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NON-DISCRIMINATION 
 
LEARN is committed to a policy of equal opportunity/affirmative action for all qualified persons. LEARN does 
not discriminate in any employment practice, education program, or educational activity on the basis of race, 
color, religious creed, sex, age, national origin, ancestry, marital status, sexual orientation, disability (including, 
but not limited to, mental retardation, past or present history of mental disability, physical disability or learning 
disability), genetic information, gender identity or expression or any other basis prohibited by Connecticut state 
and/or federal laws and provides equal access to designated youth groups. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
LEARN 
Adopted: May 12, 2011 
Revised:  September 8, 2011 
Revised:  October 10, 2013 
Revised:  October 9, 2014 



 
 
LEARN GRIEVANCE PROCEDURE FOR TITLES VI AND IX, SECTION 504 
 
Informal 
 
A. Any student, parent/guardian, staff member, or applicant to a program who feels that he/she has been 

discriminated against on the basis of race, color, national origin, sex, or handicap shall contact the 
designated Compliance Coordinator within 30 days of the alleged occurrence to discuss the nature of the 
complaint.  The Compliance Coordinator shall maintain a written record which shall contain the following: 

 
1.  Full name and address of the complainant 
2.  Full name and position of the person(s) who allegedly discriminated against the complainant. 
3.  A concise statement of the facts constituting the alleged discrimination. 
4.  Dates of the alleged discrimination. 

 
B. At the time the alleged discrimination complaint is filed, the Compliance Coordinator shall review and 

explore grievance procedures with the complainant and answer any questions.  The Compliance 
Coordinator shall begin investigating the complaint as soon as practical, but in no case, more than ten (10) 
working days from the time the complaint was received.  Within this time limit the Compliance 
Coordinator shall meet informally with the complainant and the individual(s) against whom the complaint 
was lodged, and shall provide confidential counseling where advisable and shall finally seek an informal 
agreement between the parties concerned.  Every attempt shall be made to seek a solution and resolve the 
alleged discrimination complaint at this level. 

 
C. If the complainant is not satisfied with these initial informal procedures and within twenty (20) working 

days from the date of the original discussion with the Compliance Coordinator, more formal procedures 
may be initiated by the complainant to future explore and resolve the problem internally. 

 
Formal Procedure 
 
A. Level One - Program Coordinator/Director 
 

1.  The grievant shall file a written formal grievance with the program coordinator/director specifying the 
alleged discrimination. 

 
2.  Within five (5) working days after the receipt of this formal grievance, the program coordinator/director 
will hold a meeting with the grievant. 

 
3.  The program coordinator/director shall, within four (4) working days after the hearing, render a decision 
and reasons in writing to the grievant. 

 
B. Level Two - Executive Director 
 

1.  If the grievant is not satisfied with the disposition of the grievance at Level One, the grievant, within 
five (5) working days after the decision or seven (7) working days after the Level One meeting, file the 
grievance with the Executive Director. 

 
2.  The Executive Director shall, within five (5) working days after the receipt of the grievance, meet with 
the grievant. 

 



 
 
3.  The Executive Director shall, within five (5) workings days after such meeting, render a decision and 
the reasons in writing to the grievant. 

 
C. Level Three - LEARN  
 

1.  If the grievant is not satisfied with the disposition of his/her grievance at Level Two, he/she may, within 
five (5) working days after the receipt of the decision or eight (8) workings days after the meeting with the 
Executive Director, file the grievance with the LEARN Board of Directors. 

 
2.  The LEARN Board of Directors or a committee thereof shall, within ten (10) working days after the 
receipt of the grievance, meet with the grievant for the purpose of resolving the grievance. 

 
3.  The LEARN Board of Directors or a committee thereof shall, within five (5) working days after such 
meeting, render its decision and the reasons in writing to the grievant. 

 
Any person may also file a complaint of illegal discrimination with the Office for Civil Rights, Washington, 
D.C., at the same time he/she files the grievance during or after use of the grievance process, or without using 
the grievance process at all.  If a complaint is filed with the Office for Civil Rights, it must be filed in writing no 
later than 180 days after the occurrence of the possible discrimination. 
 
Compliance Coordinator for Title VI Compliance Coordinator for Title IX 
and Section 504 
 
Kate Ericson  Kate Ericson 
or   or 
 
Bridgette Gordon-Hickey Tina Mannarino 
LEARN  LEARN 
44 Hatchetts Hill Road 44 Hatchetts Hill Road 
Old Lyme, CT  06371 Old Lyme, CT  06371 
860-434-4800 860-434-4800 
 
Adopted September 11, 1986.  Effective upon passage 
Revised:  November 18, 1996 
Revised: February 13, 2012 
Revised: November 5, 2015 
Revised: April 19, 2017 
Revised: October 30, 3017 
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SEX DISCRIMINATION AND SEXUAL HARASSMENT (STUDENTS) 

 
It is the policy of LEARN that any form of sex discrimination or sexual harassment is prohibited, 
whether by students, LEARN employees or third parties subject to the control of LEARN. 
Students, LEARN employees and third parties are expected to adhere to a standard of conduct that 
is respectful of the rights of students. Any student or employee who engages in conduct prohibited 
by this policy shall be subject to disciplinary action. 
 

The Executive Director of LEARN shall develop Administrative Regulations 
implementing this Policy. 

 

Definitions 
 

Sex discrimination occurs when a person, because of his or her sex, is denied 
participation  

in or the benefits of any education program receiving federal financial assistance. 
 

Sexual harassment:  In a school setting, sexual harassment is conduct that 1) is 
sexual in nature; 2) is unwelcome; and 3) denies or limits a student's ability to 
participate in or benefit from a school's educational program.  Sexual harassment 
can be verbal, nonverbal or physical. Sexual violence is a form of sexual harassment. 
Sexual harassment creates a hostile environment if the conduct is sufficiently severe 
or pervasive 
Such that it interferes with or limits a student's ability to participate in or benefit 
from the school's program. Although not an exhaustive list, the following are 
examples of sexual conduct prohibited by this policy: 

 

1. Statements or other conduct indicating that a student's submission 
to, or rejection of, sexual overtures or advances will affect the 
student's grades and/or other all academic progress. 

 
2. Unwelcome attention and/or advances of a sexual nature, including 

verbal comments, sexual invitations, leering and physical touching. 
 

3. Display of sexually suggestive objects, or use of sexually 
suggestive or obscene remarks, invitations, letters, emails, text 
messages, notes, slurs, jokes, pictures, cartoons, epithets or 
gestures. 

 

 4. Touching of a sexual nature or telling sexual or dirty jokes. 

5. Transmitting or displaying emails or websites of a sexual nature. 
 

6. Using computer systems, including email, instant messaging, 
text messaging, blogging or the use of social networking 
websites, or other forms of electronic communications, to 
engage in any conduct prohibited by this policy. 

 
Sexual Violence:  Sexual violence is a form of sexual harassment. For the purposes of this policy, 
sexual violence refers to physical acts that are sexual in nature, perpetrated against a person's will 
or where a person is incapable of giving consent due to the victim's use of drugs or alcohol. 
 

 



 
Procedure 

 

It is the express policy of LEARN to encourage victims of sex discrimination or sexual 
harassment to report such claims.  Students are encouraged to promptly report 
complaints of sex discrimination or sexual harassment to the appropriate personnel, as 
set forth in the Administrative Regulations implementing this Policy. The district will 
investigate such complaints promptly, take interim measures, and take corrective 
action where appropriate. The district will maintain confidentiality to the extent 
appropriate.  The district will not tolerate any reprisals or retaliation that occur as a 
result of the good faith reporting of  charges of sexual harassment or sex discrimination. Any such reprisals or retaliation will 

     result in disciplinary action against the retaliator. 
 

The school district will periodically provide staff development for district 
administrators, and periodically distribute this Policy and the implementing 
Administrative Regulations to staff and students in an effort to maintain an 
environment free of sexual discrimination 
and sex harassment. 

 

Sex discrimination and/or sexual harassment may also constitute bullying 
behavior under the Board's Bullying Behavior in the Schools Policy. 

 
Legal References: United States Constitution, Amendment XIV 

 

Title IX of the Education Amendments of 1972, 20 U.S.C. 
§ 1681, et seq. 

 

Title IX of the Education Amendments of 1972, 34 C.F.R § 
106.1, et seq. 

 
Gebser v. Lago Vista Independent School District, 524 U.S. 274 (1998) 

 
Davis v. Monroe County Board of Education, 526 U.S. 629 (1999) 

 
· Office for Civil Rights, U.S. Department of Education, 
Revised Sexual Harassment Guidance: Harassment of 
Students by School 
Employees, Other Students, or Third Parties, 66 Fed. Reg. 
5512 (Jan. 19, 2001). 

 
Office for Civil Rights, U.S. Department of Education Dear 
Colleague Letter: Sexual Violence (April 4, 2011). 

 
Constitution of the State of Connecticut, Article I, Section 20. 

  42 U.S.C. 2000e "Title VII" 
29 C.F.R. 1604.11 EEOC Guidelines on Sexual 
Harassment Connecticut General Statutes 46a-60(a)(8) 

 
 

Policy adopted: 
Revised: September 11, 
1997  
Revised: April 6, 2017 
LEARN 

 



 
 
 
 

LEARN 
Harassment Complaint (Part 1) 

Complaint Form 
 
Name of Student __________________________________________________ 
Name of Complainant (if not student) _________________________________ Date___________ 
Home Address ____________________________________________________ Phone__________ 
LEARN Program___________________________________________________ 
Program Location _________________________________________________ 
Teacher/staff______________________________________________________ 
Person(s) complaint is against: 
___________________________ Address_________________________________ Phone _____________ 
___________________________ Address_________________________________ Phone _____________ 
 
Type of Harassment Alleged: 
____Racial/Ethnic ____Religious ____Disability 
____Sexual ____Gender  ____Other (Please specify)_____________________________ 
 
Incident:  Date____________ Time ________________ Place_____________________________________ 
Describe the incident (verbal and nonverbal behaviors): 
 
 
 
 
 
List any related prior incidents: 
 
 
 
List potential witnesses/observers: 
 
__________________________________________________________________________________________ 
Name  Position/Relationship  Address/Phone Number 
 
__________________________________________________________________________________________ 
Name  Position/Relationship  Address/Phone Number 
 
Signatures: Complainant_______________________ Parent __________________________Date __________ 
 
LEARN Investigator/Adjudicator ________________________________________________Date__________ 
 
Cc: LEARN Executive Director 
Procedures for Policy 5005 and 5006 



LEARN 
Harassment Complaint (Part 2) 

Investigator/Adjudicator Report Form 
 
Name of Student ____________________________________________________________________ 
Name of Complainant (if not student)____________________________________________________ 
Date Complaint Lodged ________________________ 
Person(s) complaint is against__________________________________________________________ 
 
Persons Interviewed: 
 
 
 
 
 
Incident Findings: 
 
 
 
 
 
 
 
 
 
Actions/Resolution Recommended by Complaint Adjudicator: 
 
 
 
 
 
 
 
Signature of LEARN Investigator/Adjudicator_______________________________Date _______________ 
 
Signature of Executive Director __________________________________________ Date_______________ 
 
Procedures for Policy 5005 and 5006 



Harassment Complaint 
Investigator/Adjudicator Guidelines 

 
 
 
Investigate promptly; adjudicate “with all deliberate speed” 
Investigating:  Maintain a position of neutrality when gathering facts, perceptions and perspectives. 
Interview thoroughly.  Keep the focus on the specific complaint. 
 
Document clearly and carefully the results of meetings with complainant, alleged offender, and third parties.  
Share any variance in accounts and/or perceptions with both parties as appropriate. 
 
When meeting with alleged offender, provide as detained a description of the complaint situation as possible. 
 
Stress the importance of confidentiality to all parties. 
 
Adjudicating:  At this point, shift vantage point to determining the findings and the appropriate actions(s) to be 
taken. 
 
Bear in mind that the alleged offender may have perpetrated a single incident of severe harassment or a 
persistent pattern or series of less severe harassment.  Both or neither may apply. 
 
Depending on the nature and extent of the conduct and the context (“totality of circumstances”) in which the 
conduct occurred, a range of actions could be recommended/employed: 
 
 

• At the adjudicator level such as: 
o No action warranted (untrue or inaccurate allegations) 
o Formal or informal apologies 
o Admonitions about consequences 
o Warnings to cease and desist 
o Counseling Program 
o Mutually agreeable conflict resolution or mediation strategies 
o Disciplinary action 
o Referral to civil authorities/police 

 
• At the program level in conjunction with the sending LEARN, such as: 

o Any of the above 
o Severe disciplinary action 
o Referral to civil authorities/police 
o Criminal charges 

 
 
 
Procedures for Policy 5005 and 5006 
  



     
5006 

Students 
STUDENT HARASSMENT POLICY 
 
 
It is the policy of LEARN to maintain a learning and working environment which is free of any form of 
harassment.  This policy has application at all levels of student to student contact.  All harassing behaviors 
are strongly prohibited including those based on, but not limited to race, color, national origin, ethnicity, 
sex/gender, disability, sexual orientation and religion.  LEARN will provide students and families with 
printed copies of this policy, procedures, and the compliance process on an annual basis. 
 
It shall be violation of this policy for any student to harass a student or others through any inappropriate, 
violent or nonviolent, conduct or communication.  It shall be a violation of this policy for any student to 
inflict, threaten to inflict, or attempt to inflict harm upon any student or others related to race, color, 
national origin, ethnicity, sex, gender, disability, sexual orientation and/or religion. 
 
LEARN will act to investigate and resolve all complaints, either formal or informal, verbal or written, of 
such harassment or perceived harassment and will discipline or take appropriate action against any student 
who is found to be in violation of this policy. 
 
Harassment consists of physical or verbal conduct which is sufficiently severe, pervasive or persistent so 
as to interfere with, or limit the ability of an individual to participate in, or benefit from LEARN’s 
programs and activities, and which is related to an individual’s race, color, national origin, ethnicity, 
religion, disability, sex/gender or sexual orientation.  Sexual harassment consists of unwelcome sexual 
advances, requests for sexual favors, sexually motivated physical or other verbal or physical conduct or 
communication of a sexual nature. 
 
It is the expressed policy of the LEARN Board of Directors to encourage victims of harassment to report 
such claims.  Any student or parent/guardian of a student who believes that the student has been the victim 
of harassment, or has questions about this issue, should seek the help of the LEARN administrator(s) or an 
adult whom they trust, such as a teacher, counselor, nurse or psychologist.  The LEARN administrator or 
designee shall be advised of the concern immediately and will report to the Executive Director. 
 
Legal References: Title IX of the Educational Amendment of 1972, with regulations at 34 CRF  
   106, as amended. 
 

Title VII of the Civil Rights Act of 1964, 42 U.S.C. 2000e. 
 

Equal Employment Opportunity Commission Policy Guidance on Current  
   Issues of Sexual Harassment, effective March 19, 1990 (N-915.050 
 

Connecticut General Statutes 46a-60, et seq. 
 

Constitution of the State of Connecticut, Article 1, Section 20 
 
Policy Adopted: September 14, 2000 
LEARN 
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Student Harassment Complaint Procedures 
 
 

I. If a student believes he/she is being or has been harassed, that student should, if 
possible and with safety in mind, immediately inform the harasser that his/her behavior 
is unwelcome, offensive, in poor taste, or highly inappropriate. 

 
2. As soon as a student feels that he or she has been subjected to harassment, he or she 

should make an oral complaint to a LEARN administrator( s) or an adult whom they 
trust, such as a teacher, counselor, nurse, or psychologist.  The LEARN administrator or 
designee shall be advised of the concern immediately. 

 
3. The complainant will be provided a copy of this policy and regulation and made 

aware of his/her rights. 
 

4. The complainant shall make a written complaint. If the complainant is a minor student, 
the person to whom the complaint is given should consider whether a child abuse 
report should be completed. 

 
5. All complaints are to be forwarded immediately to the program director or designee 

unless that individual is the subject of the complaint, in which case the complaint should 
be forwarded directly to the Director of Executive Services at LEARN. 

 
6. If possible, within five (5) working days of receipt of the complaint, the administrator 

or designee handling the complaint shall conduct an effective, thorough and objective 
investigation of the complaint. The investigator shall consult with all individuals 
reasonably believed to have relevant information, including the student and the alleged 
harasser, any witnesses to the conduct, and victims of similar conduct that the 
investigator reasonably believes may exist. The investigation shall be free of 
stereotypical assumptions about either party. 

 
7. The investigation shall-be carried on discretely, maintaining confidentiality insofar as 

possible while still conducting an effective and thorough investigation. Throughout the 
entire investigation process, the due process rights of the alleged harasser will be upheld. 

 
8. The investigator shall make a written report summarizing the results of the investigation 

and proposed disposition of the matter, and shall provide copies to the complainant, the 
alleged harasser, and, as appropriate, to all others directly concerned. 

