the
classroom. Teachers are to accompany their classes and stay within close proximity so as
to ensure proper behavior and safety.
4) Injuries/Illnesses: Staff, as well as student injuries and illnesses occurring in school, are
to be reported to the school nurse/health aide as soon as possible. Health personnel are to
contact the administration when necessary.
5) Corridor passage: Quiet, unobtrusive movement throughout the building is standard
procedure.
6) Work area: Teachers are expected to ensure that students leave their work areas neat for
others and for custodial cleaning.
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Record Keeping
1) Lesson Plans: Daily lesson plans are an expectation for all responsible for the instruction
of students. Lesson plans can be collected or requested by an administrator at any time.
While there is no formal template for lesson planning, guidance for such can be found in
the classroom teacher evaluation rubric under I-A-4 Well-Structured Lessons. The
minimal expectation for proficiency with this element is as follows: “Develops
well-structured lessons with challenging, measurable objectives and appropriate student
engagement strategies, pacing,
sequence, activities, materials, resources, technologies, and grouping.”
(http://www.doe.mass.edu/edeval/model/PartIII_AppxC.pdf)
2) Emergency Substitute Plans: Emergency substitute plans are required of all licensed staff
responsible for the instruction of students. These plans should be placed in an easily
accessible area of your classroom and you should inform your department head and/or
neighboring teacher of their whereabouts. Emergency plans are required to contain
schedules, class lists, seating plans, health care plans, special circumstances for students
(i.e. accommodations from Individualized Education Plans, 504s, District Curriculum
Accommodation Plans, etc.), Staff Crisis Manual, and any other information that will
facilitate and foster the substitute’s effectiveness with regards to student learning and
safety.
3) Grade Books: Teachers shall maintain a grade book/computerized records which should
include as much significant objective data on each student that provides the basis and
justification for his or her grades. As per the Collective Bargaining Agreement, teachers
are expected to update the assignment grades on a bi-weekly basis, but with greater
flexibility for long term assignments, projects and major assessments Aspen is the
currently approved platform for the district’s electronic grade books.
4) Books and Materials: All books and materials distributed for student use must be
recorded by book number and condition by the teacher. Students must also fill out the
bookplate on the inside front cover minimally with their name and the date (MM/YY) it
was issued. Students are responsible for the safekeeping and proper treatment of
borrowed materials. Teachers are responsible for tracking the assignment and return of
borrowed materials. If a student does not return the borrowed materials, teachers must
then submit the student name, book number, and name of the borrowed resource to the
main office of their school.
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General Classroom Maintenance and Energy Conservation
Definite routines should be established at the beginning of the year so that students will know
what is expected of them. Every teacher and student should understand and accept the
responsibility for maintaining classrooms and furnishings in the best conditions possible. Any
concerns related to the functions of the classroom and furnishings should be brought to the
attention of the building administration.
Windows and vertical blinds will be opened or closed only by the teacher. Before leaving the
classroom at the end of each day, the teacher should make sure that the windows and blinds or
shades are closed.
All computers, laptops, chromebooks, powered office/classroom equipment, etc. should be
powered down each night. Do not leave Brightlinks or projectors on when not in use.
When your classroom or office is not occupied, please turn off the lights. Please check out this
website for additional energy saving tips.

General Classroom Safety
All classroom doors should be locked at all times. This does not mean the doors must be locked
and closed at all times, just locked. This will expedite efforts to secure the classroom in time of
emergency. Further, all classroom doors should be locked and closed when it is empty.
School personnel are legally responsible for students, who must be supervised at all times.
Students should never be left in an unsupervised situation. In an emergency, call the office for
assistance or inform a neighboring teacher verbally that he/she is leaving the classroom. Do not
just open the door between classrooms and leave.
Classroom exits are not to be blocked by any item such as furniture. All egresses are to be kept
clear.
Staff can be paired with buddy teachers, or classrooms can be paired with buddy classrooms (in
such cases that teachers travel room to room). For example, at Middleborough High School the
substitute folder for room 312 would read: “Your buddy classroom is room 314” and vice versa.
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All classrooms and office spaces are equipped with an orange emergency bucket. Orange
emergency buckets must be visible and readily located to the designated lockdown “safe spot” in
each classroom and office. Items contained in the orange emergency bucket are to be used only
in emergency situations. Your orange emergency bucket and student accounting forms/rosters
will accompany you when evacuating the building.
Please refer to Middleborough Public Schools Staff Crisis Manual for detailed information
regarding district emergency procedures.

Crisis Response Protocol for Emotional, Behavioral, and Suicide
Ideation and Attempts for Elementary, Middle, and Secondary
Level
Massachusetts: Section 12 of An Act Relative to the Reduction of Gun Violence amended G.L.
c. 71 by adding Section 95 (a), which requires all public school districts and commonwealth
charter schools to provide at least 2 hours of suicide awareness and prevention training every 3
years to all licensed school personnel, subject to appropriation. In addition, newly hired licensed
personnel are to be trained within 6 months of being hired. The statute states that the training
shall be provided within the framework of existing in-service training programs offered by the
department or as part of required professional development activities. Since additional funding
for this training has not been appropriated, the training is not required.
Facts:
According to the Centers for Disease Control and Prevention (CDC):
● Suicide was the tenth leading cause of death for all ages in 2013
● There were 41,149 suicides in 2013 in the United States—a rate of 12.6 per 100,000 is
equal to 113 suicides each day or one every 13 minutes.
Kann L, Kinchen S, Shanklin SL, et al. noted in Youth Risk Behavior Surveillance Among
students in grades 9-12 in the US during 2013:
● 17.0% of students seriously considered attempting suicide in the previous 12 months
(22.4% of females and 11.6% of males).
● 13.6% of students made a plan about how they would attempt suicide in the previous 12
months (16.9% of females and 10.3% of males).
● 8.0% of students attempted suicide one or more times in the previous 12 months (10.6%
of females and 5.4% of males).
● 2.7% of students made a suicide attempt that resulted in an injury, poisoning, or an
overdose that required medical attention (3.6% of females and 1.8% of males)
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Middleborough Public Schools in its effort to protect student’s health and welfare has established
protocols for responding to students at possible risk of suicide. Identifying students who are at
risk of suicide is necessary to prevent suicide. The following guidelines will support educators
as they work with at-risk students and communicate with students, staff, parents/families, and the
media, memorialization, and confidentiality. The district will support reintegration of those
students who have been absent related to a suicide risk, hospitalized for mental health treatment,
or recovering from an attempt.
Recognition and Referral Program
Teachers and educational support staff should do the following:
1. Recognize behavioral patterns and other warning signs that indicate that a young person
may be at risk of suicide;
2. Actively intervene, usually by talking to the young person in ways that explore the level
of risk without increasing it;
3. Ensure that young people at risk receive the necessary services; and
4. Be prepared to engage in postvention. "Postvention" is a term used to describe prevention
measures implemented after a crisis or traumatic event to reduce the risk to those who
have witnessed or have been affected by the tragedy.
School staff have day-to-day contact with students, some of whom have problems that could
result in serious injury or suicide. Therefore, those who work in schools are well-positioned to
observe students’ behavior and act when they suspect that a student may be at risk of self-harm
and/or suicide.
Specific steps should be followed in order to identify and help young people at risk, including a
referral to the school nurse, school counselor, school psychologist, and social worker once the
student is identified.
According to the State of Washington, Office of Superintendent of Public Instruction Youth
Suicide Prevention, Intervention, and Postvention School Safety Center website, signs that
require immediate action are listed below. State of Washington School Safety Center
Know the warnings and take action if you see:
● Talking or writing about suicide or death
● Giving direct verbal cues, such as "I wish I were dead" and "I’m going to end it all"
● Giving less direct verbal cues, such as "You will be better off without me," "What’s the
point of living?", "Soon you won’t have to worry about me," and "Who cares if I’m dead,
anyway?"
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Isolating themselves from friends and family
Expressing the belief that life is meaningless
Giving away prized possessions
Exhibiting a sudden and unexplained improvement in mood after being depressed or
withdrawn
● Neglecting his or her appearance and hygiene
● Dropping out of school or social, athletic, and/or community activities
● Obtaining a weapon (such as a firearm) or another means of hurting themselves (such as
prescription medications)
●
●
●
●

Warning Signs that may indicate a youth is at risk and needs to be referred for screening:
● A sudden deteriorating academic performance. Teens who were typically
conscientious about their school work and who are now neglecting assignments, cutting
classes, or missing school altogether.
● Self-mutilation. Some young people resort to cutting their arms or legs with razor blades
and other sharp objects to cope with emotional pain. Self-mutilation is an unmistakable
sign that something is wrong.
● A fixation with death or violence. Teens may express this fixation through poetry,
essays, doodling, or other artwork. They may be preoccupied with violent movies, video
games, and music, or fascinated with weapons.
● Unhealthy peer relationships. Teens whose circle of friends dramatically changes, who
don’t have friends, or who begin associating with other young people known for
substance abuse or other risky behaviors may signal a change in their emotional lives.
● Volatile mood swings or a sudden change in personality. Students who become sullen,
silent, and withdrawn, or angry and acting out, may have problems that can lead to
suicide.
● Indications that the student is in an unhealthy, destructive, or abusive relationship.
This can include abusive relationships with peers or family members. Signs of an abusive
relationship include unexplained bruises, a swollen face, or other injuries, particularly if
the student refuses to discuss them.
● Risk-taking behaviors. Risk-taking behaviors often co-occur and are symptomatic of
underlying emotional or social problems. Such behaviors as unprotected or promiscuous
sex, alcohol or other drug use, driving recklessly or without a license, petty theft, or
vandalism can be an indication that something is wrong.
● Signs of an eating disorder. An eating disorder is an unmistakable sign that a student
needs help. A dramatic change in weight that is not associated with a medically
supervised diet may also indicate that something is wrong.
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● Difficulty in adjusting to gender identity. Lesbian, gay, bisexual, transgender, and
questioning, are a vulnerable population and have higher suicide attempt rates than their
heterosexual peers. While coming to terms with gender identity can be challenging for
many young people, LGBTQ youth face social pressures that can make this adjustment
especially difficult.
● Bullying. Children and adolescents who are bullied, as well as those who bully, are at
increased risk of depression and suicidal ideation.
Responding to the Warning Signs:
It takes time and courage to reach out to students on a personal level, but your interest can be a
lifeline to a child in crisis. Young people—need support, and school can be a vital part of that
support. School may be the last positive social connection for vulnerable young people.
● Ask the Tough Questions: Do not be afraid to ask a student if they have considered
suicide or other self-destructive acts. Research has shown that asking someone if they
have contemplated self-harm or suicide will not increase that person’s risk. Rather,
studies have shown that a person in mental distress is often relieved that someone cares
enough to inquire about the person’s well- being. Your concern can counter the person’s
sense of hopelessness and helplessness. However, you need to be prepared to ask some
very specific and difficult questions in a manner that doesn’t judge or threaten the young
person you are attempting to help. For example:
1. I’ve noticed that you are going through some rough times. Do you ever wish you
could go to sleep and never wake up?
2. Sometimes when people feel sad, they have thoughts of harming or killing
themselves. Have you had such thoughts?
3. Are you thinking about killing yourself?
● Be Persistent: A student may feel threatened by your concern. The student may become
upset or deny that he or she is having problems. Be consistent and firm, and make sure
that the student gets the help that he or she may need.
● Be Prepared to Act: You need to know what to do if you believe that a student is in
danger of harming him or herself. Know the school’s procedures from the crisis response
plan for this situation and explain them to the student.
● Do Not Leave a Student at Imminent Risk of Suicide Alone: If you have any reason to
suspect that a student may attempt suicide or otherwise engage in self-harm, you need to
remain with the student (or see that the student is in a secure environment, supervised by
caring adults) until professional help can be obtained.
● Get Help When Needed: If you believe that the student is in imminent danger, you, or
another member of the school staff, should call 911 or (800) 273-TALK (8255). Tell the
dispatcher that you are concerned that the person with you "is a danger to themselves" or
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"cannot take care of themselves." These key phrases will alert the dispatcher to locate
immediate care for this person with the help of police. Do not hesitate to make this call if
you suspect that someone may be a danger to him or herself. It could save that person’s
life.
● Use Your School’s Support System: School districts have crisis plans for working with
suicidal or violent students, students who are at risk of suicide or violence, or other
students who are not in this acute state of crisis but still need support to stay in school and
stay healthy. Familiarize yourself with these plans and use them when appropriate.
● Connect with Parents or Guardians: If a student opens up to you about self-destructive
thoughts or actions, contact that student’s parents or legal guardian. Do not promise
confidentiality to a child when it comes to issues regarding the child’s safety—but always
talk privately with a student before letting others know of your concerns for the student’s
safety. If you believe that contacting the parents or guardians may further endanger the
child (if, for example, you suspect physical or sexual abuse), contact the proper
authorities. School staff are mandated reporters and are required to report suspected child
abuse.
The district crisis response teams members should understand their roles in implementing the
planned response, providing support and structure within their individual responsibilities.
Postvention - Recovery
Suicide, or violent or unexpected death, of a student, teacher, or even a celebrity can result in an
increased risk of suicide for other vulnerable young people. Although rare, a suicide in the
community (or even a remote suicide that receives substantial press coverage) can contribute to
an increased risk of suicide. Appropriately responding to a tragedy is an essential part of any
crisis or suicide prevention plan. Refer to your school’s crisis plan for the established protocols
to use in Postvention.
● A Journey Toward Health and Hope: Your Handbook for Recovery After a Suicide
Attempt.
● The downloadable Handbook guides people through the first steps toward recovery and a
hopeful future after a suicide attempt.
● Suicide Prevention Resource Center: Survivors of Suicide Loss
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Media and Online Communications
Suicide is a public health issue. Media and online coverage of suicide should be informed by
using best practices. Some suicide deaths may be newsworthy. However, the way media cover
suicide can influence behavior negatively by contributing to contagion or positively by
encouraging help-seeking.
● Media Guide
● reportingonsuicide.org
● Reporting on Suicide and LGBTQI Populations-Media Guide
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Accidents
All accidents of students and staff must be reported to the school nurse, if available, and then the
office. The school nurse or administrator will determine whether or not to call for emergency
assistance. No employee is to leave an injured student or staff member unattended. Precautions
should be taken in moving the injured person.
If an accident resulting in injury to a student or other staff member occurs when you are on duty,
whether it is in the classroom, hall, outdoor or indoor recess, cafeteria, assembly, etc., you are
responsible for completing a Report of Accident form which can be obtained at the office and
must be signed by the principal and duty teacher.