 
9. If the complainant is dissatisfied with the results of the investigation, he or she may 

file a written appeal to the Executive Director of LEARN, who shall review the 
investigator's written report, the information collected by the investigator together with 
the recommended disposition of the complaint to determine whether the alleged conduct 
constitutes harassment. The Executive Director may also conduct a reasonable 
investigation, including interviewing the complainant and alleged harasser and any 
witness with relevant information. After completing this review, the Executive 
Director shall respond to the complainant, in writing, as soon as possible. 

 
10. If after thorough investigation, there is reasonable cause to believe that harassment has 

occurred, the LEARN program in conjunction with the sending LEA, if appropriate, shall 



take all reasonable actions to ensure that the harassment ceases and will not recur. 
Actions taken in response to allegations of harassment may include reassignment, 
transfer, or disciplinary action of the student(s). 

 
 
 
 

5/30/00 
 

• 



LEARN 
Harassment Complaint (Part 1) 

 

LEARN Program _ 

Complaint Form 

 Name of Student _ 
Name of Complainant (if not student) --------------- 

 
 
Date--------- 

Home Address --------------------- Phone--------------- 
Program Location _ 
Teacher/staff'--------------------------------------------------- 
Person(s) complaint is against: 
------------Address------------Phone___________

- 

------------Address__________________Phone
------_______________ 

Type of Harassment Alleged: 
          _____Racial/Ethnic  ____ Religious ____Disability 

____ _______Sexual           _______Gender     Other (Please specify) _ 
 

 
Incident:  Date______ Time Place 
Describe the incident (verbal and nonverbal behaviors): 

 
 
 
 
 
 
 
 
 
 

List any related prior incidents: 
 
 
 

List potential witnesses/observers: 

---------------- 

 

 
 

Name Position/Relationship Address/Phone Number 
 
 

 

Name Position/Relationship Address/Phone Number 

 

Signatures: Complainant Parent Date      

LEARN Investigator/Adjudicator  .Date _ 

        LEARN Executive Director_________________________________________________Date:__________ 
. -- Procedures for Policy 5005 and 5006 



LEARN 
Harassment Complaint (Part 2) 

 

 Investigator/Adjudicator Report Form 

 

Name of Student_________________________________________________ 

Name of Complainant (if not s tudent)  
Date Complaint Lodged    
Person(s) complaint is against 

------------------------ 

Persons Interviewed: 
 
 
 
 
 

Incident Findings: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Actions/Resolution Recommended by Complaint Adjudicator: 
 
 
 
 
 
 
 
 
 

Signature of LEARN Investigator/ Adjudicator .Date _ 
 
Signature of Executive Director___________________________________________ Date________________ 
 

Procedures for Policy 5005 and 5006 
 



Harassment  Complaint 
 

Investigator/ Adjudicator Guidelines 
 
 
 

Investigate promptly; adjudicate "with all deliberate speed" 
Investigating: Maintain a position of neutrality when gathering facts, perceptions and perspectives. 
Interview thoroughly. Keep the focus on the specific complaint. 

 
Document clearly and carefully the results of meetings with complainant, alleged offender, and third parties. 
Share any variance in accounts and/or perceptions with both parties as appropriate. 

 
When meeting with alleged offender, provide as detained a description of the complaint situation as possible. 

Stress the importance of confidentiality to all parties. 

Adjudicating: At this point, shift vantage point to determining the findings and the appropriate actions(s) to be 
taken. 

 
Bear in mind that the alleged offender may have perpetrated a single incident of severe harassment or a 
persistent pattern or series of less severe harassment.  Both or neither may apply. 

 
Depending on the nature and extent of the conduct and the context ("totality of circumstances") in which the 
conduct occurred, a range of actions could be recommended/employed: 

 
 

• At the adjudicator level such as: 
o No action warranted (untrue or inaccurate allegations) 
o Formal or informal apologies 
o Admonitions about consequences 
o Warnings to cease and desist 
o Counseling Program 
o Mutually agreeable conflict resolution or mediation strategies 
o   Disciplinary action 
o Referral to civil authorities/police 

 
• At the program level in conjunction with the sending LEARN, such as: 

o   Any of the above 
o Severe disciplinary action 
o Referral to civil authorities/police 
o Criminal charges 

 
 
 
 
 
 
 
 

Procedures for Policy 5005 and 5006 
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LEARN 
Harassment Complaint (Part 1) 

Complaint Form 
 
     Name of Student_______________________________________Date__________ 
 

Name of Complainant (if not student)         
_____________________________________________________________ 
Home Address ____________________________________  
Telephone#______________________________________                              
 
LEARN Program______________________________ 
Program Location____________________________ 
 
Person(s) complaint is against  
Name__________________________________________________ 
Address_________________________________________________ 
Telephone # _____________________________________________ 
Name __________________________________________________ 
Address_________________________________________________ 
Telephone #_____________________________________________ 

 

Type of Harassment Alleged: 
 

______Racial/Ethnic______Religious_______Disability 
 
______Sexual________Gender_____Other (Please specify) 
 
Incident: Date____________Time____________Place________________________ 

): 
  Describe incident below: 
 
 
 

 
 
 

                          List any related prior incidents: 
 
 
 

List potential witnesses/observers: 1).Name, 2).Position/relationship/) 3.Address/Telephone # 
________________________________________________________________________________ 
____________________________________________________________________________ 
____________________________________________________________________________ 
___________________________________________________________________________ 

 
 

Signatures: Complainant   
 

Parent Date _ 

 

LEARN  Investigator/Adjudicator Date   

_ CC  LEARN Executive Director 



 

LEARN 
Harassment Complaint (Part 2) 

Investigator/Adjudicator Report Form 
 

Name of Student____________________________________________________________________ 
Name of Complainant (if not student), Date Complaint lodged____________ 
Person(s) complaint is against ·________________________________________________________  

 
 

 
Persons·Interviewed: 

 
 
 

 
 
Incident Findings: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Actions/Resolution Recommended by Complaint Adjudicator: 
 
 
 
 
 
 
 
 
 
 
 

Signature of LEARN Investigator/Adjudicator ______________________________Date__________ 
 

<<<<<<<<<<<<<<<<<<<<<>>>>>>>>>>>>>>>>>>>>>>> 
 

Signature of Executive Director __________________________________Date_________ 

 



 

                            Harassment Complaint Investigator/Adjudicator Guidelines 
 
 
 

Investigate promptly; adjudicate "with all deliberate speed''. 
 

Investigating:  Maintain a position of neutrality when gathering facts, perceptions and perspectives. Interview 
thoroughly. Keep the focus on the specific complaint. 

 
Document clearly and carefully the results of meetings with complainant, alleged offender, and third parties.  Share 
any variance in accounts and/or perceptions with both parties as appropriate. 

 
When meeting with alleged offender, provide as detailed a description of the complaint situation as possible. 

 
Stress the the importance of confidentiality to all parties. 

 
Adjudicating:  At this point, shift vantage point to determining the findings and the appropriate action(s) to be taken. 

 
Bear in mind that, the alleged offender may have perpetrated a single incident of severe harassment or a persistent 
pattern or series of less severe harassment.  Both or neither may apply. 

 
 

Depending on the nature and extent of the conduct and the context ("totality of circumstances") in which the conduct 
occurred, a range of actions could be recommended/employed: 

 
• At the adjudicator level, such as: 

No action warranted (Untrue or inaccurate allegations) Formal or informal  
apologies · 
Admonitions about consequences Warnings to cease and 
desist Counseling program 
Mutually agreeable conflict resolution or mediation strategies Disciplinary action 
Referral to civil authorities/police 

 
• At the program level in conjunction with the sending LEA, such as: Any of the above 

Severe disciplinary action Referral to civil 
authorities/police Criminal charges 
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5007  
Students 

 
BULLYING 
 
LEARN is dedicated to promoting and maintaining a positive learning environment where all students are welcomed, 
supported, and feel socially, emotionally, intellectually and physically safe in school. 
 
Bullying is prohibited on school grounds, at school-sponsored or school-related activity, function or program whether 
on or off school grounds, at a school bus stop, on a school bus or other vehicle owned, leased, or used by a local or 
regional board of education, or through the use of an electronic device or an electronic mobile device owned, leased, 
or used by the local or regional board of education. 
 
Bullying is also prohibited outside of the school setting if such bullying results in any of the following: (i) creates a 
hostile environment at school for the student against whom such bullying was directed, (ii) infringes on the rights of 
the student against whom such bullying was directed at school, or (iii) substantially disrupts the education process or 
the orderly operation of a school. 
 
Any form of discrimination and retaliation against an individual who report or assists in the investigation of an act of 
bullying is strictly prohibited. 
 
Students who engage in bullying behavior shall be subject to school discipline, up to and including expulsion, in 
accordance with the LEARN policies on student discipline, suspension and expulsion, and consistent with state and 
federal law.  
 
For the purposes of this policy “Bullying” is defined as the repeated use by one or more students of a written oral or 
electronic communication, such as cyberbullying, directed at or referring to another student attending school in the 
same school district or a physical act or gesture by one or more students relatedly directed at another student attending 
school in the same school district that: 
 

A. Causes physical or emotional harm to such student or damage to such student’s property, 
 

B. Place such student in reasonable fear of harm to himself or herself, or of damage to his or her property, 
 

C. Creates a hostile environment at school for such student, 
 

D. Infringes on the rights of such student at school ,or 
 

E. Substantially disrupts the education process or the orderly operation of a school 
 

Bullying hall include, but not be limited to, a written, oral or electronic communication or physical act or gesture 
based on any actual or perceived differentiating characteristic, such as race, color, religion, ancestry, national origin, 
gender, sexual orientation, gender identity of expression, socioeconomic status, academic status, physical appearance, 
or mental, physical, developmental or sensory disability , or by association with an individual or group who has or is 
perceived to have one or more of such characteristics. 
 
For the purposes of this policy, “Cyberbullying” means any act of bullying through the use of the Internet, interactive 
and digital technologies, cellular mobile telephone or other mobile electronic devices or any electronic 
communications. In addition, for the purposes of this policy “Teen dating valence” means any act of physical, 
emotional or sexual abuse including stalking, harassing and threatening that occurs between two students who are 
currently in or have recently been ibn a dating relationship. 

 



 

As part of this policy, LEARN shall develop and implement a Safe School Climate Plan to address the existence of 
bullying and teen dating violence in its schools.  The district’s Safe School Climate Plan consists of this policy as well 
as the administrative regulations developed by the Executive Director to implement this policy. Such plan shall:  
 

1.) Enable students to anonymously report acts of bullying or teen dating violence to school employees and 
require students and parents or guardians of students to be notified annually of the process by which students 
may make such reports; 

2.) Enable the parents or guardians of students to file written reports of suspected bullying or teen dating 
violence; 

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

4.) Require the safe school climate specialist to investigate or supervise the investigation of all reports of bullying 
or teen dating violence and ensure that such investigation is completed promptly after receipt of any written 
reports made under this section; 

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

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

7.) Provide for the inclusion of language in student codes of conduct concerning bullying; 
8.) Require each school to notify the parents or guardians of students who commit any verified acts of bullying 

and the parents or guardians of students against whom such acts were directed not later than forty-eight hours 
after the completion of the investigation; 

9.) Require each school to: (a) invite the parents or guardians of a student who commits any verified act of 
bullying to a meeting to discuss disciplinary and other measures to prevent further acts of bullying and (b) 
invite the parents or guardians of the student against whom such act was directed to a meeting to communicate 
to such parents or guardians the measures being taken by the school to ensure the safety of the student; 

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

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

12.) Prohibit discrimination and retaliation against an individual who reports or assists in the investigation of 
an act of bullying or teen dating violence; 

13.) Direct the development and retaliation against an individual who reports or assists in the investigation of 
an act of bullying or teen dating violence; 

14.) Require the principal of a school, or the principal’s designee, to notify the appropriate local law 
enforcement agency when such principal, or principal’s designee, believes that any acts of bullying or teen 
dating violence constitutes criminal conduct; 

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

 



 

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

17.) Require that all school employees annually complete the training described in Connecticut General Statute 
§10-22a 
 

The notification required pursuant to subdivision (8) (above) and the invitation required pursuant to subdivision (9) 
(above) shall include a description of the response of a school employees to such acts and any consequences that may 
result from the commission of further acts of bullying. Any information provided under this policy or accompanying 
Safe School Climate Plan shall be provided in accordance with the Confidentiality and Access to Student Information 
policy and regulations. 
 
The Board requires each school in the District, on and after July1, 2012, and biennially thereafter, to complete an 
assessment using school climate assessment instruments, including uniform surveys that collect information about 
students’ perspectives and opinions about school climate at the school and allow students to complete and submit 
such surveys anonymously, approved and disseminated by the Department of Education pursuant to C.G.S. 10-222h, 
As amended by PA 11-232.  The Board will collect the school climate assessments of each District school and submit 
them to the Department of Education. 
 
Legal Reference:  Connecticut General Statutes 
    10-15b Access of parent or guardian to student’s records. 
 
    10-222d Policy on bullying behavior as amended by PA 08-160 and P.A. 11-232 
    and P.A. 14-172 
 

 P.A. 06-115 An Act Concerning Bullying Policies in Schools and Notices Sent to 
 Parents or Legal Guardians. 
 
 P.A. 11-232 An Act Concerning the Strengthening of School Bullying Laws. 
 
 P. A. 13-3 An Act Concerning Gun Violence Protection and Safety 
 
 P.A. 14-172 An Act Concerning Improving Employment Opportunities through Education  
 and Ensuring Safe School Climates. 
 
 P.A. 14-234 An Act Concerning Domestic Violence and Sexual Assault. 
  
 
 
 

     
 Policy Adopted: September 12, 2002 

Revised: October 2, 2006 
Revised: November 11, 2010 
Revised: December 8, 2011 
Revised: February 12, 2015  
LEARN   

 
 
 
 
 



 

   

Bullying Procedures 

Reporting Procedures 
 
A comprehensive program must involve interventions at all levels, school wide, classroom and individual.  
  
LEARN’s program:  
  
1. Permits anonymous reports of bullying by students and/or written reports by parents or guardians;  
  
2. Requires teachers and other school staff to notify school administrators of bullying acts they witness and students’ 
reports they receive;  
  
3. Requires school administrators to investigate parents’ reports and review students’ anonymous reports;  
 
4. Requires school administrators to complete a Harassment/Bullying Incident Record form for each verified 
harassment/bullying incident; 
  
5. Requires each school to maintain a publicly available list of the number of verified bullying acts that occurred 
there;  
  
6. Requires each school to have an intervention strategy for school staff to deal with bullying, including language 
about bullying in student codes of conduct;  
  
7. Requires notice to parents or guardians of students involved in a verified act of bullying and an invitation to meet 
with the school administration;   
 
8. Requires the development of case-by-case interventions for addressing reported incidents of bullying against a 
single individual or recurrently perpetrated bullying incidents by the same individual; and  
  
9. Requires students to be notified annually of the process by which they may make reports of bullying.  
  
The Board expects prompt and reasonable investigations of alleged acts of bullying.  The Principal of each school and 
or his/her designee is responsible for handling all complaints of alleged bullying.  
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LEARN INVESTIGATIVE REPORT 
[School] 

[Town, State] 
 

SAFE SCHOOL CLIMATE SPECIALIST INVESTIGATIVE REPORT 
 

Name of Complainant:      School Relationship/Grade:  
 

Parents/Guardians:      Sending School District:   
 

Date of Incident(s):                    Time:   Date Reported:  
 

Location(s) of Incident:  
  

Complaint Filed Against:      Sending School District:  
  

Details of Investigation **List of Events/Notifications/Procedures**: 
1)  
2)  
3)  
4)  
5)  
6)  
7)  
8)  
9)  
10)  
11)  
12)  
13)  
 

Decision Rendered:  (    ) Unfounded      (    ) Unsustained  (    ) Sustained 
 

Findings/Recommended Interventions/Action Taken: 
  
  
  
  
 
Signatures of Complainant:  _____________________________________________________  Date: _______________ 
 
Subject of Investigation:  ________________________________________________________ Date: _______________ 
 
Safe School Climate Specialist: ___________________________________________________  Date: _______________ 
 

*** Submit Completed Forms and Documentation to the District Safe School Climate Coordinator ***  
 
Key: 

 
Subject of Investigation:  
Complainant:  
Witness 1: Student A –  
Witness 2: Student B –  
Witness 3: Student C –  
Witness 4: Student D –  
Witness 5: Student E –  
 
Revised: September 16, 2018 



 

LEARN Safe School Climate Plan 
Introduction 
There is a growing appreciation in Connecticut that school climate is an integral component of the learning environment and essential for school 
improvement. Connecticut has defined school climate as “the quality and character of school life with a particular focus on the quality of the relationships 
within the school community between and among students and adults.”  The National School Climate Standards provide a vision and framework for a 
positive and sustainable school climate. Through the implementation of appropriate prevention and intervention strategies LEARN will sustain school 
environments where all members are welcomed, supported and feel safe in school; socially, emotionally, physically and intellectually. In response to the need 
to establish these positive school climates, LEARN has developed the following Safe School Climate Plan.  
 

Component Actions Person(s) Responsible Timeline 
 
Bullying 
Policy 

Continue to implement and enforce already approved Anti-
Bullying Policy which includes: 
• Student codes of conduct that are defined and prohibit 

bullying in accordance with state law. 
• A prohibition against bullying on school grounds, at a 

school-sponsored or school-related activity, function or 
program whether on or off school grounds, at a school 
bus stop, on a LEARN van, school bus or other vehicle 
owned, leased or used by a local or regional board of 
education, or through the use of an electronic device or 
an electronic mobile device owned, leased or used by 
LEARN or a local or regional board of education 

• A prohibition against bullying outside of the school 
setting if such bullying results in any of the following: 
(i) creates a hostile environment at school for the 
student against whom such bullying was directed, (ii) 
infringes on the rights of the student against whom such 
bullying was directed at school, or (iii) substantially 
disrupts the education process or the orderly operation 
of a school.  

• A prohibition against any form of discrimination and 
retaliation directed toward an individual who reports or 
assists in the investigation of an act of bullying is also 
strictly prohibited. 

Board of Directors and 
Executive Director 
 
 
 
 
 
 

Ongoing 



 

Reporting 
Procedures 

• Orally notify the Safe School Climate Specialist or 
school Administrator after being witness to acts of 
bullying or receiving reports of bullying 

• File a written report with the Safe School Climate 
Specialist after being witness to acts of bullying or 
receiving reports of bullying 

• Any student who believes s/he has been the victim of 
bullying/cyberbullying may report the matter to any 
school employee, either in writing or anonymously. 

• Parent(s)/guardian(s) may file written reports of 
Suspected bullying/cyberbullying.  

All school employees 
 
 
All school employees 
 
 
All Students 
 
 
All Parents 

Within one school 
day after witnessing 
or receiving report 
Within two school 
days of oral 
notification 
Ongoing 
 
 
Ongoing 

Notification 
Requirements 

• Provide all school employees with a written or 
electronic copy of LEARN’s Safe School Climate Plan. 

• Notify students and the parents or guardians of students 
of the process by which students may make reports of 
bullying. 

• Provide students with notice of the definition of 
bullying, cyberbullying and the potential consequences 
of engaging in such acts by the inclusion of language in 
student codes of conduct concerning bullying. 

• Publish Safe School Climate Plan on LEARN’s Internet 
web site and ensure that such plan is included in 
LEARN’s publication of the rules, procedures and 
standards of conduct for schools and in all student 
handbooks. 

LEARN Safe School Climate 
Coordinator 
 
LEARN Safe School Climate 
Coordinator 
 
LEARN Safe School Climate  
Coordinator and Specialists 
 
 
LEARN Safe School Climate 
Coordinator 

annually and upon 
hire 
 
 
annually and when 
newly enrolled 
 
 
annually  
 
 
By Feb 1, 2012 and 
annually 



 

Investigation • Develop and disseminate investigation procedures for 
use by safe school climate specialists.  

• Investigate or supervise the investigation of all reports 
of bullying and ensure that such investigation is 
completed promptly after receipt of any written reports. 

• Review any anonymous reports, except that no 
disciplinary action shall be taken solely on the basis of 
an anonymous report. 

• Determine whether the alleged conduct occurred & 
whether such conduct constitutes bullying as defined in 
the district policy. 

LEARN Safe School Climate 
Coordinator 
LEARN Safe School Climate 
Coordinator and Specialists 
 
 
Safe School Climate Specialists 
 
LEARN Safe School Climate 
Coordinator and Specialists 
 

Ongoing 
 
Upon receipt of 
report 
 
 
Promptly 
 
Upon completion of 
investigation 
 
 
 

Response to 
Verified Acts 
of Bullying 

• Take prompt corrective action that is reasonably 
calculated to stop the bullying and prevent any 
recurrence of such behavior, if it is determined that 
bullying has occurred.  

• Notify the parents or guardians of students who commit 
any verified acts of bullying and the parents or 
guardians of students against whom such acts were 
directed not later than forty-eight hours after the 
completion of the investigation. This notification shall 
include a description of the response of school 
employees to such acts and any consequences that may 
result from the commission of further acts of bullying 

• Invite the parent(s)/guardian(s) of  students who engage 
in any verified acts of bullying after the completion of 
the investigation to a meeting at which the following 
will be shared: 
1. A description of the verified act(s). 
2. A description of the school’s interventions in 

response to the act(s). 
      3.   Any consequences that may result from the 
            commission of any further acts of bullying. 
• Invite the parent(s)/guardian(s) of any student against 

whom an act of bullying was verified after the 
completion of the investigation at which the following 
information will be shared: 

LEARN Safe School Climate 
Coordinator and/or Safe School 
Climate Specialists 
 
LEARN Safe School Climate 
Coordinator and/or Safe School 
Climate Specialists 
 
 
 
 
 
LEARN Safe School Climate 
Coordinator and/or Safe School 
Climate Specialists 
 
 
 
 
 
 
LEARN Safe School Climate 
Coordinator and/or Safe School 
Climate Specialists 
 

Upon determination 
that bullying has 
occurred 
 
48 hours after the 
completion of the 
investigation 
 
 
 
 
 
Upon determination 
that bullying has 
occurred 
 
 
 
 
 
 
Upon determination 
that bullying has 
occurred 
 



 

1. A description of the verified act(s). 
2. A description of the school’s interventions 

designed to keep the student safe & prevent any 
further acts of bullying. 

3. The content of the student safety support plan. 
Except in rare circumstances, such meetings with parents 
and guardians should be held separately. 
• Develop a student safety support plan for any student 

against whom an act of bullying was directed. The plan 
shall address safety measures the school will take to 
protect such students against further acts of bullying. 

• Develop case-by-case interventions to address repeated 
incidents of bullying against a single individual or 
recurrently perpetrated bullying incidents by the same 
individual that may include both counseling and 
discipline.  

• Notify the appropriate local law enforcement agency 
when principal, or designee, believes that any acts of 
bullying constitute criminal conduct. 

 
 
 
 
 
 
 
Safe School Climate Specialists 
 
 
 
Safe School Climate Specialists 
 
 
 
 
LEARN Safe School Climate 
Coordinator and/or Specialists 
 
 
 

 
 
 
 
 
 
 
Upon determination 
that bullying has 
occurred 
 
Upon determination 
that bullying has 
occurred 
 
 
 
As appropriate 

afe School 
Climate 
Committee  

• Appoint District Safe School Climate Coordinator 
• Appoint Safe School Climate Specialist in each school 
• Establish Safe School Climate Committee in 

accordance with the law, (including at least one 
parent/guardian of a student at the school) 

• Establish roles, responsibilities and procedures for Safe 
School Climate Committee including: 
• Receive copies of completed reports following 

investigations of bullying; 
• Identify and address patterns of bullying among 

students in the school; 
• Review and make recommendations to amend 

school policies relating to bullying; 
• Review and make recommendations to the district 

safe school climate coordinator regarding the 

Executive Director 
Executive Director or designee 
LEARN Safe School Climate 
Coordinator and Specialists 
 
LEARN Safe School Climate 
Coordinator and Specialists 
 

By July 1, 2012 
By July 1, 2012 
By July 1, 2012 
 
 
By July 1, 2012 



 

district's safe school climate plan based on issues 
and experiences specific to the school; 

• Educate students, school employees and parents and 
guardians of students on issues relating to bullying; 

• Collaborate with the district safe school climate 
coordinator in the collection of data regarding 
bullying, in accordance with the law; 

• Perform any other duties as determined by the 
school principal that are related to the prevention, 
identification and response to school bullying for 
the school.  

Prevention and 
Intervention 
Strategy 

• Identify effective evidence-based prevention and 
intervention strategies approved by CSDE. Strategies 
may include, but are not limited to the following: 

o Students will participate in an evidence-based 
approach, program or process approved by the 
State Department of Education that is designed 
to ensure a positive school climate & prevent 
bullying. 

o Students will be made aware school rules 
prohibiting bullying, harassment and 
intimidation and establishing appropriate 
consequences for those who engage in such 
acts; 

o Adequate adult supervision of outdoor areas, 
hallways, the lunchroom and other specific 
areas where bullying is likely to occur; 

o Inclusion of grade-appropriate bullying 
education and prevention curricula in 
kindergarten through high school; 

o Individual interventions with the bully, parents 
and school employees, and interventions with 
the bullied child, parents and school employees; 

o School-wide training related to safe school 
climate; 

o Student peer training, education and support;  
o Promotion of parent involvement in bullying 

prevention through individual or team 

LEARN Safe School Climate 
Coordinator, Specialists and 
Safe School Climate Committee 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

By July 1, 2012 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

participation in meetings, trainings and 
individual interventions.  

• Implement the prevention and intervention strategies 
identified by the Safe School Climate Committee 

• Provide students with access to evidence-based 
prevention and intervention strategies  

 
 
 
All School Employees 
 
All School Employees 

 
 
Ongoing 
 
Ongoing 
 

Assessment of 
School 
Climate 

• Complete an assessment using the school climate 
assessment instruments including surveys, approved 
and disseminated by the State Department of Education 
for each school  

• Submit assessment results for each school in the district 
to the State Department of Education  

• Review and analyze data obtained from climate 
surveys/ make necessary modifications to the district 
plan 

•  Compare and contrast survey results with the National 
School Climate Standards and best practices   

Safe School Climate Committee 
 
 
 
LEARN Safe School Climate 
Coordinator 
Safe School Climate Committee 
 
 
Safe School Climate Committee 
 

By July 1, 2012, and 
biennially 
thereafter, 
By July 1, 2012 and 
according to CSDE 
guidelines 
Ongoing 
 
 
Ongoing 

Documentation 
and Record 
Keeping 

• Establish a procedure for each school to: 
o Document and maintain records relating to 

reports and investigations of bullying in the 
school.   

o Maintain a list of the number of verified acts of 
bullying in the school and make such list 
available for public inspection. This public list 
must not contain any personally identifiable 
information about any student or information 
that might reasonably lead to the identification 
of any student.  

• Report the number of verified acts of bullying in the 
district’s schools to the Department of Education in 
such manner as prescribed by the Commissioner of 
Education 
 

LEARN Safe School Climate 
Coordinator & Specialists 
 
 
 
 
 
 
 
 
 
LEARN Safe School Climate 
Coordinator 

By July 1, 2012 
 
 
 
 
 
 
 
 
 
 
Annually based on 
timeline established 
by CSDE 
 

Training • Provide all certified school employees training on the 
prevention, identification and response to bullying and 
the prevention of and response to youth suicide.  The 
training will be provided to teachers, administrators and 

LEARN Safe School Climate 
Coordinator and Specialists 
 
 

Annually 
 
 
 



 

pupil personnel who hold the initial educator, 
provisional educator or professional educator certificate 
via in-service training.  

• Provide all other school employees training provided by 
the State Department of Education. 

 
 
 
CSDE with LEARN Safe 
School Climate Coordinator and 
Specialists 

 
 
 
Annually 

 
 
 
Approved:  December 8, 2011 
LEARN 



 

 
 
                                                                                                                                   5113 
 Students 
 
SCHOOL ATTENDANCE 
 
The LEARN Board of Directors believes that regular school attendance is essential to the academic success of 
students.  Therefore, it is the policy of the Board of Directors to monitor school attendance for the following two 
purposes:  (1) identify students who are truant or habitually truant, and (2) enlist the cooperation of parents and, when 
necessary, the juvenile justice system, in order to change the behavior pattern that has developed. 
 
The Board requires that accurate records be kept of the attendance of each student.  A student should not be absent 
from school without the parent's or guardian's knowledge and consent and without good reason, e.g., illness, family 
emergency.  Written verification of the reason for absence will be requested from the parent, guardian, or doctor.  
 
The Board of Education recognizes the importance of early intervention for students who are truant.  A "truant" is a 
child enrolled in grades kindergarten to twelve, ages 5-18, who has four unexcused absences in one month, or ten 
unexcused absences in one year.  A "habitual truant" is a child who has 20 unexcused absences within a school year. 
 
 
Legal Reference: Connecticut General Statutes 10-184.  Duties or parent (re: regular attendance of student in 

school). 10-198. (Policies and procedures concerning truancy). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy revised: September 11, 1997 
Revised:  May 11, 2006 
Revised:  November 11, 2010 
LEARN 



 

5113(a) 
 Students 
 
Attendance and Excuses 
 
In accordance with Board Policy 5113 and Connecticut General Statutes 10-184: 
 
At the beginning of each school year or upon time of enrollment during the school year, LEARN will: 
 

a. notify in writing the parent or other person having control of each child of the obligation to assure 
regular school attendance by the child, 

 
and 

 
b. obtain from the parent or person having control of each child, a telephone number or other means of 

contact during the school day. 
 
Whenever a child ages 7-16 enrolled in school or program fails to report to school on a regularly scheduled school 
day, and if school personnel have not been notified of an excused absence, a reasonable effort will be to made to 
notify the parent or person responsible of the child by telephone.  Determination of whether an absence is excused 
will be made by the school administrator or his/her designee.  The school/program shall maintain a record of 
individual unexcused absences for student in accordance with the school/program attendance recording procedures.   
 
Definitions 
For the purposes of this policy, the following definitions will apply: 
 

A truant means a child enrolled in school that has four unexcused absences from school in any one month or 
ten unexcused absences within a school year. 

 
A habitual truant means a child who has twenty unexcused absences within a school year. 

 
Unexcused absence means any absence from an entire regularly scheduled school day for which the absence 
is not excused as defined below. 

 
Excused absence means any absence from a regularly schedule school day for: 
a. Reasons of health, including illness or visits to a doctor.  The school reserves the right to require 

certification from a physician or other appropriate certification for absences in excess of fifteen days in 
a school year or five consecutive school days. 

b. Religious holidays 
c. Court appearance 
d. Funeral in immediate family 
e. Suspension or expulsion from school 
f. Family hardship, subject to approval of the Director or his/her designee 
g. Such other absences which have had the prior approval of the child's teacher or the Director or his/her 

designee 
  



 

Absenteeism Procedures 
 
The Director and his/her staff will make a concerted effort to prevent and remedy truancy in its early stages for 
students who are found to be truant.  This will include: 
 
1. Annually at the beginning of the school year or upon the enrollment of a student during the school year, the 

Director shall notify the parent or other person having control of the student of the definitions regarding 
absenteeism and the obligations pursuant to Connecticut General Statue 10-184 to assure that children between 
the ages of five and eighteen attend school or otherwise show that the child is elsewhere receiving equivalent 
instruction. 

 
2. Annually at the beginning of the school year or upon the enrollment of a student during the school year, the 

Director shall request a telephone number or other means of contacting the parent or other person having 
control of the student. 

 
3. The parent or other person having control of a student must notify the school on the day of a student's absence.  

Whenever a student fails to report to school on a regularly scheduled school day, and the parent or person 
having control of the student does not contact the school, school personnel, or volunteers under the direction of 
the Director shall make a reasonable effort to contact the parent or other person in control of the student by 
telephone. 

 
4. When the student returns to school after an absence, the parent or legal guardian of the student shall send a 

note to school explaining the reason for the absence.  The determination whether the absence is excused or 
unexcused will be made by the principal or his/her designee. 

 
5. Whenever a student is truant as defined above, the Director or his/her designee shall schedule a meeting with 

the parent or other person having control of such child and appropriate school personnel to review and 
evaluate the reasons for the student being a truant.  Should such parent or such other person decline to attend 
the meeting, that fact shall be documented and the meeting shall be held.  The student and the parent or other 
person having control of the student shall be apprised of the Executive Director of LEARN's authority and 
obligation to file a written complaint with the superior court for each habitual truant.  In addition to the 
meeting, the Executive Director of LEARN or his/her designee shall refer the student to the planning and 
placement team for an independent evaluation to review the reasons for the student being truant and to 
develop appropriate actions. 

 
5a. Specific Procedures for LEARN' Special Education Regional Classrooms 

LEARN administration will make a concerted effort to support local districts to remedy truancy in its early 
stages.  LEARN administration will notify the LEA that sends a student to a LEARN program that the student 
is truant as per LEARN policy.  The LEA will take responsibility for addressing the matter by implementing 
LEA Board of Education policies. 

  



 

 
 
 
 

 
 APPENDIX A 
 ANNUAL NOTIFICATION OF OBLIGATIONS UNDER C.G.S. 10-184 
  
 

Date: 
 
Dear Parent or Guardian: 
 

Although we realize most parents are genuinely concerned about their child's school attendance, 
Connecticut law requires that LEARN schools/programs provide you with written notice of your 
obligations.  This law provides that each parent or other person having control of a child seven years of age 
and older and under sixteen year of age is obligated to ensure their child attend school regularly during the 
hours school is in session, unless such parent or other person shows that the child is elsewhere receiving 
equivalent instruction.  Connecticut law provides that each day's failure to comply with these requirements 
is a separate offense punishable by a $25.00 fine. 
 