Identification Badges and Lanyards
Every employee of the Middleborough Public Schools will wear their district provided
identification badge and lanyard at all times during the school year and work hours. Wearing
your identification will assist students and others in determining who is a staff member. This is
to the benefit and safety of our students and staff.
Your identification badge not only serves as a means of declaring your identity, but it also serves
as a key card for you to gain access to your school during school hours. Each school has key card
readers located near the main entrances and select doors around the school.

Pupil Personnel Services and Special Education
The mission of Middleborough Public Schools Pupil Personnel Services Department is to
provide a continuum of appropriate educational supports and services that maximizes
independence in the least restrictive environment, so that all students can access a rigorous
curriculum in order to achieve academic proficiency and personal success. We value a
collaborative approach to the planning, implementation, and assessment of these supports and
services, and recognize the importance of involving parents in the process by building a
partnership between home and school.
The fundamental goals of this Pupil Personnel Services Department are to provide the supports
and services necessary for all students to appropriately access general curriculum as well as
extra-curricular activities in order to become:
● Confident and assertive communicators;
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● Effective self advocates who are knowledgeable of their individual strengths and
weaknesses;
● Independent decision makers;
● Independent lifelong learners;
● Critical thinkers who manage life situations and solve problems;
● Effective contributors in the home, workplace, and community.

Civil Rights
Civil rights are the nonpolitical rights of a citizen; the rights of personal liberty guaranteed to
U.S. citizens by the 13th and 14th Amendments to the U.S. Constitution and Acts of Congress.
Civil rights refer to the fair and equitable treatment of all students and employees. Any employee
or student who believes he/she has been the victim of discrimination and/or harassment
should report it to the district’s Title IV Coordinator.

Hazing
In accordance with Massachusetts General Laws, Chapter 536 of the Acts of 1985, the
Middleborough Public Schools hereby deems that no student, employee or school organization
shall engage in the activity of hazing a student while on or off school property. No organization
that uses the facilities or grounds under the control of the School Committee shall engage in the
activity of hazing any person while on school property. Any incidents of hazing must be reported
to the building principal.
(Middleborough School Committee Policy JICFA - Prohibition of Hazing)

Bullying Prevention and Intervention
The Middleborough Public School District is committed to providing a safe, positive and
productive educational environment that is free from bullying and cyber-bullying. Towards that
end, the Middleborough Public Schools absolutely prohibits bullying and cyber-bullying:
● On school grounds and property immediately adjacent to school grounds, at a schoolsponsored 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 school district or school; or through the use of technology or an electronic device
owned, leased, or used by Middleborough Public Schools, and
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● At a location, activity, function, or program that is not school-related through the use of
technology or an electronic device that is not owned, leased, or used by Middleborough
Public Schools, if the acts create a hostile environment at school for the target or
witnesses, infringe on their rights at school, or materially and substantially disrupt the
education process or the orderly operation of a school.
Retaliation against a person who reports bullying, who provides information during an
investigation of bullying, or who is a witness to or has reliable information about bullying is
Prohibited.
The Middleborough Public Schools absolutely prohibits bullying, cyber-bullying and retaliation
as defined above. Violation of this policy is a serious offense. Students who engage in bullying,
cyber-bullying or retaliation will be subject to disciplinary action and remedial action reasonably
calculated to stop the conduct and prevent its recurrence. Disciplinary action taken must balance
the need for accountability with the need to teach appropriate behavior. The range of disciplinary
action includes, but is not limited to, one or more of the following: verbal warnings, written
warnings, reprimands, detentions, short-term or long-term suspensions, or expulsions from
school as determined by the school administration and/or school committee, subject to applicable
procedural requirements. Nothing in this policy is designed or intended to limit the authority of
school administrators and/or the school committee (a) from taking disciplinary or other action
against a student for conduct that does not meet the definition of bullying or cyber- bullying, as
defined above, but nevertheless is inappropriate for the school environment or (b) from taking
disciplinary or other action under General Laws Chapter 71, §§ 37H or 37H1/2, other applicable
laws, or local school handbook provisions or district policies, regardless of whether this policy
covers the conduct.
The Middleborough Public Schools’ response to bullying actions will include, when appropriate,
referral to a law enforcement agency. The Middleborough Public Schools will support this plan
in all aspects of its activities, including its curricula, instructional programs, staff development,
extracurricular activities and parental involvement.
The Middleborough Public Schools Bullying Plan applies to all sites and activities under the
supervision and control of the Middleborough Public Schools, or where it has jurisdiction under
the law. Nothing in this plan is designed or intended to limit the District’s authority to discipline
or take remedial action under General Laws Chapter 71, §37H, or in response to violent,
harmful, or disruptive behavior, regardless of whether this plan covers the conduct.
The Middleborough Public Schools prohibits all forms of harassment, discrimination and hate
crimes based on race, color, religion, national origin, ethnicity, sex, sexual orientation, age or
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disability. Please see the Middleborough Public Schools Harassment Plan and Sexual
Harassment Plan.
The Bullying Prevention and Intervention Plan is located under the Mandatory Training
webpage. Bullying and cyber-bullying do not have a place in our schools. All staff must serve as
the eyes and ears for any form of bullying, intervene when necessary to correct the behavior, take
any necessary steps to protect the targeted student(s), and report any incidents to the appropriate
administrator.
(Middleborough School Committee Policy JICFB - Bullying Prevention)

Harassment
The Middleborough Public Schools reaffirms that they do not discriminate on the basis of race,
color, religion, sex, national origin, age, disability or sexual orientation in admission to, access
to, treatment in or employment in its program or activities. Consistent with M.G.L. Chapter 76,
Section 5, the Middleborough School District also affirms the commitment to maintain a school
and work environment free of harassment based on race, color, religion, sex, national origin, age,
disability or sexual orientation. Any harassment on the basis of race, color, religion, sex, national
origin, age, disability or sexual orientation will not be tolerated and will be punishable to the full
extent of the law.
The School Committee will take seriously all complaints of harassment based on sex, race, color,
national origin, religion, age, disability or sexual orientation and will investigate complaints
thoroughly and as quickly as possible through its designated Title IX and Title VI Coordinator.
Condoning harassment and retaliation for providing information relative to a harassment claim
will not be tolerated.
This policy extends to all persons employed by the Middleborough Public Schools, all students
in the Middleborough Public Schools, and individuals who are contracted to perform work for
the Middleborough Public Schools or those individuals who volunteer in the Middleborough
Public Schools.
If an employee and/or student believes that he/she has been harassed based on sex, race, color,
national origin, religion, age, disability or sexual orientation, or that he/she has witnessed such
harassment, he/she shall report it, preferably in writing, immediately to his/her supervisor, to
his/her teacher, to his/her Principal, to the Superintendent or to the Title IX and Title VI
Investigator: Carolyn J. Lyons, J.D., Director of Pupil Personnel Services (508-946-2013). It
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shall be the responsibility of the supervisor, teacher, principal, or the Superintendent to report the
incident(s) to the Investigator.

Sexual Harassment
The Middleborough Public Schools takes the position that all employees and students in the
Middleborough Public Schools have the right to work and learn in an environment free from
sexual harassment.
Sexual Harassment is defined as unwelcome sexual advances and/or requests for sexual favors,
unsolicited remarks, gestures or physical contact, display or circulation of written materials or
pictures derogatory to either gender, sexual advances and/or requests for sexual favors. In
addition, other verbal or physical conduct of a sexual nature constitutes sexual harassment when:
1.

Submission to such conduct or communication is made a term or condition either explicitly
or implicitly to obtain or maintain employment; or

2.

Submission to or rejection of such conduct or communication by an individual is used as a
factor in decisions affecting such individual's employment; or

3.

Such conduct or communications has the purpose or effect of substantially interfering with
an individual's employment or performance, or creating an intimidating, hostile or offensive
environment.

Implicit in the above definition is that sexual innuendos, jokes, comments, pictures, displays of
sexually suggestive materials, or questions are included in the prohibited conduct.
Also implicit in the definition is that the policy applies equally between the sexes.
(Middleborough School Committee Policy ACAB - Sexual Harassment Policy)

Sexual Harassment Within the School Environment
The Middleborough Public Schools expects that each and every employee and/or student respect
the rights of co-workers and/or fellow students in a comfortable and harassment-free school.
To work toward this level of mutual respect and understanding, an employee/student should let
another employee/student know when that person's behavior, or activity is considered offensive
and/or leads to uncomfortable working/learning conditions. Once made aware that such a
condition exists, such behavior will be investigated and acted upon.
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(Middleborough School Committee Policy ACAB - Sexual Harassment Within the School
Environment)

Staff Internet and Network Acceptable Use Policy
The Middleborough Public School system provides Internet access for students and staff for
educational purposes to transform teaching and learning The Middleborough Public Schools
expects that students and staff will use this access in a manner consistent with this purpose. The
Middleborough Public Schools encourages the use of technology to assist staff and students with
academic success, preparation for the workplace, and lifelong learning therefore ensuring that
students develop 21st century skills. Users are digital citizens and use information and
technology in safe, legal, and responsible ways.
(Middleborough School Committee Policy IJNDBC - Internet and Network Acceptable Use
Policy (For Staff))