Even though state law mandates school attendance for children five and eighteen years of age, 
LEARN and the Magnet School encourage and expect regular attendance of any child currently enrolled in 
school as it is essential to the educational process. 
 

Thank you for your cooperation. 
 

Sincerely, 
 
 

Eileen S. Howley, Ed.D 
Executive Director 

 
ESH/mr 



 

 
 
 
 
 
 Appendix B 
 Parent Letter 
 
 
Dear                           
 
As you know, children must attend school on a regular basis in order to be successful.  There is a 
compulsory school attendance law in Connecticut and parents and guardians are legally responsible for 
keeping their children in school.  I'm sure that you want your child to do well in school and therefore, I'm 
writing to ask for your help.                           has        unexcused absences from school.  You have already 
received information from LEARN explaining the attendance policy. 
 
This is a serious problem and we all need to work together to solve it.  Please contact                                       
immediately for an appointment.                will work with you and your child to improve school attendance. 
 
 

Sincerely, 
 
 

                                              
Principal/Administrator 
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PROMOTION/ACCELERATION/RETENTION 
 
Promotion, acceleration, and retention of a student to a particular grade shall always be made in the best interest of 
the student. 
 
Teachers shall recommend promotion or non-promotion of pupils.  When necessary, Administrators shall review a 
recommendation and after consultation with the parent, make a decision on placement for the child.  In the case of a 
special education student, decisions would be based on PPT recommendations. 
 
Promotion, acceleration, and retention from grade in the elementary school shall be based on the following: 
 
1. The achievement of the student in the present grade. 
 
2. The ability of the child to do work in the succeeding grade. 
 
3. Recommendations and information provided by the professional staff. 
 
4. The expressed desires of the parent/guardian. 
 
5. Other data relevant to the decision. 
 
In addition to the above, successful completion of the published number of credits for promotion shall be considered 
for the promotion, acceleration, and retention of high school students.       
 
 
 
 
 
 
Policy Adopted: 
Revised: September 11, 1997 
LEARN         
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             Students 
 
 
EXCLUSION FROM SCHOOL FOR DISCIPLINARY PURPOSES 
 
LEARN affirms its commitment to the right of each child to obtain an education in an environment conducive to 
learning.  Therefore, each pupil has the responsibility to abide by the policies and school rules which have been 
established to insure a safe school environment and an orderly educational process. 
 
Exclusion from school (removal, suspension or expulsion) may be a necessary disciplinary action for any pupil 
whose conduct endangers persons or property, seriously disrupts the educational process, or violates publicized 
school policy or school rules.   
The policy on exclusion shall apply to all schools, school transportation, programs, and activities under LEARN’s 
jurisdiction. 
 
In accordance with the mandates of Connecticut General Statutes concerning exclusion for disciplinary purposes, 
LEARN: 

• Authorizes teachers in its employ to remove a pupil from class when such pupil causes a serious disruption of 
the educational process within the classroom; 

• Authorizes the administration of the schools under its direction to suspend at an informal hearing any pupil 
whose conduct endangers persons or property, seriously disrupts the educational process or violates 
publicized policy or school rules; 

• Retains for itself the authority to exclude from school until a PPT is convened, any pupil whose conduct 
endangers persons or property, seriously disrupts the educational process or violates publicized policy or 
school rules.  Whenever, a student is expelled from school, LEARN shall with the student’s home district 
offer such pupil an alternative educational program or plan. 

 
DEFINITIONS: 

• “Exclusion” means any denial of public school privileges to a pupil for disciplinary purposes. 
 

• “Removal” means temporary removal of a pupil from class for a period not to exceed ninety (90) minutes.  
 

• “Suspension” means exclusion from school privileges or from transportation services for no more than ten 
consecutive school days, but not beyond the end of the school year. 

 
• “In-School Suspension” means exclusion from regular classroom activity for no more than ten (10) 

consecutive schools days, but not beyond the end of the school year. 
 
• “Out-of-School Suspension” means exclusion from regular classroom activity and from school district 

premises for no more than ten (10) consecutive school days, but not beyond the end of the school year. 
 

• “Expulsion” means exclusion from school privileges and from school district premises for a period of more 
than ten (10) consecutive school days, but not beyond one calendar year.  A pupil’s sending district is notified 
immediately regarding any pending expulsion hearing and may be returned to the sending district. 

 
• “Emergency” means a situation where the continued presence of the pupil in school poses such a danger to 

persons or property or such a disruption of the educational process that a hearing must be held as soon as 
possible after the exclusion of the pupil. 

 
It is the policy of LEARN to abide by mandates of the Connecticut General Statutes (CGS) and the Individuals with 
Disabilities Education Act (IDEA) concerning exclusion of students from school for disciplinary purposes.  In 
exclusion cases for identified students with disabilities, LEARN adheres to the manifestation determination decisions 



 

of Planning and Placement Teams (PPT).  
 
 
Legal References: CGS, 10-233(a) – 233(f) 
   IDEA, 300.121(d); 300.519 – 300.529 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: 9/11/97 
Revised: 6/14/01 
Revised: 11/11/10 
LEARN                                                                                                              
 
 

  



 

Procedures for Exclusion from a LEARN Program 
 

Infractions of rules can lead to exclusion.  They can also lead to issues being addressed by local police authorities.  Suspension 
can be in-school or out of school.  Disciplinary action can also take place for behaviors, which occur off school property or 
outside of LEARN sponsored activities.  In the case of identified students with disabilities, procedures will be followed which 
comply with federal and state requirements. 
 
Intervention for behavior usually proceed in the following order: 
 

a. Teacher/Staff intervention 
b. Teacher/Staff and administration action 
c. Suspension or other action requiring parent notification 
d. LEA notified by LEARN administration 
e. Parent and LEA notified in writing 
f. Meeting of appropriate staff, parents, home district and student (May be PPT) 
g. A manifestation determination, if appropriate 
h. Determination of disciplinary action, program established (if required), and notification of authorities if 

warranted 
i. A meeting with the parent/or guardian and a program administrator designee or conference call may be 

held prior to or upon the return of the student to the LEARN program. 
 

Due Process Procedures   
 
1. An administrator will give the student an oral or written notice of the charges that are 

in consideration for the suspension. 
 

2. If the charges are denied, the administrator will give an explanation of the evidence 
against the student. 
 

3. The student will be given an opportunity to present his/her side of the story to the  
administrator. 
 

4. Parents or guardians will be notified of the length and reasons for suspension.  The  
means of communication will be either by telephone or in person, with a written follow-up.  In the event a parent 
cannot be reached, the inability of the administration to make contact cannot be considered a lack of due process 
if an administrator makes a good faith effort to call the numbers provided by the parent(s).  
 
 

5. Any student who is suspended will be given an opportunity to complete any class 
work including, but not limited to, examinations that were missed during the time of the suspension. 
 

6. No regular education student will be suspended for more than ten (10) times or fifty  
(50) days in one program year, unless the student is granted a formal hearing.  No student with an identified 
disability will be suspended for more than ten (10) cumulative days without a manifestation determination to 
determine if behavior is a result of disability. 
 

7. Students whose presence poses a “continuing danger” to persons or property or an 
“on-going threat” to disrupting the academic process may be immediately removed from the program without 
prior notice of suspension.  However, written notice of the suspension in these cases will be sent to the student’s 
parents within twenty-four (24) hours and a hearing will be held, if requested, with the student and his/her parents 
or guardians. 
 

8. Appeals from decisions of administrative personnel may be appealed only after all of  



 

the above steps have been fulfilled. 
 

9. An appeal may be made to the Executive Director of LEARN only after all of the  
Above steps have been fulfilled.  The Executive Director will normally change a decision only if a LEARN 
policy has not been properly interpreted. 
 

10. A program administrator will immediately notify the sending district regarding any student facing dismissal. 
 
11. Prior to readmission to the program, a reentry meeting may be held to set up 

conditions of successful reentry, clarify continuing expectations and clarify any next steps. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Suspendable Offenses  
The following conduct is prohibited and may result in suspension and/or exclusion from a LEARN Program: 
• Conduct causing a threat of injury to the student or others; 
 
• Use of physical force against another person which is not reasonably necessary for self-defense; 
 
• Intimidating, harassing or hazing behavior toward others (Please refer to LEARN’s Harassment Policy #5006); 
 
• Theft of personal or school property, or taking or attempting to take personal property or money from another 

person, or from his/her presence, by means of force or fear; 
 
• Willfully causing, or attempting to cause, damage to school or personal property; 
 
• Tampering with fire and or burglar alarms systems; 
 
• Participation in an unauthorized occupancy or intentional incitement to occupy any part of any school or school 

premises or building owned or leased by LEARN and failure to leave such school premises or the facility 
promptly after having been directed to do so by an administrator or other person(s) in charge of such building or 
facility; 

 
• Possession, use, transmission or being under the influence of any narcotic drug, hallucinogenic drug, 

amphetamine, barbiturate, marijuana, alcohol or other intoxicant.  This includes the inappropriate use of 
prescribed or over the counter drugs; 

 
• Knowingly being in the presence of those who are in possession of, using, transmitting, or being under the 

influence of any narcotic drug, hallucinogenic drug, amphetamine, barbiturate, marijuana, alcohol, or other 
intoxicant of any kind.  This includes the inappropriate use of prescribed or over the counter drugs; 

 
• Possession or transmission of any firearm, deadly weapon, dangerous instrument, laser pointers or martial arts 

weapon; 
 
• Possession or transmission of any electronic items prohibited in program settings such as personal electronic 

devices; 
 
• Using or copying academic work of another and presenting it as his/her own without proper attribution; 
 
• Leaving school grounds without permission; 
 
• Expressed use of obscenities, profane language or gestures; 
 
• Possessing or use of tobacco and/or tobacco products on program property; 
 
• Open defiance of authority of any teacher or person having authority over the student, including verbal abuse; 
 
• Intentional and successful incitement of truancy by other students; 
 
• Violation of any federal or state law which would indicate that the violator presents a danger to any person in the 

school community or to school property, and 
 
• Violation of any other board policy or rule dealing with student conduct, including that dealing with conduct on 

the school bus. 
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Misconduct Requiring Disciplinary Action 
 
The following breaches of conduct on school property, in a school classroom, on school transportation or at any school activity 
may result in removal, suspension or expulsion: 

A. Disruptive activity at a school function  
B. Disruptive classroom behavior  
C. Willfully or recklessly striking, assaulting, or attempting to strike or assault another person 
D. Stealing or attempting to steal school property, private property, or other public property 
E. Damaging or attempting to damage school property, private property, or other public property 
F. Throwing of food or causing a disruption in a lunchroom or cafeteria 
G. Possessing, using, transporting, transmitting, consuming or having consumed dangerous drugs, narcotics, alcoholic 

beverages. (Drugs and narcotics as defined in CGS 19-443 as amended) 
H. Possession or use of pagers, beepers, cell phones or similar electronic devices 
I. Using obscene or profane language or gestures to members of the school staff, students or other persons 
J. Deliberately refusing to comply with a reasonable directive from a member of the school staff  
K. Participating in a walk-out, sit-in, boycott, picketing or other demonstration that disrupts the educational process 
L. Threatening, harassing, intimidating or blackmailing school staff, students or other persons 
M. Leaving school grounds without permission 
N. Failure to report to, or remain in, an assigned area 
O. Violating school smoking regulations 
P. Violating published attendance regulations 
Q. Wearing any article of clothing including jackets, shoes, hats, bandannas, jewelry or other item that is identifiable as a 

symbol of gang membership or affiliation 
R. Off-campus misconduct which directly affects the school’s orderly operations by jeopardizing the safety or welfare of 

school persons or property or the welfare  
S. Gambling  
T. Possessing, using, transporting, or transmitting any firearms, knives, explosives, or other dangerous objects or 

substances of on  reasonable use in the school setting  
U. Violating other LEARN disciplinary regulations or directives  

 
Disciplinary Procedure 
 
The normal process for disciplinary action shall be:  

1. Teacher intervention 
2. Administrative involvement 
3. Parent notification 
4. Meeting to develop next steps 
5. Meeting of LEARN, parents, home district (PPT, if applicable) 
6. Notification to outside authorities 

Depending on circumstances, removal and suspension can occur at any point in this process. 
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Students 

 
In-School Suspension 
 
A pupil suspended from school shall be assigned in-school suspension unless the administration determines that the 
pupil poses such a danger to persons or property, or such a disruption of the educational process, that out-of-school 
suspension is necessary.   Out-of-school suspension may also be assigned to a pupil who has failed to respond 
appropriately to prior corrective measures such as counseling, positive interventions, behavioral support strategies, 
and in-school suspension. 
 
All cases resulting in suspension should include an informal hearing of the student with the administrator and prompt 
notification to parents.  
 
During in-school suspension, pupils should have access to: 

• Adequate supervision 
• Coursework and assignments 
• Academic support 
• Informal counseling/behavioral support 
• An opportunity to reflect on coping skills and plan for improved behavior 

 
Careful attention should be given to suspension of IDEA/504 students to avoid a “change in placement” or a “pattern 
of exclusion:” 

• Length of in-school suspension 
• Frequency of in-school suspension 
• Continuation of supports, counseling on coping skills 
• Free Appropriate Public Education (FAPE) determined by the IEP/PPT team 
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HOMEWORK 
 
The LEARN Board of Directors, acknowledging the research evidence indicating a positive correlation between 
homework and student achievement, supports regular homework assignments for students.  Homework assignments 
should: 
 

• be related to classroom instruction 
 

• be age and developmentally appropriate 
 

• be appropriate to the needs and ability of the child 
 

• provide reinforcement and enrichment of classroom instruction and should not be used for disciplinary 
purposes; 

 
• emphasize critical thinking, problem-solving and written expression; 

 
• emphasize quality over quantity 

 
• be reviewed/assessed once submitted. 

 
Each administrator, in consultation with faculty, shall develop a statement of homework procedures consistent with 
this policy.  Each statement of homework procedures shall be published for parents and students.  Parents shall be 
advised of this statement of homework procedures upon first entering the school and at least annually, thereafter. 
 
Legal Reference: C.G.S. 10-221(b) 
 
Policy adopted: November 13, 1997 
LEARN 
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HOME TO SCHOOL COMMUNICATION 
 
LEARN develops and fosters school  - family - community partnerships as a critical aspect in programming for 
students.  LEARN recognizes that education is a shared responsibility throughout a student’s entire educational 
career.  LEARN recognizes that it must do its part in developing and sustaining effective partnerships.  Each member 
of the school - family - community partnership plays a unique and important role in contributing to success for all 
students. Programs shall conduct at least two parent-teacher conferences each year. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy adopted: June 11, 1998 
Revised:  September 9, 2010 
LEARN 
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LEARN HOME SCHOOL COMMUNCATION PROCEDURES 

 
1. Parenting – promote and support parenting skills and the family’s primary role in encouraging children’s 

learning at each age and grade level.  Examples:  parent support groups, parent focus groups, child 
development workshops. 

 
2. Communicating – promote clear two-way communication between the school and families about school 

programs and children’s progress.  Examples:  daily communication book, regular phone contact, newsletters, 
weekly contact sheets, logs, parent handbook, progress reports, parent teacher conference. 

 
3. Volunteering – provide appropriate training and involve families in instructional and support areas both in and 

out of the school.  Examples:  participating in school-related functions, assisting school personnel with school 
related functions, acquiring resources for instructional support and/or school related functions, expending time 
and energy for school improvement, working closely with school personnel, arranging guest career speakers 
for one classroom or small group of classrooms. 

 
4. Learning at Home – involved families in learning activities at home, including interactive homework and 

other curriculum-linked or enrichment activities.   Examples:  knowledge of homework requirements, 
home/school carryover programs, providing an environment conducive to learning, expanding on school units, 
allowing adequate time and space for homework, rest and sleep, monitoring and assisting with instruction at 
home, i.e., have him/her share with you projects for special speakers, career focus:  discuss what he/she can do 
now to prepare for this career, the life skills necessary to succeed in that occupation (perseverance, initiative, 
honesty, positive attitude, self-control, communication, etc.) 

 
5. Decision Making – provide opportunities for all families to develop and strengthen their leadership role in 

school decisions.  Examples:  full participation of parents in educational planning, shared expectations, assist 
in creating and accessing opportunities that drive future programs, parent participating in school-based 
decision making. 