Teaching About Controversial Issues
An important goal of the schools is to help prepare students for intelligent and conscientious
participation as citizens in our democratic society. One step toward meeting this goal is to
introduce students to reasoned and dispassionate approaches to the analysis of contemporary
social and political issues. To insure that these issues can be examined in an atmosphere as free
from emotion and prejudice as the times permit, the following guidelines for discussion of
controversial issues in the schools:
1) Controversial issues selected by teachers for classroom discussion must relate directly to
the objectives and content of courses approved by the School Committee for inclusion in
the curriculum.
2) The teachers' right to introduce controversial issues in classroom presentations does not
include the right of advocacy. Teachers must refrain from using their positions to express
partisan points of view.
3) The approach to discussion of these issues in the classroom must be objective and
scholarly with minimum emphasis on opinion and maximum emphasis on intelligent
analysis.
4) Teachers must ensure that the reasoned arguments of all sides of an issue are given equal
presentation and emphasis in classroom discussions.
5) Teachers may invite visitors from outside the schools to give presentations on
controversial issues when the visitors offer qualifications and resources not available in
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the schools. All visitors are to be guided by the standards of language usage that prevail
in the classrooms and by the standards of scholarly inquiry set forth above. Whenever
possible, teachers who invite visitors to present one side of an issue will also invite
visitors to present the other side(s).
6) In all cases teachers must obtain from the appropriate Principal permission to invite
visitors for classroom presentations. Permission must be requested at least 48 hours
before the scheduled time of presentation.
(Middleborough School Committee Policy IMB - Teaching About Controversial
Issues/Controversial Speakers)
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Health and Wellness Policy
The Middleborough Public Schools are committed to providing a school environment that
promotes and protects children’s health, well-being, and ability to learn by supporting nutrition
and physical activity education that promotes lifelong wellness while still providing healthy
choices. We also believe that a staff that engages in a healthy lifestyle supports our objective of a
healthy school community. The district believes that we will achieve success in this endeavor
through the combined efforts of the school community, parents, and the community at large.
The following are the major highlights of the Health and Wellness Policy as related to the
day-to-day function of our classrooms:
● There will be no sharing of food at any time of the school day.
● Classroom parties for holidays and other special occasions will not include food items for
Preschool through grade 8. Special events involving food may be allowed at the High
School level only with prior approval from the principal in consultation with the Food
Service Director and the School Nurse/School Nurse Leader. All foods provided during
the school day must be in compliance with the Nutrition Standards for Competitive Foods
and Beverages in Public Schools regulations (105 CMR 225.000).
● Schools will not use food or beverages as rewards for good behavior or academic
achievement unless it is part of a student’s Individual Educational Plan or directed by a
Medical Professional.
● Prohibit the sale of low nutritional food items on school grounds up to 30-minutes before
the beginning of the school day until 30-minutes after the end of the school day. This
exemption shall not apply to competitive foods sold through vending machines, which
shall comply with these standards at all times.
(Middleborough School Committee Policy ADF - Wellness Policy)
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Life Threatening Allergy Protocol
This Protocol is designed to protect students, staff, and visitors with Life Threatening Allergies
while at school, at all school-related activities, and on the school bus. The key to safety with
Life Threatening Allergies is awareness and prevention. Allergy Aware Classrooms will be
designated by the building administrators and be clearly labeled with appropriate signs to
identify them. Informational notices will be sent home to parents/guardians of all students in
Allergy Aware Classrooms identifying restricted food items and requiring a parent/guardian
signature confirming acknowledgment.
The following protocols apply to classrooms and teachers:
● Teachers/staff will complete Allergy Awareness Education and be encouraged to
participate in EpiPen Training.
● All Teachers will be familiar with the Individualized Health Care Plan( IHCP) of students
in their classroom and the emergency protocol in the Medical Emergency Response Plan.
Student Emergency Action Plans will be included in Substitute Folders.
● In the event of an allergic reaction (with no known allergic history), the school nurse
will be called immediately and the school’s Emergency Medical Response Plan will be
initiated. The school nurse will assess the student and determine if Emergency Medical
Services (911) should be called.
● In the event of an allergic reaction (with known allergic history), the student’s IHCP
will be followed. The Emergency Medical Response Plan will be initiated. If applicable,
the student’s EpiPen may be administered by a trained staff member and Emergency
Medical Services (911) will be called requesting an Advanced Life Support Ambulance.
● The classroom will be able to communicate with the school nurse by intercom, telephone,
walkie-talkie or cell phone.
● Information will be kept about students’ allergies in the classroom in a confidential
manner. In the case of a food allergy, the identified foods will not be used for projects,
arts, crafts, science experiments, cooking, or other purposes.
● Sharing and trading of food will be prohibited.
● Restricted foods will be discouraged in the classroom.
● Teachers will check each day to be sure all EpiPens are in designated locations if
applicable.
● All adults and children will be taught to wash hands before and after food handling and
consumption.
● If an animal is present in the classroom, care will be taken to identify the ingredients in
their food as some animal feeds contain peanuts.
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● If a classroom is used for meals, students in Allergy Aware Classrooms will follow the
Classroom snack procedure identified below.
● Other life-threatening allergen- free tables will be provided as needed.
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Criminal Offender Record Information (CORI) Requirement
It is the policy of the Middleborough School Committee that all available Criminal Offender
Record Information (CORI) from the criminal history systems board of prospective employee(s)
or volunteer(s) of the school department including any individual who regularly provides school
related transportation to children, who may have direct and unmonitored contact with children,
prior to hiring the employee(s) or to accepting any person as a volunteer.
The Superintendent, Principal, or their certified designees shall periodically, but not less than
every three years, obtain all available Criminal Offender Record Information from the criminal
history systems board on all employees and volunteers.
(Middleborough School Committee Policies ADDA, ADDA-R, ADDA-E-1,and ADDA-E-2 CORI Requirements)
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Substance Abuse Policy
The Middleborough Public Schools is committed to the prevention of alcohol, tobacco and other
substance use.
No person may use, possess, sell, distribute, or be "under the influence" of alcohol or other
substances, nor may use or possess drug paraphernalia, on school grounds or at school-sponsored
events, except drugs as prescribed by a physician. The terms "alcohol and other substances" shall
be construed throughout this policy to refer to the use of all substances including, but not limited
to, alcohol, tobacco, inhalants, marijuana, cocaine, LSD, PCP, amphetamines, heroin, and any of
those substances commonly referred to as “designer drugs.” The inappropriate use of
prescription and over-the-counter drugs shall also be prohibited.
The Middleborough Public Schools will use the following beliefs as guides for the development
of its substance use/abuse prevention efforts and for any disciplinary measures related to alcohol
and other substances:
● Alcohol, tobacco, and other substance use/abuse is preventable and treatable.
● Alcohol and other substance use inhibits the schools from carrying out its central mission
of educating students.
● The behavior of the Middleborough School Committee, the administration, and all school
staff should model the behavior asked of students.
(Middleborough School Committee Policy ADB - Substance Abuse Policy)
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Tobacco Free Schools
The Smoke-Free Workplace Law (MA General Laws Ch. 270, Section 22) mandates that
enclosed workplace with one or more employees must be smoke free. Also, according to the
Education Reform Act we “prohibit the use of any tobacco products
buildings, the school facilities or on the school grounds or on school buses by any
individual, including school personnel.”
(https://malegislature.gov/Laws/GeneralLaws/PartI/TitleXII/Chapter71/Section37H)
Smoking or the use of tobacco within school buildings, the school facilities or on school property
or buses, by any individual, including school personnel is prohibited.
Staff members who violate this policy will be referred to their immediate supervisor.
(Middleborough School Committee Policy GBED - Tobacco Use on School Property by Staff
Members)

Employee Assistance Program
The Town of Middleborough provides an Employee Assistance Program through Mass4You for
all employees. The Employee Assistance Program provides free, confidential help at several
locations. Services offered include counseling, referral, and follow-up for employees who may
be experiencing difficulty or concern with one or more personal issues such as: drug/alcohol
abuse, emotional problems, marital and family problems, legal concerns and financial troubles.
Be assured that the EAP is totally confidential. No identifying information about who uses the
service is given to the Town. To take advantage of this free, confidential service or ask any
questions, call 1-844-263-1982. You can also access resources through
https://www.liveandworkwell.com/. A specially trained counselor can assist 24 hours a day, 7
days a week.
You can also contact our Integration Specialist via the following information:
Adam Mintz, LMHC
T: 763-732-6286
adam.mintz@optum.com
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Family Resource Center
The Middleborough Public Schools is proud to offer our Family Resource Center as a means of
providing support and access to services for our students and families. The goal of our Family
Resource Center is to engage and serve the families of Middleborough who want to become
informed about local resources and connect with local providers. The Family Resource Center
works diligently to establish and maintain relationships with community partners in order to
share accurate information about the services that provide to families.