 
6. Community Involvement – provide coordinated access to community resources for children and families to 

develop, and serve as a resource to the community.  Examples:  school/community relationship which 
encourages business, social agency, and higher education partnerships; communication among business, 
community and the schools, and the school as a community resource and the community as a school resource.  
Readings, visitations, study/discussion groups, media support for school activities, coaching/mentoring 
students/staff, support sports and art activities, involve parents and community in teaching character skills 
from a multicultural perspective, exposing students to diverse career possibilities and providing opportunities 
for service in neighborhood projects where students actively contribute to their community by visiting nursing 
homes, painting over graffiti, working on a local issue, or other projects that build good citizenship. 
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Homeless Children and Youth 
 
Children who meet the Federal definition of “homeless” will be provided a free and appropriate public education in 
the same manner as all other students of the District and will not be stigmatized or segregated on the basis of status as 
homeless.  No homeless student will be denied enrollment based on lack of proof of residency or lack of 
documentation of required immunization.  No Board policy, administrative guideline, or practice will be interpreted 
or applied in such a way as to inhibit the enrollment, attendance, or school success of homeless children. 
Homeless students will be provided services comparable to other students in the District in compliance with Federal 
and Connecticut state laws. 
The Superintendent/Executive Director will appoint a Liaison for Homeless Children who will perform the duties as 
assigned by the Superintendent/Executive Director.  Additionally, the Liaison will coordinate and collaborate with 
the State Coordinator for the Education of Homeless Children and Youth as well as with community and school 
personnel responsible for the provision of education and related services to homeless children and youths.  
(c.f. 5141.3- Health Assessments and Immunizations) 
(c.f. 5141.4 – Prevention and reporting of Child Abuse)   
 
Legal Reference: Connecticut General Statutes 
   10-253(e) School privileges for children in certain placements, non-                
resident children and children in temporary shelters. 
   17a-101 Protection of children from abuse.  Reports required of certain   
                                    professional persons. When child may be removed from surroundings 
                                    without a court order. 
   17a -102 Report of danger of abuse. 
   17a- 103 Reports by others. 
   17a- 106 Cooperation in relation to prevention, identification and 
                                     treatment of child abuse and neglect. 
   46b- 120 Definitions. 
   McKenney – Vento Homeless Assistance Act (PL 107-110-Sec. 1032) 42  
                                    U.S.C. §11431-11435 
 
 
 
 
Policy Adopted: November 9, 2017 
LEARN 
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STUDENT RECORDS:  CONFIDENTIALITY 
 
LEARN provides special education and regular education services to local education agencies (LEA's) in accordance 
with Sections 10-66a through 10-66n of the Connecticut General Statutes as may be amended from time to time.  
LEARN will maintain records and provide for the filing, protection, confidentiality, classification, review, and, when 
appropriate, destruction of all records received and generated in connection with a student's attendance in a LEARN 
program.  The maintenance of these records will be in accordance Connecticut Regulations Concerning Children 
Requiring Special Education, (Section 10-76d-18), The Family Education Rights and Privacy act (20 U.S.C. 123g) 
and regulations thereunder and 20 U.S.C. 1417 8 and regulations thereunder. 
 
In addition, all LEARN personnel who collect or use personally identifiable information regarding students will be 
annually informed of the confidential nature of such information, and of LEARN procedures with respect to the 
rights of students and parents as they relate to the confidentiality of records and information. 
 
 
Adopted: November 12, 1992 
Revised: March 11, 1993 
 
LEARN 
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CONFIDENTIALITY AND MAINTENANCE OF STUDENT RECORDS 

ADMINISTRATIVE REGULATIONS 
 

I. INTRODUCTION 
 
These regulations have been adopted by LEARN to implement State and Federal legislation establishing 
guidelines governing the manner in which student records are maintained and supervised.  The purpose of the 
legislation is to assure students and parents of access to student’s official records so that they may be sure the 
information contained in their files is accurate.  Further, the legislation seeks to guarantee that these files are used 
only for legitimate educational purposes and are not released without the written permission of the student or 
parent of the student except as permitted by law. 
 
II. DEFINITIONS 

 
Disclosure  To permit access to or the release, transfer or other communication of education 

records, or the personally identifiable information contained in those records, to any party, by 
any means, including oral, written or electronic means. 

 
Education 
Records  Any information recorded in any way (e.g. handwriting, print, tape, film, microfilm 

and microfiche) that is (1) directly related to a student and (2) maintained by the school 
district or by a party acting for the school district, except: 

 
- Personal records that are kept in the sole possession of the school staff member who made 

them and that are not accessible to or revealed to any other person except the staff 
member’s temporary substitute. 

 
- Employment records that are used only in relation to the student’s employment by LEARN 

and; 
 

- Alumni records that contain information about a student after he or she is no longer in 
attendance at LEARN; these records do not relate to the person as a student. 

 
Parent   A parent of a student, including a natural parent, a guardian or an individual 

acting as a parent in the absence of a parent or guardian, or a surrogate parent. 
 
Student  An individual who is enrolled in or has been enrolled in a program at LEARN. 
 
Eligible Person A parent or student or former student who has reached 18 years of age or is attending an 

institution or postsecondary education or is an emancipated minor. 
 
   If the parents are divorced or legally separated, both the parent granted custody 

and the non-custodial parent have the legal right to access to the academic, medical, hospital or 
other health records, unless a court order prohibits access. 

 
Extra-Confidential 
Records  Education records to which access by school officials and other parties identified in 

Section  
 

99.3 of the Family Educational Rights and Privacy Act (FERPA) of 1974 regulations should 
be strictly limited by a need to know.  The extra-confidential records maintained by LEARN  
include psychiatric evaluations, family assessments, and child abuse reports. 

 



 

Party   An individual, agency, institution or organization. 
 
Personally Identifiable 
Information  Information that includes, but is not limited to: 
 

1 the student’s name; 
2 the name of the student’s parent or other family members; 
3 the address of the student or student’s family; 
4 a personal identifier, such as the student’s social security number or the student’s 

school identification number; 
5 a list of personal characteristics that would make the student’s identity easily traceable; 

and 
6 other information that would make the student’s identity easily traceable. 

 
Custodian of Student 
Records      The administrator designated by the Executive Director to maintain records for 

LEARN educational programs. 
 
Education Personnel     Instructional and support staff employed by LEARN or the student’s LEA.  This 

interdisciplinary team includes but is not limited to education administrators and teachers, 
substitute teachers, student teachers, clerical staff, speech pathologists, physical therapists, 
occupational therapists, psychologists, social workers, counselors, and educational 
consultants employed for the purpose of improving instruction. 

 
Official      Includes Connecticut certified special education administrators, directors of pupil 

services or special education supervisors or coordinators, building principals or assistant 
principals. 

Directory  
Information       Including the following information relating to a student; the student’s name, 

address, telephone number, date and place of birth, program, participation in officially 
recognized activities and sports, dates of attendance, honors and awards received and other 
similar information. 

 
III.     ANNUAL NOTIFICATION OF RIGHTS  
 
            Parents and eligible students are notified annually by LEARN of the rights accorded to them by FERPA. 
 
            The annual notification of rights informs eligible students and parents that they have a right to: 
 

A. Inspect and review the student’s education records. 
 
B. Request the amendment of the student’s education records to ensure that the records are not inaccurate, 

misleading or otherwise in violation of the student’s privacy rights or other rights.  For students in 
programs such as Special Education and Vocational Education programs or Magnet School programs, this 
request is made to the Local Education Agency (LEA).  For students in the Birth to Three Program, the 
request is made to the Director of Young Children and Families. 

 
C. Consent to disclosures of personally identifiable information contained in the student’s education record, 

except to the extent that FERPA regulations authorize disclosure without consent. 
 

When LEARN releases information to newspapers regarding LEARN events, to school publications, to 
parent/teacher committees or for other similar purposes, only the following information may be made 
available:  student’s name, address, age, major field of study, participation in officially recognized sports 
and activities, dates of attendance, degrees and awards received and the most recent previous school 



 

attended by the student.  Any parent/guardian or majority age student desiring to have this information 
remain confidential shall notify the Executive Director in writing within thirty days from the date of the 
release of a public notice regarding this issue. 

 
D. File with the United States Department of Education, Family Policy Compliance Office, 400 Maryland 

Ave. SW, Washington, DC 20202-4605, a complaint concerning alleged failures by LEARN and the 
home school district to comply with the FERPA regulations.  

 
E. Obtain a copy of LEARN’s policies for student education records.  Copies of these policies are located in 

the LEARN Central Office. 
 
 
IV.   PROCEDURE TO INSPECT AND REVIEW EDUCATION RECORDS 
 
        Eligible persons may, upon request, inspect and review the student’s education records.  Eligible persons must 

submit to the LEA or the appropriate LEARN designee, a written request that identifies as accurately as possible 
the record or records for which the request for inspection and review is submitted.  As required by Section 
1076d-18(b)(1) of the Regulations of Connecticut State Agencies, requests by parents of students requiring 
special education and related services will be accommodated within 10 days of the receipt of such requests, 
within 3 school days of the receipt of such requests if the requests are made in order to prepare for a meeting 
regarding an individualized education program or within 3 calendar days of such a request if the request is made 
in order to prepare for a meeting related to any due process proceeding. 

 
 When a record contains information about other students, the eligible student or parent will not be allowed to 

inspect or review the portion of the record that pertains to other students. 
 
 One free copy per year of the student’s education records will be provided by LEARN within 5 school days of a 

written request by parents of students. 
 
V. TYPES, LOCATIONS AND CUSTODIANS OF EDUCATION RECORDS AT LEARN 
 

A. Custodian of Records 
1. The Executive Director of LEARN or his/her designee(s) will serve as the Custodian of Records 

for the agency’s educational programs.  The designated custodian shall have: 
a. the duty of ensuring the confidentiality and security of student records; 
b. the duty to review all records and delete information that is no longer valid or useful; 
c. the authority to grant or deny access to records in accordance with LEARN policy; 
d. the responsibility to maintain a list of all those individuals who have had access to a 

student’s record; 
e. the duty of arranging the return of records to the responsible LEA once a student is 

dismissed from a LEARN program; 
f. the duty of implementing this policy and all LEARN policies relating to student 

records. 
 

2. Student records shall be stored in locked containers or rooms as designated by the custodian. 
 

B. The types of records kept at LEARN are the following: 
- Cumulative School Records and Special Education Records 
- Discipline Records 
- Extra Confidential Records 
- School Transportation Records 
- Health Records 

 
C. Location of Records 



 

1. For students enrolled in the Special Education Department, records are maintained in LEARN’s 
Central Office by the Director of Special Education. 

2. For students enrolled in Vocational Education Programs, records are maintained in the Central 
Office by Director of Professional and Career Services. 

3. For students enrolled in the Magnet School, records are maintained at the school site. 
4. For students enrolled in the Birth to Three Program, records are maintained in the Birth to Three 

Office by the Program Director. 
 

VI. DISCLOSURE OF EDUCATION RECORDS 
 

LEARN will disclose personally identifiable information from a student’s educational records only with 
the written consent of the parent or eligible student, except, 
 
A. To school officials who have a legitimate education interest in the records: 

                  1. A school official is: 
- A person employed by LEARN or the LEA as an administrator, supervisor, teacher, 

administrative assistant, secretary or clerk; or 
- A person employed by or under contract to LEARN to perform a special task (e.g. 

attorney, auditor, medical or educational consultant). 
 

Each student’s file will contain a list of those who have regular access to the file.  In addition, there 
will be a sign-up sheet for those who view the file on occasion (e.g. auditor, educational consultant, 
etc.) 
 
2. A school official has a legitimate educational interest if the official is: 

- Performing a task or responsibility that is specified in his/her job description; 
 - Performing a task related to a student’s education; 
 - Performing a task related to the discipline of a student; or 
            - Providing a service or benefit to the student and/or the student’s family including, but 

not limited to, health care, parent effectiveness training and homebound instruction. 
    

B. To officials of another school, school system or institution of postsecondary education in which the 
student seeks or intends to enroll. 

 
C. To authorize officials of the U.S. Department of Education, The Comptroller General of the United 

States and state and local educational authorities, provided the disclosure of the information pertains 
to state-supported or federally-supported education programs and meets the requirements of Section 
99.35J(b)(1) and 99.35(b)(2) of FERPA. 

 
D. To state and local authorities or officials, if a state statute adopted before November 19, 1974, 

specifically requires disclosures to those authorities and officials. 
 
E. To organizations conducting studies for, or on behalf of, LEARN or the LEA to: 

i. Develop, validate or administer predictive tests, or 
ii. Improve instruction 

 
F. To accrediting organizations to carry out their accrediting function 
 
G. To parents of an eligible student who claim the student as a dependent for income tax purposes, as 

defined in the Internal Revenue Code, 
 

H. To comply with a judicial order or lawfully issued subpoena. 
 



 

I. To appropriate parties in connection with an emergency, if knowledge of the information is necessary 
to protect the health or safety of the student or other individuals. 

 
VII. RECORD OF REQUESTS FOR DISCLOSURE OF EDUCATION RECORDS 
 
LEARN will attach to each child’s file a list of all requests for and/or disclosure of personally identifiable 
information from a student’s education records.  The record will indicate: 
 

A. The names of the parties who have requested or received personally identifiable information; 
B. The names of the additional parties to which the receiving party may disclose the information on 

behalf of LEARN; and  
C. The legitimate interest the parties, described in paragraphs A and B above, had in requesting or 

obtaining information. 
 
The record of requests and/or disclosures will be maintained as long as the student’s education records are 
maintained and may be inspected by the eligible student or parent.  The procedure for recording the names and 
legitimate interests of parties does no apply if the request for information was from or the disclosure to: 

- The eligible person or 
- A school official as defined under DISCLOSURE OF EDUCATION RECORDS. 

 
VIII CORRECTION OF EDUCATION RECORDS 
 
An eligible student or parent has the right to request that education records be corrected if it is  
believed that the records are inaccurate, misleading or in violation of these student’s rights of privacy or other rights.  
This request is made to the LEA district and is carried out according to the policies of that district. 
 
IX RECORD RETENTION 
  

A. Birth to Three Program Students – Records are retained for six years after the student leaves the 
program.  After six years, records are destroyed with authorization from the Public Records 
Administrator. 

B. Directory information will be maintained on all students who have attended LEARN programs. 
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 Students 
 
SUBSTANCE ABUSE 
 
Through the use of curriculum development, classroom activities, community support and resources, a consistent 
administrative and faculty effort, educational processes mandated through IDEA, and rehabilitative and disciplinary 
procedures, the administration and staff of LEARN, in cooperation with the student's parents/guardians, will work to 
educate, prevent, and intervene in the abuse of all drug, alcohol, and mood altering substances by the entire student 
population in accordance with state law. 
 
As an extension of this policy, the rules, regulations, and guidelines shall be used by all LEARN personnel when 
responding to drug, mood altering substance, and alcohol related situations. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: June 8, 1989 
Policy Revised:  April 12, 1990 
Policy Revised:  May 10, 1990 
Policy Revised: September 11, 1997 
LEARN 
 



 

 5131(a) 
SUBSTANCE ABUSE RULES AND REGULATIONS 
 
A student who, on school grounds, during a school session, or anywhere at a school-sponsored activity, is under the 
influence of alcohol, drugs or mood altering substances or possesses, uses, dispenses, sells or aids in the procurement 
of alcohol, narcotics, restricted drugs, mood altering substances, or any substance purported to be a restricted 
substance or over the counter drug shall be subjected to the process pursuant to the provisions and procedures 
outlined below. 
 
The parent(s)/guardian(s) of any student who is required to take medication (prescribed by a physician) during the 
school day shall so inform the school nurse, LEARN staff, or the person designated to act in the absence of a nurse.  
Such medication will then be administered under the supervision of the school nurse or the designated individual. 
 
All students of LEARN are in special education and laws relating to the PPT process must be followed.   In addition, 
LEARN students are placed in host schools that may have their own substance abuse policy.  It is important that the 
policies of the LEA and LEARN work together for the benefit of the school and its students. 
 
Procedures 
 
I. Any teacher or other school personnel who believes that any student is not functioning properly, should 

contact the designated administrator who will take responsibility to see that the student is immediately seen 
by a nurse of other individual capable of evaluating the student.  This individual and the teacher will 
document the referral.  The staff is not being asked to evaluate whether or not this is chemical in nature.  They 
are not being used to label or diagnose, but to report behavioral observations that might signal the need for 
more assessment. 

 
II. The nurse will determine whether the student is in need of urgent medical attention.  If so, the nurse will 

administer any first aid required and/or immediately request emergency services and will immediately notify 
the student's parent(s)/guardian(s) and LEARN administration. 

  
III. If urgent medical attention is not required, the nurse will inform the administrator of the student's condition.  

The administrator will then contact and inform the student's parent(s)/guardian(s) of the situation, including 
physical and behavioral observations. 

 
IV. If it is determined that the student's inability to function properly is due to drug or alcohol abuse, the 

following shall apply: 
 
 CONSEQUENCES OF ALCOHOL OR OTHER DRUG ABUSE 
 

A. Consequences for the Use, Sale or Possession of Intoxicants or Mood Altering Drugs in a 
Manner Not Prescribed by a Physician. 

 
Any student in LEARN using, in possession of, or under the influence of intoxicants, mood altering 
drugs, or look-alike drugs, or in possession of related drug paraphernalia during a school session, on 
school premises, or anywhere at a school-sponsored activity shall automatically be subject to the 
following actions: 
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1. First Violation 
 

Any student found to be in violation of this policy for the first time during his/her tenure at 
LEARN will be suspended from school.  The police will be notified in the case of possession.  
The sending LEA  will be contacted, and a PPT will be convened as soon as possible if 
appropriate.  In some cases the school administrator may make a referral to appropriate agencies 
licensed to assess and treat drug and alcohol abuse. 

 
The PPT for identified students will consider the following options for action: 

 
a. In School counseling; 
b. Involvement in alcohol and other drug abuse groups in the school; 
c. Referral to self-help groups within the community that are specifically set up to assist the 

person involved with alcohol or other drugs; and 
d. Referral to appropriate agencies (i.e. agencies licensed to asses and treat drug including 

alcohol, abuse). 
 

The PPT will set the guidelines for failure to comply. 
 

2. Second Violation 
 

Any student found to be in violation of this policy for the second time during his/her tenure at 
LEARN, shall be suspended.  The police will be notified in the case of possession if appropriate. 

 
The LEA will be notified, and a PPT will be convened as soon as possible. 

 
a. The PPT will give serious consideration to the following actions in which the student must 

 
I. Seek and complete an assessment by a physician or related agency (NOTE: the chosen 

agency must be licensed to evaluate drug, including alcohol, problems); 
II. Demonstrate compliance with the treatment program as recommended after the 

assessment; 
 

III. Successfully complete the treatment program; and 
 

IV. Agree to a behavioral contract between the student, school administration and a 
representative of the assessment group as a condition of readmittance to the program. 

 
b. Review PPT recommendations and student actions up to present. 
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c. As a result of the second violation, the PPT will give due consideration to the 
appropriateness of LEARN as a placement. 

 
d. The PPT shall develop guidelines for failure to comply. 

 
 

3. Third Violation 
 

The police will be notified.  The student will be suspended.  The PPT will be called as soon as 
possible if appropriate.  The PPT will examine the appropriateness of LEARN as a placement 
and take into consideration (a) impact on other students (b) other available options (c) student's 
perceptions. 

 
B. Readmission to School after a Third Violation 

 
Reentry to LEARN will be determined with PPT process. 

 
C. Student Enrollment in Non-Public or Public Education During the Period of Rules Enforcement 

 
Any student who elects to enroll in any non-public or public education during the period of time 
affected by these rules and then chooses to re-enroll in LEARN will be enrolled only under the 
conditions specified by agreement with administration during the placement PPT. 

 
D. Consequences for Selling, Dealing, or Giving Away Intoxicants or Mood Altering Drugs 

 
Any student found to be exchanging, distributing, selling, giving away, or possessing an intoxicant or 
mood altering drug with the intention of exchanging, distributing, selling or giving away such 
intoxicants or mood altering drugs, look-alike drugs or paraphernalia on school premises or while 
participating in or attending any school sponsored activity, will be subject to the same actions 
previously outlined in this policy, and the police will be notified. 

 
E. Use of Possession of Intoxicants, Mood Altering Drugs, Look-Alike Drugs and Paraphernalia in 

Student Owned/Operated Vehicles 
 

Any student who owns and/or operates a vehicle on school grounds or for school sponsored activities 
must accept responsibility for the vehicle and the contents of the vehicle.  This responsibility subjects 
the owner or student operator to the full ramifications of this policy. 
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F. Administrative Guidelines 
 

1) The Executive Director shall provide for the development of administrative rules relating to this 
policy to include all relevant definitions. 

 
2) Prescription medications are to be construed as exceptions to this policy when used by the 

individual for whom they are prescribed in the manner and amount prescribed. 
 

3) Designated school personnel may search a student's car, locker, and bag and may demand that a 
student empty his/her pockets if there is reasonable cause to believe that the student possesses 
objects or chemicals which may endanger the health, safety, and welfare of himself/herself 
and/or others. 

 
4) When the LEA policy and the LEARN policy do not coincide, the appropriate administrators 

shall mutually agree as to which policy(ies) shall be in place.  All policies and actions must 
comply with IDEA. 
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DANGEROUS WEAPONS IN THE SCHOOLS 
 
School rules have long forbidden students to bring weapons or dangerous instrument onto school property or school-
sponsored activities.  Weapons and dangerous instruments shall include, but not be limited to: 
 

1. Any firearm of any description 
2. Any knife or similar items that could be dangerous to others as defined by State law 
3. Chemical weapons or explosive devices (e.g. mace, ammunition) 
4. Any device having a sharp point (e.g. ice picks) 
5. Any other dangerous instrument that is capable of inflicting injury. 

 
It shall be a violation of this policy for any student to have in his/her possession, on school property or at school-
sponsored activities, weapons or dangerous instruments as stated above. 
 
A student having in his/her possession, or in a desk or locker, any weapon, dangerous instrument or a facsimile 
thereof will be subject to both school discipline and/or law enforcement intervention.  In addition, use of such a 
weapons or dangerous instrument will result in criminal prosecution. 
 
In the enforcement of this policy, LEARN administrators may authorize: 
 

1. Unannounced inspections of student lockers. 
2. Inspection of student automobiles driven to school and parked on school property. 
3. Inspection of the contents of a student's pockets, purse, and/or bags if there is reasonable suspicion that 

the student is in possession of a weapon or dangerous instrument. 
 
In all cases of possible violation of criminal statutes related to the possession and/or use of weapons, the LEARN 
administration and police department will work cooperatively to determine the best course of action. 
 
Each LEARN administrator shall provide written copies of this policy to all members of the faculty and student 
body. 
 
Legal Reference: Connecticut General Statutes 

10-233a through 10-233g Student Discipline 
53-206 Carrying and Sale of Dangerous Weapons 
53a-3 Penal Code:  General Provisions-Definitions 
 

 
Policy Adopted: September 11, 1997 
LEARN 
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 Students 

 
ADMINISTERING MEDICINES TO STUDENTS 
  
Students shall be permitted to receive medication while at school in accordance with the established LEARN 
regulations and once the "Authorization for the Administration of Medicines by School Personnel" form is complete 
and on file at the school.  This authorization covers all prescriptions and over the counter drugs. 
 
 
Legal Reference:  Connecticut General Statues 

10-212a-1 to 10-212a-7 inclusive 
 
 
 
 
 
 
 
 
 
Policy adopted: March 8, 1990 
Revised: October 9, 1997 
Revised:  January 13, 2005 
LEARN 
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 REGULATIONS FOR ADMINISTERING MEDICINES TO STUDENTS 
 
The Executive Director shall be responsible for the administration of the Board's policy pertaining to the 
administration of medicines by school personnel. 
 
Prescribed medication should preferably be given at home; however, administration of medicine by school personnel 
is often necessary to meet the health needs of an individual student. 
 
The following rules pertain to those medicinal preparations which must be administered during hours when school is 
in session.  Such medicinal preparations shall not include hallucinogenic or narcotic drugs.  Medicines shall be 
administered to students only pursuant to the written order by a legally qualified physician, physician assistants, 
Advance Practice Registered Nurse (APRN) and the written authorization of the parent or guardian of the student 
received by the school principal. 
 
1. The LEARN registered nurse, school nurse, or in the absence of a nurse, the trained administrator or any 

trained teacher, may administer medicinal preparations as specified in state law.  Principals and teachers may 
administer oral, topical, or inhalant medications.  Injectable medications may be administered by a principal 
or teacher only to a student with a medically diagnosed allergic condition which may require prompt 
treatment to protect the student against serious harm or death.  Investigational drugs may not be administered 
by principals or teachers.  According to the law, no such school nurse, principal, or teacher shall be liable to 
such student, or a parent or guardian of such student, for civil damages for any personal injuries which result 
from acts or omissions of such nurse, principal, or teacher in administering such preparations which may 
constitute ordinary negligence. 

 
2. A physician/dentist/physician's assistant/APRN's order for medicinal preparations to be administered shall 

specify in writing the duration of the order, name of the drug, and the dosage. 
 
3. In the event a private physician is also the school physician, his/her orders for medication to be administered 

in school are to be written and accompanied by the written authorization of a parent or guardian. 
 
4. Upon receiving a request for the administration of medicine, the LEARN registered nurse or school nurse 

shall contact the parent and/or the private physician/dentist/physician assistant/APRN's, relative to the 
recommended plan, for administering the medication during school hours.  The LEARN registered nurse or 
school nurse, following consultation with the school medical adviser, will determine whether the medication 
can be administered at home before and after school is in session. 

 
5. When the LEARN registered nurse or school nurse and the school medical adviser determine that the plan for 

administration of medication during school hours is necessary for the well-being of the student, arrangements 
will be made to give such medication.  The prescribing physician/dentist/physician assistant/APRN will be 
responsible for the medical care of the student. 

 
6. When the LEARN registered nurse or school nurse and the school medical adviser question the necessity for 

administering such medication during school hours, the prescribing physician/dentist/physician 
assistant/APRN will be notified of the decision. 

 
7. The LEARN registered nurse or school nurse will be responsible for obtaining additional information 

regarding medication as indicated by the prescribing physician/dentist/physician assistant/APRN. 
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8. Once all arrangements for administering the medication have been accomplished, the medication must be 

delivered directly to the LEARN registered nurse or school nurse, LEARN teacher, or LEARN van drivers by 
the child's parent or guardian.  The nurse must examine on-site any new medication, medication order, and 
permission form, and develop a medication administration plan for the student before any medication is given 
by any school personnel.  The nurse may consult with the private physician/dentist/physician assistant/APRN 
regarding safe administration of any specific medication.  The school medical advisor may also be consulted 
regarding medications and/or the administration regime. 

 
9. The medication must be delivered in and dispensed from the original container properly labeled with the 

name and strength of the medication, name of patient, prescribing physician/dentist/physician 
assistant/APRN, the date of the original prescription, and directions for taking.  Medications requiring 
refrigeration shall be stored in a refrigerator at no less than 35 degrees Fahrenheit or no more than 46 degrees 
Fahrenheit. 

 
 
10. Students shall generally not be allowed to self administer medication.  In the rare instances when self-

administration is approved by the school administrator , that approval is contingent on the following: 
a. a physician/dentist/physician assistant/APRN provides a written order for self-administration; and, 
b. there is written authorization from the student's parent or guardian; and, 
c. the LEARN registered nurse or school nurse has evaluated the situation and deemed it to be safe and 

appropriate; has documented this on the student's cumulative health record; and has developed a plan 
for general supervision; and, 

d. the principal and appropriate teachers are informed that the student is self-administering prescribed 
medication; and, 

e. such medication is transported to the school and maintained under the student's control in accordance 
with the Board of Director's policy on self-medication by students. 

  
11. Each LEARN classroom shall keep a record, on which shall be recorded in ink, the administration of 

medicinal preparations showing the following: 
 

a. the name of the student; and, 
b. the name of the medication; and, 
c. the dosage of the medication; and, 
d. the route of administration; and, 
e. the frequency of administration; and, 
f. the name of the prescribing physician/dentist/physician assistant/APRN and, 
g. the date the medication was ordered; and, 
h. the quantity received; and, 
i. the date the medication is to be re-ordered; and, 
j. any student allergies to food and/or medicine; and, 
k. the date and time of administration or omission including the reason for the omission; and, 
l. the dose or amount of drug administered; and, 
m. the full legal signature of the nurse, principal, or teacher administering the medication. 

 
All recorded transactions shall not be altered.  If an error is made when recording, a pen-line should be run 
through the entry, the correct data recorded on the next line and signed, and the person making the error 
should complete the medication error form. This form will be filed in the student's health record. 
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12. All such records shall constitute a record which shall be made available for surveillance by State Department 

of Health representatives and shall be kept in the office of the LEARN registered nurse or school nurse for a 
period of three years from the last transaction recorded in the book. 

 
13. The written order of the physician/dentist/physician assistant/APRN and the written authorization of the 

parent or guardian shall be filed and kept at least three years in the student's health record. 
 
14. No more than a 45-day supply of a prescribed medication shall be stored in a school. 
 
15. The prescribed medicinal preparations shall be stored in a locked container, cabinet, or closet used 

exclusively for the storage of medication.  In the case of controlled substances, they shall be stored separately 
from other drugs and substances in a separate, secure, substantially constructed, locked metal or wood 
cabinet.  Both the LEARN registered nurse and the teacher are to possess keys.  The LEARN registered nurse 
and the Executive Director are to maintain a current list of those persons authorized to administer medicine. 

 
16. The written order of the physician/dentist/physician assistant/APRN, the written authorization of the parent or 

guardian, and the completed medication administration record for each student shall be filed in the student's 
cumulative health record. 

 
17. A physician/dentist/physician assistant/APRN's verbal order, including a telephone order, for a change in 

medication can be received only by the LEARN registered nurse or school nurse.  Any such verbal order must 
be followed by a written order within three (3) school days. 

 
18. Each classroom teacher shall have the following information readily available:  Connecticut Poison Control 

Information Center 1-800-343-2722, the physician/dentist/physician assistant/APRN, clinic, or emergency 
room to be contacted in the event of a medical emergency, and the person responsible for decision making in 
the absence of the school nurse. 

 
19.  LEARN will provide training for administrators and teachers for the safe administration of medications to 

students in the absence of the LEARN registered nurse or school nurse.  The training may be provided by the 
LEARN registered nurse or school nurse.  The training will be mandatory for LEARN teachers and 
administrators.  Included in the training program will be sessions conducted annually by the LEARN 
registered nurse which will take place at the beginning of the school year.   

 
Only principals or teachers who have received such training from the LEARN registered nurse or school 
nurse shall be allowed to administer medications to students.  This training shall include, but not be limited 
to: 
(a) the procedural aspects of medication administration, the safe handling and storage of medications, and 

recording; and  
(b) the medication needs of specific students, medication idiosyncrasies, and desired effects, potential side 

effects, or untoward reactions. 
 

The nurse responsible for the training shall document the training on Record Form, Record of Training of 
School Personnel in the Administration of Medicines and Record Form used for individual students. 

 
The Executive Director shall maintain and update annually, documentation that such training has been 
provided and successfully completed. 
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20. All unused, discontinued, or obsolete medications shall be removed from storage areas, and either returned to 
the parent or guardian or, with the permission of the parent or guardian, destroyed in the following manner: 

 
a. noncontrolled drugs shall be destroyed in presence of at least one (1) witness; 
b. controlled drugs shall be destroyed in accordance with part 1307.21 of the Code of  Federal Regulations 

or by surrender to the Commissioner of the Department of Consumer Protection. 
 
21. In any case of error in administration of medications, if immediate emergency measures are deemed 

necessary, the LEARN registered nurse, school nurse, administrator, or teacher should initiate standard 
emergency procedures. 

 
The parent of the student involved, the prescribing physician/dentist/physician assistant/APRN, the LEARN 
registered nurse, school nurse, and the LEARN school administrator should be notified immediately of any 
medication errors. 

 
In any case of error in administration of medications, the person making the error shall complete form number 
008S/8, Medication Error or Incident Report.  This form shall be filed in the student's cumulative health 
record. 

 
22. The LEARN registered nurse or school nurse is responsible for general supervision of administration of 

medications in the schools to which that nurse is assigned.  This shall include, but not be limited to: 
 

A.  Availability on a regularly scheduled basis to: 
 

1. review orders or changes in orders, and communicate these to the personnel designated to give 
medication for appropriate follow-up; 

2. set up a plan and schedule to ensure medications are given; 
3. provide training to administrators, teachers, and other licensed nursing personnel in the administration 

of medications; 
4. support and assist other licensed nursing personnel, principals, and teachers to prepare for and 

implement their responsibilities related to the administration of specific medications during school 
hours; 

5. provide consultation by telephone or other means of telecommunication.  In the absence of the 
LEARN registered nurse or school nurse, a licensed physician or nurse may provide this consultation. 

6. obtain additional information regarding administration of medications and/or side effects of 
medications. 

 
B. Implementation of policies and procedures regarding receipt, storage, and administration of medications. 

 
C. Monthly review of all documentation pertaining to the administration of medications for students. 

 
D. Work-site observation of medication administration by teachers and principals who have been newly 

trained. 
E. Periodic review, as needed, with licensed nursing personnel, administrators, and teachers regarding the 

needs of any student receiving medication. 
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 Students 
 
REGULATIONS FOR FIRST AIDE AND ILLNESS CARE 
 
EXCLUSION FROM SCHOOL 
 
Students must be excluded from school when the following conditions exist: 
 
1. Temperature of 100 or over. 
2. Temperature of 99 with symptoms. 
3. Any skin eruption suggestive of a communicable disease. 
4. Any skin eruption suggestive of impetigo or scabies. 
5. Live pediculosis (head lice) or nits are found in the hair. 
6. Poor body hygiene which is offensive to others. 
7. Any possible eye infection. 
 