Our Family Resource Center offers families of the Middleborough Public Schools with support
to accessing resources and information regarding, but not limited to the following: childcare,
emotional and behavioral health services, employment, extracurricular programming, health
insurance, housing and transportation, nutrition and clothing, parenting workshops, school
transition, social skills groups, support groups, tutors, and more.
Ms. Meg Quirke - Family Resource Center Coordinator
Henry B. Burkland Elementary School
41 Mayflower Avenue
Phone Number: (508)946-2040 x 4319
Email: mquirke@middleboro.k12.ma.us
Website: http://middleborofamilyresourcecenter.blogspot.com/
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Mandated Reporter
Under Massachusetts law (Ch. 119, sections 51A-E) all educators and any persons paid to care
for, or work with, a child in any public or private facility are mandatory reporters of suspected
abuse or neglect of a child under the age of 18. It is vitally important for each staff person to
understand that he/she is a mandated reporter. It is not solely the responsibility of the guidance
counselor, school adjustment counselor, or principal.
Because the educational leader of the school should be fully informed and because allegations of
child abuse/neglect can be very difficult for staff, the following procedure should be adhered to:
1. Any mandatory reporter who is a staff person or itinerant staff person in the
Middleborough Public Schools must report an allegation of child abuse/neglect to the
principal of the school or his/her designee.
2. When necessary, the principal or his/her designee will assist the mandatory reporter to
file a verbal and then written report to the Department of Children and Families (DCF).
Please be advised that, according to DCF guidelines, “if the principal (person in charge) or
his/her designee advises against filing a report, the staff member retains the right to contact DCF
directly.”
Please view Appendix C for documents pertaining to mandated reporting. You may also consult
with your Principal, the Director of Pupil Personnel Services, or your Special Education
Coordinator if you have questions.
(Middleborough School Committee Policy JL - Student Welfare)

Physical Restraint Overview
603 CMR 46.00 governs the use of physical restraint on students in publicly funded elementary
and secondary education programs, including all Massachusetts public school districts, charter
schools, virtual schools, collaborative education programs, and the school day of special
education schools approved under 603 CMR 28.09, as provided in 603 CMR 18.05(5)(h). These
regulations apply to all public education programs, including school events and school sponsored
activities.
A physical restraint is the use of bodily force to limit a student’s freedom of movement.
Touching or holding a student without the use of force is not a physical restraint; examples of
such include physical escort, touching to provide instructional assistance, and other forms of
physical contact that do not include the use of force.
Physical restraint shall be used only in emergency situations of last resort, after other lawful and
less intrusive alternatives have failed or been deemed inappropriate, and with extreme caution.
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School personnel shall use physical restraint with two goals in mind:
(a) To administer a physical restraint only when needed to protect a student and/or a member of
the school community from assault or imminent, serious, physical harm; and
(b) To prevent or minimize any harm to the student as a result of the use of physical restraint.
Only Middleborough Public Schools personnel who have received training pursuant to the
Regulations shall administer physical restraint on students. Whenever possible, the
administration of a restraint shall be witnessed by at least one adult who does not participate in
the restraint. Nothing in this policy shall preclude a teacher, employee or agent of the
Middleborough Public School from using reasonable force to protect students, other persons or
themselves from assault or imminent, serious, physical harm. When administering a physical
restraint, trained staff shall comply with the requirements regarding use of force, method,
duration of the restraint, and safety, as set forth in the Regulations.
(Middleborough School Committee Policy JKAA - Policy On Restraint Of Students)

Mandatory Trainings
Each school district in the Commonwealth of Massachusetts is required to provide annual
mandated training on topics outlined by the Massachusetts Department of Elementary and
Secondary Education. The Middleborough Public Schools houses these mandatory trainings on
our district website under Human Resources and then Mandatory Trainings for Staff. Staff
members are expected to go through the individual training documents and then sign off on the
confidentiality and verification forms provided on the Mandatory Training website. These forms
should then be turned in to your principal’s administrative assistant.

Field Trips
Field trips can bring the school and the community closer together, which can result in real life
experiences that enrich the curriculum for students and also bring about better public relations.
The School Committee will also encourage field trips as an integral part of the instructional
programs in the schools. The basic expectations for field trips are as follows:
1)
2)
3)
4)

All students have parental permission for trips.
All trips are properly supervised.
All safety precautions are observed.
All trips contribute substantially to the educational program.

All out-of-state or extended (overnight) trips and excursions, except those required for student
participation in tournament competition or contests, must have advance approval of the School
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Committee. Fundraising activities for such trips will be subject to approval by the appropriate
Administrator.
Field trip applications must be submitted, minimally, four weeks prior to the date of the field
trip.
Out-of-state and late or overnight travel require School Committee approval no less than 30 days
prior to the date of the field trip.
(Middleborough School Committee Policy IJOA - Field trips)

Health Services Field Trip Protocol
In order to ensure the health and safety of our students, the following procedures are adhered to
when planning for field trips:
● Teaching staff/Administration will notify the school nurse of anticipated field trips with
sufficient notice (a minimum of four weeks) for the nurse to review the medical needs of
the students participating in the trip, contact parents as needed, and make arrangements
for students who have medical needs that must be met.
● Once the school nurse has accounted for the safety of all students attending the field trip
and has secured an appropriate trained staff member, nurse, or parent to accompany those
students with health care needs; the nurse will sign off for final approval by the building
principal.
● The school nurse will supply each trained staff member accompanying the field trip with
the required medication and equipment to ensure the health and safety of the students.
This will include a first aid kit and any medications needed for individual students. All
staff receives instructions to contact the school nurse with any questions or concerns that
arise on the trip.
You may access the complete Health Services Field Trip Protocol via this link.
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School Volunteers
Parents/guardians, business representatives, senior citizens, and other community volunteers are
recognized as important sources of support and expertise to enhance the instructional program
and vital communication links with the community. School volunteer work shall be coordinated
in cooperation with building administrators.
All volunteer workers within the school system shall be subject to a Criminal Offender Record
Information (CORI) check through the Superintendent's office.
(Middleborough School Committee Policy IJOC - School Volunteers)

Table of Contents

Page 51 of 80

Accessing District Staff Only Information
Our district website hosts information that is accessible only to staff. In order to access this
information you will need to sign-in to the district webpage. Please following the steps below:
1) Please navigate to www.middleboro.k12.ma.us
2) Click on the sign-in button in the upper right hand corner of the page