Students may be readmitted to school as specified: 
 
1. Children who have had pediculosis, or scabies must be checked by the nurse before readmission. 
2. Children with pediculosis may be readmitted when proof of treatment with an insecticide has been given to 

the school personnel. 
3. Children may return to school following the chicken pox one week after the first crop of vesicles appears. 
4. Children with impetigo may return may return to school 24 hours after antibiotic therapy has begun. 
5. Children with mumps may return to school when swelling has subsided. 
6. children with bacterial infections of the eye may return when symptoms have cleared. 
7. Children with streptococcal infections may return 24 hours after antibiotic therapy has begun. 
8. Children with scabies may return after treatment with an insecticide. 
9. A note from a physician stating the child is free from communicable disease will be accepted in all cases. 
 
ACCIDENTS IN THE HOME OR OFF SCHOOL PREMISES 
 
Responsibility for such accidents rests with the family and the family physician.  When accidents or illnesses occur 
outside, the school nurse and the teacher should have their family assume the responsibility for medical attention.  If 
necessary, the child should be sent home and the family advised to obtain medical care.   The school should give only 
emergency or first aid nursing care. 
 
WHO SHALL DO FIRST AID IN THE SCHOOLS 
 
1. First aid shall be done by the nurse, principal or teacher, following the LEARN First Aide and Illness 

procedure. 
2. No child or children shall be permitted to give first aid to other children. 
3. A record of all children receiving first aid shall be kept in a notebook provided for that purpose.  The book 

shall be kept by LEARN for 3 years. 
 
 
 
3/12/92 
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 Students 
 
CHILD ABUSE 
 
Consistent with the requirements of state law, Section 17a-101i (e), it shall be the policy of LEARN that suspected 
cases of child abuse including neglect, shall be appropriately reported by those employees who are required by state 
law to report such suspected cases of abuse.  The purpose of this policy is to protect children by providing 
appropriate education, intervention and evaluation  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted: June 14, 1990 
Revised :  May 10, 2001 
LEARN 
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PROCEDURES FOR REPORTING SUSPECTED CHILD ABUSE 
 
Reporting of Child Abuse and Neglect 
 
**These procedures pertain to reporting to DCF, Protection & Advocacy and law enforcement agencies. 
 
All staff members of LEARN, who have reasonable cause to suspect or believe child abuse and/or neglect of a child 
under eighteen (18) years of age, must report it by telephone or in person to the Department of Children and Families 
or a law enforcement agency, within twenty-four (24) hours of such suspicion.  A staff member who fails to report 
such abuse and/or neglect may be fined in accordance with state law.  A staff member who knowingly makes a false 
report of child abuse and/or neglect may be fined or imprisoned in accordance with state law.  Such staff member 
shall indemnify and hold harmless the board of education from all types of suits, litigation and other claims arising 
from his/her failure to report abuse and/or neglect of his/her false report of abuse and/or neglect. 
 
Within forty-eight (48) hours of making the report by telephone or in person, the staff member shall submit a written 
report (DCF 136) to the Department of Children and Families.  A copy of the written report must be submitted to the 
executive director or his/her designee, or in the case of suspected abuse and/or neglect by a staff member at another 
facility, to the person in charge of that facility. 
 
Oral and written reports shall contain, if known: 
 
1. names and address of the child and his/her parent(s), guardian(s), or other person(s) responsible for his/her 

care; 
2. the child’s age; 
3. the child’s gender; 
4. the nature and extent of the child’s injury or injuries, maltreatment or neglect; 
5. the approximate date and time the injury or injuries, maltreatment or neglect occurred; 
6. information concerning any previous  injury or injuries to, or maltreatment or neglect of, the child or his/her 

siblings; 
7. the circumstances in which the injury or injuries, maltreatment or neglect came to be known; 
8. the name of the person(s) suspected to be responsible for causing such injury or injuries, maltreatment or 

neglect; and 
9. whatever action, if any, was taken to treat, provide shelter or otherwise assist the child. 
 
This policy is intended to safeguard children whose health and welfare may be adversely affected through injury and 
neglect, and to ensure a nurturing and safe environment.  Program personnel shall cooperate toward the prevention, 
identification, and investigation of child abuse and/or neglect.  Reports should be made where there is reasonable 
cause to suspect or believe that any child under the age of 18: 
 
1. Has had physical injury or injuries inflicted upon him/her (other than accidental means) by a person 

responsible for the child’s health, welfare, or care, or by a person given access to the child by such 
responsible person. 

 
2. Has injuries which are at variance with the explanations given of their occurrence. 
 
3. Is in a condition, which is the result of maltreatment such as, but not limited to, malnutrition, sexual abuse, 

sexual exploitation, and deprivation of necessities, emotional maltreatment, or cruel punishment. 
 
4. Has been neglected in one or more of the following ways: 
 

A. has been abandoned; 
B. is being denied proper care and attention, physically, educationally, emotionally, or morally; 



 

C. is being permitted to live under conditions, circumstances, or associations injurious to the child’s well 
being. 

 
Child Abuse and Neglect When a Staff Member is Involved 
 
A staff member who has reasonable cause to suspect that a child has been abused and/or neglected by a LEARN 
employee must report the abuse to the Executive Director or his/her designee in addition to the report to the 
Department of Children and Families. 
 
1. The Executive Director or his or her designee shall immediately notify the child’s parent, guardian, or other 

person in charge of the child’s care that a report has been made.  The executive director or his/her designee 
shall, also provide a copy of the written report provided to the Department of Children and Families or law 
enforcement agency, to the Department of Education. 

 
2. If the Department of Children and Families, after an investigation, notifies the executive director that it has 

reasonable cause to believe that a child has been abused by a certified LEARN employee in a position 
requiring a certificate, the executive director shall suspend such LEARN employee.  Such suspension shall be 
with pay and shall not result in the diminution or termination of benefits.  Within seventy-two (72) hours after 
such suspension the executive director shall notify the local board of education and the Department of 
Education of the reasons for and conditions of the suspension.  The executive director shall disclose the 
records provided to him/her by the Department of Children and Families to the Department of Education and 
the local board of education or their attorney for purposes of review of employment status or certification.  
Such suspension shall remain in effect until the Board of Education acts pursuant to the provision of 
Connecticut General Statutes, Section 10-151.  If the contract of employment is terminated, the 
superintendent shall notify the Department of Education within seventy-two (72) hours after such termination.  
Upon receipt of such notice, the Department of Education may commence certification revocation 
proceedings pursuant to Connecticut General Statutes. 

 
3. If the Department of Children and Families, after an investigation, notifies the executive director that it has 

reasonable cause to believe that a child has been abused by a non-certified LEARN employee, the executive 
director may suspend such employee.  Such suspension may be with pay and may not result in diminution or 
termination of benefits to such employee.  Such suspension shall remain in effect until the employer of the 
non-certified program employee has satisfactorily resolved the incident of abuse. 

 
Role of Department of Children and Families 
 
1. Determination of Need (In-School Interview) 

Any person authorized to conduct an investigation of abuse or neglect shall coordinate the investigatory activities 
in order to minimize the number of interviews of any child and share information with other persons authorized 
to conduct an investigation of child abuse or neglect, as appropriate.  The Department of Children and Families 
shall obtain the consent of parents or guardians or other persons responsible for the care of the child to any 
interview with a child, except that such consent shall not be required when the department has reason to believe 
such parent or child’s household is the perpetrator of the alleged abuse.  If consent is not required to conduct the 
interview, such interview shall be conducted in the presence of a disinterested adult unless immediate access to 
the child is necessary to protect the child from imminent risk of physical harm and a disinterested adult is not 
available after reasonable search. 

 
If the DCF determines that an interview is appropriate, the DCF social worker will notify the program 
director prior to the visit.  The DCF worker will provide the program director or designee with DCF 
identification upon request. 
 
Should the DCF social worker not arrive as scheduled and personnel decide that the retention of the child 
beyond the program day is necessary to protect the child’s physical well being, the director or his/her 
designee must attempt to notify the parents/guardians of the child.  If reasonable attempts to notify the 



 

parents/guardians fail, the director/designee will notify the police of the child’s retention. 
 
2. Process (In-School Interview) 

The program will provide a private place for the DCF worker to interview the child.  Program personnel will not 
be a part of the interview unless specifically asked to do so.  In either event, the investigation is to be conducted 
solely by the DCF worker, unless the alleged abuser is a LEARN employee or student thereby necessitating 
application of an investigation and possible disciplinary action. 

 
3. Removal from the Home and/or School 

If the DCF has probable cause to believe that the child is in imminent risk of physical harm from his/her 
surroundings, and that immediate removal from such surroundings is necessary to ensure the child’s safety, the 
DCF may remove or authorize a law enforcement official to remove the child and any other child similarly 
situated from such surroundings without the consent of the child’s parent or guardian.  If removal of the child 
from the program is determined to be necessary, the DCF shall inform the program director of his/her designee of 
the removal.  It is the responsibility of the DCF to notify the parents/guardians of any activities or actions taken 
by the DCF following the interview.  

 

Follow-up Procedures for the School Staff 
 
1. Notification of Parents/Guardians 

If the alleged perpetrator of the abuse does not reside in the home with the child, the program social worker, the 
program director or the student crisis team designee will notify the parent/guardian that a referral has been made. 
 
If the alleged perpetrator of the abuse is in the home, and in the judgment of the program director and/or the 
student crisis team, the parent or guardian may punish the child for revealing the abuse, the notification of the 
parent or guardian of the child abuse referral will be done by the Department of Children and Families (DCF) 
worker. 
Communication will be established and maintained between the DCF worker and appropriate LEARN personnel, 
who will confer with the staff as necessary. 

 

Procedures for Use with the Mentally Retarded 
In case of suspected abuse or neglect of any person with mental retardation, an oral report of suspected abuse shall 
also be made to the Office of Protection and Advocacy for the Handicapped and Developmentally Disabled Persons 
within five calendar days.  Such report shall be followed up by a written report within five additional calendar days.  
Such report shall contain the name and address of the allegedly abused or neglected person, a statement from the 
person making the report indicating his/her belief that such person is mentally retarded, information supporting the 
supposition that such person is substantially unable to protect him/herself from abuse or neglect, information 
regarding the nature and extent of the abuse or neglect and any other information which the person making such 
report believes might be helpful in an investigation of the case and the protection of such person with mental 
retardation. 
 

Education Procedures 
 
All LEARN employees will be trained within three (3) months of hire in the recognition and reporting procedures of 
suspected abuse and neglect.  Critical components of the training should include: 
 



 

• Dynamics and prevalence of the different types of abuse and neglect; 

• Predisposing factors that put students at risk of abuse and neglect; 

• Factors that place adults at risk as perpetrators; 

• Effects of abuse and neglect on students; 

• Signs and symptoms of each form of abuse or neglect; 

• Legal requirements of reporting suspected abuse and neglect (17a-101(b) and 17a-101a; 46a-11b); 

• Legal protections for making a good faith report; 

• Legal sanctions for failure to report (17a-101a; 46a-11b(a)); 

• Role and responsibility of law enforcement officials; 

• Role and responsibility of DCF and P & A; 

• Procedures to follow whenever school personnel suspect abuse or neglect; 

• Contents of a good report; and 

• LEARN policy on disciplinary action for failure to report interference with making a report and making a false 
report. 

 

Evaluation 
 
Evaluation of these procedures will occur periodically. 
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 Student 
 
YOUTH SUICIDE PREVENTION AND INTERVENTION POLICY 
 
The LEARN Board of Directors is concerned about the increasing prevalence of youth suicide.  In response to that 
concern, and in accordance with state law, it shall be the policy of LEARN to establish programs and procedures 
regarding youth suicide prevention and intervention.  The purpose of the program will be to heighten the awareness 
of staff and students about the risk factors associated with youth suicide, and of the community resources that are 
available for referral of students who may be contemplating suicide.  LEARN recognizes, however, that suicide is a 
complex problem and that the programs established by LEARN are neither expected nor intended to develop 
expertise that will enable staff to made clinical assessments or provide in-depth counseling for students. 
 
 
 
 
LEGAL REFERENCE:  P.A.  89-168 
 
 
 
 
 
Policy Adopted: 
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 5142(a) 
 
 PROCEDURES FOR SUICIDE PREVENTION AND INTERVENTION 
 
Prevention: 
 
1. LEARN through its administration will identify social service agencies, mental health clinics, and other 

community resources that have expertise in the problem of youth suicide for the purpose of developing 
education and referral sources for LEARN. 

 
2. LEARN will develop in-service programs for teachers, administrators, and for appropriate personnel for the 

purpose of enhancing their ability to recognize those students who may be vulnerable to, or at risk, for 
suicide.  Training will include, but may not be limited to, information about factors that increase a student's 
risk for suicide; recognition of the behavioral signs that may indicate that a student is suicidal; information on 
community resources available for students that may need assistance; information regarding school 
procedures for handling a suicidal student. 

 
3. LEARN will make resources available for students at risk of suicide.  LEARN will also make guidance 

resources available to students subsequent to a suicide attempt by one of their peers. 
 
4. LEARN may establish a youth assistance program for the purpose of developing educational programs for 

students about the risk factors related to suicide and the community resources available for students who may 
need counseling. 

 
Intervention: 
 
If any member of the teaching, guidance, or administrative staff is confronted by a student who makes a statement of 
suicidal thinking or, for any other reason suspects that an attempt at suicide is possible, then the mental health 
professional involved with the program will be notified and he/she will meet with the student to evaluate if the 
student is indeed at risk.  If the mental health professional is unavailable, the LEARN School Nurse will be 
contacted.  If the LEARN School Nurse is unavailable, the host school nurse will be contacted if appropriate.  If the 
student is judged at risk, the following procedures must be followed: 
 
1. The Program Director must be advised immediately.  If the Program Director is not available and if there are 

no designees available, then the Executive Director must be notified. 
 
2. The student will be brought to the program office or the school office.  Under no circumstances is the student 

to be left alone. 
 
3. The student's parents/guardians and appropriate referring agency will be notified. 
 
4. Any outside therapists involved with the student will be notified. 
 
5. The student's parents/guardians will be referred to al local physician or community agency for emergency 

intervention and counseling.  
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 Students 
 
FIELD TRIPS 
 
Field Trips and Excursions 
 
The Board of Directors encourages the teaching staff of LEARN to use the surrounding communities as teaching 
resources. 
 
 
The following are guidelines for planning field trips which are part of and directly related to classroom learning 
activities: 
 
1. All field trips planned to occur during the school day must be approved by the Program Director. 
 
2. Any field trips which involve overnight accommodations for students must be approved by the Executive 

Director.  Any such approvals shall be reported to the Board of Directors prior to trips. 
 
3. Students may be asked to pay all or part of the expenses of field trips. 
 
4. Bus transportation may be used when arrangements can be made.  Use of private vehicles is discouraged.   
 
5. Each student on a field trip shall have written parental permission. 
 
6. Parents or other adults may serve as chaperons. 
 
7. Each trip should be evaluated by students, teachers, and the administration. 
 
8. No child shall be excluded from a field trip because of inability to pay. 
 
 
 
 
 
Policy adopted: 
Policy revised: September 11, 1997 
Policy revised:  April 10, 2003 
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 5143(A) 
REQUEST FOR FIELD TRIPS 

 
 
 
DATE OF APPLICATION                                                 PROGRAM _______________________________                                                               
TEACHER’S NAME                                                           SCHOOL  ________________________________                                                                
DATE OF REQUESTED FIELD TRIP                                                     # OF VANS __________________                                       
# OF WHEEL CHAIR VANS                                                          AIDE REQUESTED  ________________                                 
DESTINATION OF FIELD TRIP  ___________________________________________________________                                                                                                                      
 
TIME OF DEPARTURE                                                      IS THIS A D/O & P/U ONLY?                               
 
IS DRIVER STAYING W/FIELD TRIP ?                                     TIME OF RETURN                                     
(If neither of the above are answered, this Dept. will consider the field trip a D/O & P/U) 
 
# OF STUDENTS                                                       # OF ADULTS_____________________                
 
APPROXIMATE COST OF FIELD TRIP, IF ANY   _______________________________________                                                                                        
 
Requests for field trips must be received by the Special Education Director ten (ten) days prior to the 
scheduled date of the trip. 
 
Excessive cost to students should be avoided.  No student should remain behind because of cost. 
 
Signed written permission from parent/guardian must be obtained from all students. 
 
Please call the Transportation Department @434-4800 x145 the day prior to confirm trip. 
Please call the Transportation Department 1/2 hour prior to scheduled pick up time if the field trip is 
canceled, or proper department will be charged accordingly. 
 
 
 __________________________________________________________________________________________        
Teacher’s Signature                                             Approved-Director      
 
 
 
DRIVER/S ASSIGNED TO FIELD TRIP ________________________________________ 
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 LEARN 
 RELEASE OF STUDENT RECORDS 
 
 I give permission to LEARN to release/obtain (please circle) the following records of my child. 
 