3) Enter the credentials given to you by the Technology Department to sign-in

4) Once logged in, navigate to the Staff
tab and while hovering over you will
see the option to select DISTRICT
STAFF ONLY. Here you will find such
items as forms, collective bargaining
agreements, and more.
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Technology and Maintenance Requests
Our district uses SchoolDude to manage “help slips” for technology and maintenance requests.
You may find the link to SchoolDude via the district homepage, under quick links. All staff
members may submit technology requests through SchoolDude, but only building administrators
may submit maintenance requests. If you have a maintenance issue, please contact your building
administrator.
It is to the benefit of the Technology Department that we use SchoolDude. Do not stop the
technicians in the hall to assist you with technology related issues. If you stop them in the hall
you are more than likely delaying them to assist a colleague who did submit a request through
SchoolDude.
When submitting request through SchoolDude, you will need a submittal password. Our
district’s password is mps1669.
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Guidelines for Course Approval, Tuition Reimbursement, and
Salary Lane Changes
IMPORTANT – You must have all courses approved prior t o taking them. You will not receive
credit or reimbursement for courses that have not been pre-approved. The Superintendent
reserves the right to deny any course based on it not fitting the criteria suggested in the contract
or not meeting the content area under the realm of one’s position.
ARTICLE V
APPLICATION OF THE SALARY SCHEDULE – Course Approval & Reimbursements
E. Teachers shall be reimbursed for tuition and fees for credit-bearing course(s) subject to prior
approval of the Superintendent. Full reimbursement shall be one-thousand dollars ($1000)
maximum per teacher per year with an annual District-wide maximum of $36,500. If the total
tuition exceeds $36,500 District-wide, individual tuition reimbursement shall be paid on a
prorated basis. A teacher must attain a grade of B minus or better or a passing grade, if graded on
a “pass-fail” basis, to qualify for reimbursement of tuition and fees. A nurse who voluntarily
pursues professional development through conferences and/or workshops outside the school day
shall be reimbursed for the cost of the activity, provided she receives advance approval from the
Head Nurse and the Principal, but the nurse shall not be compensated for time she spends at the
conference or workshop. Such approval will not be unreasonably withheld.
F. Any teacher receiving graduate credits which entitle him/her to receive a salary based upon
another schedule shall be compensated at the rate provided by said other salary schedule
provided that the teacher has applied in writing for the change no later than September 1 or
January 1 for a ‘lane change’ occurring on the following January 1 or September 1, respectively
and further provided that teacher has provided proof of such graduate credits prior to the ‘lane
change.’
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IMPORTANT – You must abide by the deadlines below for lane changes (B to B+15/ M to
M+15, etc..)
You must apply in writing between January 1, 2018 and September 1, 2018 for a lane
change January 1, 2019
● You must apply in writing between September 1, 2018 and January 1, 2019 for a lane
change September 1, 2019
● You must apply in writing between January 1, 2019 and September 1, 2019 for a lane
change January 1, 2020
● You must apply in writing between September 1, 2019 and January 1, 2020 for a lane
change September 1, 2020
●

You can find the Course Approval and Reimbursement of Tuition Form u nder the Human
Resources tab on our District webpage and in Appendix B of this Guide. For questions or
assistance, please contact the Personnel and Payroll Technician in the Business Office.
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Short and Long-Term Leave of Absence
The Collective Bargaining Agreement between the Middleborough Public Schools and
Middleborough Education Association outlines the agreed upon language regarding short and
long term leaves of absence. Please consult the agreement for information pertaining to long
term leaves of absence.

Requesting Temporary Leaves of Absence
A temporary leave of absence is considered to fall into such categories as bereavement, jury
duty, military duty, personal day, professional day, legal proceedings, or unpaid leave.
Stipulations regarding these types of temporary leave may be found in the Collective Bargaining
Agreement.
If one wishes to take such leave you will need complete a Request for Leave form no less than 48
hours in advance, unless it is an emergency situation. The Request for Leave form can be
obtained in hard copy from your main office or digitally under the DISTRICT STAFF ONLY
portion of the website and in Appendix B of this guide.
Personal Days
Personal days are intended to conduct business that cannot be conducted during non-school
hours. Personal days are not to be used for recreational purposes nor in the pursuit of an outside
occupation. Personal days may be used for reasons that are approved by the Principal or for
bereavement of an individual not covered under Article XIV, Section B of the collective
bargaining agreement. Personal day requests before and or after a holiday or vacation require a
reason and are subject to the approval of the Superintendent.
Professional Days
Professional days are for the purpose of attending educational conferences, professional
meetings, training sessions, visiting schools, or other professional activities that promote
professional growth. When submitting the Request for Leave form, please attach documentation
regarding the activity and the prior approval granted by the Principal/Director.
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Jury Duty
If you are selected for jury duty, please complete the Request for Leave form and attach a copy
of the jury summons when you submit the form. Upon the completion of your service, please
submit the record of service documentation provided by the court within two weeks of
completing your jury service. Your paid absence for this type of leave is contingent upon
submitting this documentation.
If you are summoned to jury duty and the night before your call to service is canceled, then it is
expected that you will come to work on your previously approved day of absence.

Substitute Online
It is your responsibility to report your absence through our online system, Substitute Online
(https://www.substituteonline.com). This system is available 24 hours a day - 7 days a week. It is
highly recommended that you report your absence within 5 days or as soon as possible to ensure
identifying substitute teacher coverage. All categories of absences must be reported to this
system ( i.e. sick days, personal days, professional days, etc.).
If you are unable to log your absence 1 hour before the start of the school day please contact the
school directly, in addition to logging your absence online. If it is not feasible to access the
online system, please contact your school directly. Please view the Absence Reporting
Information for Teachers and ESPs located in Appendix
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Change of Address, Telephone Number, or Name
Any change of address, telephone number, or name must be done through the Payroll
Department in our Central Office by completing the Request of Name/Address Change form.
This form can be found under the Human Resources tab and then Forms and Information section
of the district website.
To change your address or telephone number, please complete the aforementioned change form
and forward the completed form to the Payroll Department at Central Office.
When changing your name you must complete the change form and submit the additional
required documentation. The following documentation is required to change your name:
● Request of Name/Address Change form,
● Copy of marriage certificate or divorce decree,
● Copy of your new social security card,
● Revised W-4 and M-4 tax forms, and
● Written notification from the MA Department of Elementary and Secondary Education
regarding your name change.
All of these documents must be submitted to the Payroll Department in order to process your
request.
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Educator Evaluation
Please see Appendix A for the link to the Educator Evaluation System Contract between the
Middleborough Public Schools and the Middleborough Education Association.

TeachPoint
TeachPoint (www.goteachpoint.com) is our district’s solution for management software for our
evaluation system. Guidance on using TeachPoint can be found within the help features of the
software and through our DISTRICT STAFF ONLY link through the Educator Evaluation
System webpage and the MIddleborough Public Schools Guidelines for the Educator Evaluation
System handbook.
First-time users of TeachPoint will receive an email asking them to register with TeachPoint.
This must be done in order to log-in.
When you do log-in you will need three credentials; district, username, and password. The
district name is as follows: middleboro. The username is the prefix to your email. You will
determine your own case-sensitive password upon registering with the application.
TeachPoint will be used to house Goal Setting, Observations, Formative Assessment/Evaluation,
and Summative Evaluation Forms. Evidence may also be collected through TeachPoint, but other
methods of sharing evidence may be used; such as a binder. Please follow the guidance provided
by your Evaluator.
A link to our TeachPoint Guidebook can be found in Appendix A.
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Appendix A - Educator Evaluation
Educator Evaluation System Contract
TeachPoint Guidebook
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Appendix B - Human Resource Documents
Mass4You - Employee Assistance Program (EAP)
Course Request and Reimbursement Form
Short Term Request for Leave Form
Gift Disclosure Form
Absence Reporting Information for Teachers and ESPs

Table of Contents

Page 61 of 80

Table of Contents

Page 62 of 80

Table of Contents

Page 63 of 80

Table of Contents

Page 64 of 80

Table of Contents

Page 65 of 80

Table of Contents

Page 66 of 80

Table of Contents

Page 67 of 80

Table of Contents

Page 68 of 80

Appendix C - Mandated Reporter
MGL Chapter 119, Section 51A
Mandated Reporter Guide
Child Abuse Reporting Form
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MA General Law Chapter 119, Section 51A
Section 51A. (a) A mandated reporter who, in his professional capacity, has reasonable cause to
believe that a child is suffering physical or emotional injury resulting from: (i) abuse inflicted
upon him which causes harm or substantial risk of harm to the child's health or welfare,
including sexual abuse; (ii) neglect, including malnutrition; (iii) physical dependence upon an
addictive drug at birth, shall immediately communicate with the department orally and, within 48
hours, shall file a written report with the department detailing the suspected abuse or neglect; or
(iv) being a sexually exploited child; or (v) being a human trafficking victim as defined by
section 20M of chapter 233.
If a mandated reporter is a member of the staff of a medical or other public or private institution,
school or facility, the mandated reporter may instead notify the person or designated agent in
charge of such institution, school or facility who shall become responsible for notifying the
department in the manner required by this section.
A mandated reporter may, in addition to filing a report under this section, contact local law
enforcement authorities or the child advocate about the suspected abuse or neglect.
(b) For the purpose of reporting under this section, hospital personnel may have photographs
taken of the areas of trauma visible on the child without the consent of the child's parents or
guardians. These photographs or copies thereof shall be sent to the department with the report.
If hospital personnel collect physical evidence of abuse or neglect of the child, the local district
attorney, local law enforcement authorities, and the department shall be immediately notified.
The physical evidence shall be processed immediately so that the department may make an
informed determination within the time limits in section 51B. If there is a delay in processing,
the department shall seek a waiver under subsection (d) of section 51B.
(c) Notwithstanding subsection (g), whoever violates this section shall be punished by a fine of
not more than $1,000. Whoever knowingly and willfully files a frivolous report of child abuse or
neglect under this section shall be punished by: (i) a fine of not more than $2,000 for the first
offense; (ii) imprisonment in a house of correction for not more than 6 months and a fine of not
more than $2,000 for the second offense; and (iii) imprisonment in a house of correction for not
more than 21/2 years and a fine of not more than $2,000 for the third and subsequent offenses.
Any mandated reporter who has knowledge of child abuse or neglect that resulted in serious
bodily injury to or death of a child and willfully fails to report such abuse or neglect shall be
punished by a fine of up to $5,000 or imprisonment in the house of correction for not more than
21/2 years or by both such fine and imprisonment; and, upon a guilty finding or a continuance
without a finding, the court shall notify any appropriate professional licensing authority of the
mandated reporter's violation of this paragraph.
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(d) A report filed under this section shall contain: (i) the names and addresses of the child and the
child's parents or other person responsible for the child's care, if known; (ii) the child's age; (iii)
the child's sex; (iv) the nature and extent of the child's injuries, abuse, maltreatment or neglect,
including any evidence of prior injuries, abuse, maltreatment or neglect; (v) the circumstances
under which the person required to report first became aware of the child's injuries, abuse,
maltreatment or neglect; (vi) whatever action, if any, was taken to treat, shelter or otherwise
assist the child; (vii) the name of the person or persons making the report; (viii) any other
information that the person reporting believes might be helpful in establishing the cause of the
injuries; (ix) the identity of the person or persons responsible for the neglect or injuries; and (x)
other information required by the department.
(e) A mandated reporter who has reasonable cause to believe that a child has died as a result of
any of the conditions listed in subsection (a) shall report the death to the district attorney for the
county in which the death occurred and the office of the chief medical examiner as required by
clause (16) of section 3 of chapter 38. Any person who fails to file a report under this subsection
shall be punished by a fine of not more than $1,000.
(f) Any person may file a report under this section if that person has reasonable cause to believe
that a child is suffering from or has died as a result of abuse or neglect.
(g) No mandated reporter shall be liable in any civil or criminal action for filing a report under
this section or for contacting local law enforcement authorities or the child advocate, if the report
or contact was made in good faith, was not frivolous, and the reporter did not cause the abuse or
neglect. No other person filing a report under this section shall be liable in any civil or criminal
action by reason of the report if it was made in good faith and if that person did not perpetrate or
inflict the reported abuse or cause the reported neglect. Any person filing a report under this
section may be liable in a civil or criminal action if the department or a district attorney
determines that the person filing the report may have perpetrated or inflicted the abuse or caused
the neglect.
(h) No employer shall discharge, discriminate or retaliate against a mandated reporter who, in
good faith, files a report under this section, testifies or is about to testify in any proceeding
involving child abuse or neglect. Any employer who discharges, discriminates or retaliates
against that mandated reporter shall be liable to the mandated reporter for treble damages, costs
and attorney's fees.
(i) Within 30 days of receiving a report from a mandated reporter, the department shall notify the
mandated reporter, in writing, of its determination of the nature, extent and cause or causes of the
injuries to the child and the services that the department intends to provide to the child or the
child's family.
(j) Any privilege relating to confidential communications, established by sections 135 to 135B,
inclusive, of chapter 112 or by sections 20A and 20B of chapter 233, shall not prohibit the filing
of a report under this section or a care and protection petition under section 24, except that a
priest, rabbi, clergy member, ordained or licensed minister, leader of a church or religious body
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or accredited Christian Science practitioner need not report information solely gained in a
confession or similarly confidential communication in other religious faiths. Nothing in the
general laws shall modify or limit the duty of a priest, rabbi, clergy member, ordained or licensed
minister, leader of a church or religious body or accredited Christian Science practitioner to
report suspected child abuse or neglect under this section when the priest, rabbi, clergy member,
ordained or licensed minister, leader of a church or religious body or accredited Christian
Science practitioner is acting in some other capacity that would otherwise make him a mandated
reporter.
(k) A mandated reporter who is professionally licensed by the commonwealth shall complete
training to recognize and report suspected child abuse or neglect.
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