Child's Name                                                             D.O.B.___________________________                                                     
 
RELEASE TO:       OBTAIN FROM: 
 
                                                                                                                                                                       
(Specific Party)       (Specific Party)    
 
                                                                               _________________________________________                           
(Agency)                     (Agency) 
 
                                                                               __________________________________________                         

(Street Address)      (Street Address) 
 
                                                                               __________________________________________                         

(City, State, Zip)            (City, State, Zip) 
 
Please check documents you wish to be released: 
 
        Psychological Reports            Medical Reports 
 
        Psychiatric Evaluations            Educational Evaluations 
 
        Speech/Hearing/Language Evaluations 
 
        Other Therapy Evaluations                            (Specify) 
 
        Evaluations from Outside Agencies, Doctors, Schools 
 
        Individualized Education Programs 
 
        Special Education Progress 
 
        Home/School Correspondence 
 
        Other 
 
Reason to Release:    _________________________________________________________________________________________                                                                                                                                                   
                                                                                                                                                                                                             
Parent's Signature __________________________________________ Date_____________________________________ 
 
This information is for the confidential use of the above-named personnel only who are directly  
involved in helping your child.  The Third Party may not share this information without parent consent. 



 

LEARN 
PERMISSION FORM 

 
Permission is given, if deemed necessary, to transport my child by ambulance/car to a local hospital. 
 
                                                                      __________________________________________  
Parent Signature      Date 
 
 
I give my child permission to participate in all school field trips and school activities.  I understand that I will be 
notified in advance of all such events. 
 
                                                                       _________________________________________ 
Parent Signature      Date 
 
 
PERMISSION TO BE PHOTOGRAPHED 
 
I give my permission for my son/daughter to be photographed, videotaped, and/or interviewed by LEARN staff 
or individuals authorized by LEARN to do so.  These photos, videos, and/or interviews may be published in any 
form and for the purposes of LEARN public relations announcements, LEARN internet sites, printed LEARN 
publications, or other articles used by LEARN.  LEARN programs include all student related services such as 
The Regional Multicultural Magnet School, The Dual Language Arts Academy, The Friendship School, The 
Special Education Programs, Interdistrict Grant Programs, etc. 
 
Any such photograph, video or interview may be used by LEARN indefinitely.  In addition, LEARN may use 
any existing photos, videos, and/or interviews of my son/daughter for such purposes and in such forms as well. 
 
If a student will be identified in a picture, video or interview, parents/guardians will be contacted for permission 
prior to publication. 
 
 
                                                                             _________________________________ 
Parent Signature      Date 
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Use of Physical Restraint/Seclusion 

It is the policy of the LEARN Board of Directors that maintaining an orderly, safe environment that is 
conducive to learning is an appropriate expectation of all staff members within the district.  To the extent that 
staff actions comply with all applicable statutes and Board policy governing the use of physical force, including 
physical restraint of students and seclusion of students, staff members will have the full support of LEARN’s 
Governing Board in their efforts to maintain a safe environment. 

The Board recognizes that there are times when it becomes necessary for staff to use reasonable restraint or 
place a student in seclusion as an emergency intervention to protect a student from harming himself/herself or to 
protect a student from imminent harm to himself/herself or others. (Alternative language: "to use reasonable 
restraint or place a student in seclusion to provide a safe environment for students.") 

Definitions 

Life-threatening physical restraint means any physical restraint or hold of a person that restricts the flow of 
air into a person's lungs, whether by chest compression or any other means, or immobilizes or reduces the free 
movement of a person's arms, legs or head while the person is in the prone position. 

Psychopharmacologic agent means any medication that affects the central nervous system, influencing 
thinking, emotion or behavior. 

Physical restraint means any mechanical or personal restriction that immobilizes or reduces the free movement 
of a person's arms, legs or head.  Excluded from this definition is briefly holding a person in order to calm or 
comfort the person; restraint involving the minimum contact necessary to safely escort a person from one area 
to another; medical devices including but not limited to, supports prescribed by a health care provider to achieve 
proper body position or balance; helmets or other protective gear used to protect a person from injuries due to a 
fall; or helmets, mitts and similar devices used to prevent self-injury when the device is part of a documented 
treatment plan or individualized education program pursuant to Connecticut's special education laws or 
prescribed or recommended by a medical professional and is the least restrictive means to prevent such self-
injury. 

School employee means a teacher, substitute teacher, school administrator, Superintendent, guidance counselor, 
psychologist, social worker, nurse, physician, school paraprofessional, or coach employed by the Board of 
Education or working in a public elementary, middle or high school; or any other individual who, in the 
performance of his/her duties has regular contact with students and who provides services to or on behalf of 
students enrolled in the district's schools, pursuant to a contract with the board of education. 

Seclusion means the involuntary confinement of a student in a room, with or without staff supervision, in a 
manner that prevents the student from leaving. 

Student means a child (A) enrolled in grades pre- kindergarten to twelve and to age 21, inclusive, in a public 
school under the jurisdiction of a local or regional Board of Education, (B) receiving special education and 
related services in an institution or facility operating under contract with a local or regional Board of Education, 
(C) enrolled in a program or school administered by a regional education service center, or (D) receiving special 
education and related services from an approved private special education program, but shall not include any 



 

child receiving educational services from Unified School District #2 or the Department of Mental Health and 
Addiction Services. 

Conditions Pertaining to the Use of Physical Restraint and/or Seclusion 

A.  School employees shall not use a life-threatening physical restraint on a student.  

B.  If any instance of physical restraint or seclusion of a student exceeds fifteen minutes an administrator or 
his/her designee, or a school health or mental health personnel, or a board certified behavioral analyst, who 
has received training in the use of physical restraint and seclusion shall determine whether continued 
physical restraint or seclusion is necessary to prevent immediate or imminent injury to the student or to 
others. Upon a determination that such continued physical restraint or seclusion is necessary, such 
individual shall make a new determination every thirty minutes thereafter regarding whether such physical 
restraint or seclusion is necessary to prevent immediate or imminent injury to the student or to others. 

C.  No student shall be placed in seclusion unless: 

a. The use of seclusion is as an emergency intervention to prevent immediate or imminent injury to the 
student or to others, provided the seclusion is not used for discipline or convenience and is not used as a 
substitute for a less restrictive alternative. 

b. Such student is continually monitored by a school employee during the period of such student's 
seclusion. Any student voluntarily or involuntarily placed in seclusion or restrained shall be regularly 
evaluated by a school employee for indications of physical distress. The school employee conducting the 
evaluation shall enter each evaluation in the student's educational record. Monitor shall mean by direct 
observation or by observation using video monitoring within physical proximity sufficient to provide aid 
as may be required. 

c. The area in which such student is secluded is equipped with a window or other fixture allowing the 
student a clear line of sight beyond the area of seclusion. 

D.  School employees may not use a psychopharmacologic agent on a student without that student's consent 
except (1) as an emergency intervention to prevent immediate or imminent injury to the student or to others, 
or (2) as an integral part of the student's established medical or behavioral support or educational plan, as 
developed consistent with Section 17a-543 of the Connecticut General Statutes or, if no such plan has been 
developed, as part of a licensed practitioner's initial orders. The use of psychopharmacologic agents, alone 
or in combination, may be used only in doses that are therapeutically appropriate and not as a substitute for 
other appropriate treatment. 

E.  In the event that physical restraint or seclusion is used on a student four or more times within twenty 
school days: 

a. An administrator, one or more of such student's teachers, the parent/guardian of such student and, if 
any, a mental health professional shall convene for the purpose of: 

i. Conducting or revising a behavioral assessment of the student; 

ii. Creating or revising any applicable behavioral intervention plan; and 

iii. Determining whether such student may require special education. 



 

b. If such student is a child requiring special education or is a child being evaluated for eligibility for 
special education and awaiting a determination, such student's planning and placement team shall convene 
for the purpose of (1) conducting or revising a behavioral assessment of the student, and (2) creating or 
revising any applicable behavioral intervention plan, including, but not limited to, such student's 
individualized education plan. 

F.  The parent/guardian of a student who is placed in physical restraint or seclusion shall be notified not later 
than twenty-four hours after the student is placed in physical restraint or seclusion. A reasonable effort shall 
be made to provide such notification immediately after such physical restraint or seclusion is initiated. 

G.  School employees shall not use a physical restraint on a student or place a student in seclusion unless 
he/she has received training on the proper means for performing such physical restraint or seclusion. 

H.  Beginning July 1, 2016, the Governing Board, and each institution or facility operating under contract 
with the Board providing special education for children, shall: 

a. Record each instance of the use of physical restraint or seclusion on a student; 

b. Specify whether the use of seclusion was in accordance with an individualized education program; 

c. Specify the nature of the emergency that necessitated the use of such physical restraint or seclusion; 
and 

d. Include such information in an annual compilation on its use of such restraint and seclusion on 
students. 

I.  The Board and institutions or facilities operating under contract with the Board to provide special 
education for children, shall provide such annual compilation to the Department of Education in order to 
examine incidents of physical restraint and seclusion in schools. 

J.  Any use of physical restraint or seclusion on a student shall be documented in the student's educational 
record. The documentation shall include: 

a.  The nature of the emergency and what other steps, including attempts at verbal de-escalation, were 
taken to prevent the emergency from arising if there were indications that such an emergency was likely 
to arise; and 

b.  A detailed description of the nature of the restraint or seclusion, the duration of such restraint or 
seclusion and the effect of such restraint or seclusion on the student's established educational plan. 

K.  Any incident of the use of restraint or seclusion that results in physical injury to a student shall be 
reported to the State Board of Education. 

Required Training and Prevention Training Plan 

Training shall be provided by the Board to school professionals, paraprofessional staff members and 
administrators regarding the proper means of physically restraining or secluding of students according to the 
requirements specified in state statute.  

a. Various types of physical restraint and seclusion; 



 

b. The differences between life-threatening physical restraint and other varying levels of physical 
restraint; 

c. The differences between permissible physical restraint and pain compliance techniques; and 

d. Monitoring methods to prevent harm to a student who is physically restrained or in seclusion, including 
training in the proper means of physically restraining or secluding a student. 

Crisis Intervention Teams 

By July 1, 2016, and each school year thereafter, the Board requires each school or program in the LEARN 
District to identify a crisis intervention team. Such team shall consist of school professionals, paraprofessional 
staff members and administrators trained in the use of physical restraint and seclusion. 

Such teams shall respond to any incident in which the use of physical restraint or seclusion may be necessary as 
an emergency intervention to prevent immediate or imminent injury to a student or to others. 

Each member of the crisis intervention team shall be recertified in the use of physical restraint and seclusion on 
an annual basis. 

Dissemination of Policy 

 (cf. 4148/4248 - Employee Protection) 

(cf. 5141.23 - Students with Special Health Care Needs) 

Legal Reference:  Connecticut General Statutes 

10-76b State supervision of special education programs and services. 

10-76d Duties and powers of boards of education to provide special education programs and 
services. 

46a-150 Definitions. (as amended by PA 07-147 and PA 15-141) 

46a-152 Physical restraint, seclusion and use of psychopharmacologic agents 
restricted.  Monitoring and documentation required. 

46a-153 Recording of use of restraint and seclusion required.  Review of records by state 
agencies.  Reviewing state agency to report serious injury or death to Office of Protection and 
Advocacy for Persons with Disabilities and to Office of Child Advocate. (as amended by PA 
12-88) 

53a-18 Use of reasonable physical force or deadly physical force generally. 

53a-19 Use of physical force in defense of person. 

53a-20 Use of physical force in defense of premises. 

53a-21 Use of physical force in defense of property. 

PA 07-147 An Act Concerning Restraints and Seclusion in Public Schools. 

http://z2policy.cabe.org/cabe/DocViewer.jsp?docid=213&z2collection=core#JD_4148
http://www.cga.ct.gov/current/pub/title_10.htm
http://www.cga.ct.gov/current/pub/title_10.htm
http://www.cga.ct.gov/current/pub/title_46a.htm
http://www.cga.ct.gov/current/pub/title_46a.htm
http://www.cga.ct.gov/current/pub/title_46a.htm
http://www.cga.ct.gov/current/pub/title_53a.htm
http://www.cga.ct.gov/current/pub/title_18.htm
http://www.cga.ct.gov/current/pub/title_53a.htm
http://www.cga.ct.gov/current/pub/title_19.htm
http://www.cga.ct.gov/current/pub/title_53a.htm
http://www.cga.ct.gov/current/pub/title_20.htm
http://www.cga.ct.gov/current/pub/title_53a.htm
http://www.cga.ct.gov/current/pub/title_21.htm


 

PA 15-141 An Act Concerning Seclusion and Restraint in Schools. 

State Board of Education Regulations Sections 10-76b-5 through 10-76b-11. 

 

Policy adopted: January 12, 2017 
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9C. Policy and Procedures:  
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POLICY REGARDING STUDENTS AND  

SECTION 504 OF THE REHABILITATION ACT OF 1973 AND 

TITLE II OF THE AMERICANS WITH DISABILITIES ACT OF 1990 

 

Section 504 of the Rehabilitation Act of 1973 (“Section 504”) prohibits discrimination 

against individuals with a disability in any program receiving Federal financial 

assistance.  Similarly, Title II of the Americans with Disabilities Act of 1990 (“Title II” 

or “ADA”) prohibits discrimination against individuals with a disability by state and local 

governments.  To be protected under Section 504 and the ADA (“collectively, “Section 

504/ADA”), an individual must (1) have a physical or mental impairment that 

substantially limits one or more major life activities; (2) have a record of such an 

impairment; or (3) be regarded as having such an impairment.   

 

In order to fulfill its obligation under Section 504/ADA, LEARN recognizes a 

responsibility to avoid discrimination in policies and practices regarding its personnel, 

students, parents/guardians and members of the public who participate in school 

sponsored programs.  In this regard, LEARN prohibits discrimination against any person 

with a disability in any of the services, programs or activities of the school system.   

 

A student’s local educational agency (LEA) has specific responsibilities under Section 

504 to identify, evaluate and provide an educational placement for students who have a 

physical or mental impairment that substantially limits a major life activity.  The LEA’s 

obligation includes providing access to a free appropriate public education (“FAPE”) for 

students determined to be eligible under Section 504/ADA.  Under Section 504, FAPE is 

defined as the provision of regular or special education and related services that are 

designed to meet the individual educational needs of a student with a disability as 

adequately as the needs of students without disabilities are met, and that are provided 

without cost (except for fees imposed on nondisabled students/parents).  LEARN is 

obligated to implement FAPE for enrolled, eligible students, where a LEARN school has 

been determined to be an appropriate placement, and will collaborate with LEAs in 

determining appropriate programming for eligible students. 

 

 

 

If the parent/guardian of a student disagrees with the decisions made by the professional 

staff of the LEA with respect to the identification, evaluation or educational placement of 

his/her child, the parent/guardian has a right to request an impartial due process hearing.  
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Any such complaints received by LEARN will be forwarded to the local educational 

agency.   

 

In addition, a student or parent/guardian of a student may also file an internal 

grievance/complaint on any type of discrimination on the basis of disability by or within 

LEARN by utilizing the grievance/complaint procedures outlined in the Board’s 

Administrative Regulations Regarding Students and Section 504 of Rehabilitation Act of 

1973 and Title II of Americans with Disabilities Act, and/or may file a complaint with the 

Office for Civil Rights, U.S. Department of Education (“OCR”): 

 

Office for Civil Rights, Boston Office 

U.S. Department of Education 

8th Floor 

5 Post Office Square 

Boston, MA  02109- 3921 

(617) 289-0111 

 

Anyone who wishes to file a grievance/complaint with LEARN, or who has questions or 

concerns about this policy, should contact ________________________, the Section 

504/ADA Coordinator for LEARN, at phone number______________. 

 

 

 

 

Legal References:  

 

29 U.S.C. §§ 705, 794 

34 C.F.R. Part 104 

42 U.S.C. § 12101 et seq. 

28 C.F.R. Part 35 

    

Protecting Students with Disabilities, Frequently Asked Questions About Section 504 and 

the Education of Children with Disabilities, Office for Civil Rights (March 17, 2011), 

available at http://www.ed.gov/about/offices/list/ocr/504faq.html  

 

Dear Colleague Letter, United States Department of Education, Office for Civil Rights 

(January 19, 2012) 

 

ADOPTED: __________________ 

REVISED: __________________ 
9/8/16
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ADMINISTRATIVE REGULATIONS REGARDING STUDENTS 

AND SECTION 504 OF THE REHABILITATION ACT OF 1973 

AND TITLE II OF THE AMERICANS WITH DISABILITIES ACT OF 1990 

 

LEARN Board of Directors Section 504/ADA Grievance/Complaint 

Procedures Regarding Discrimination on the Basis of Disability 

 

Section 504 of the Rehabilitation Act of 1973 (“Section 504”) and Title II of the Americans with 

Disabilities Act of 1990 (“Title II” or “ADA”) (collectively, “Section 504/ADA”) prohibit 

discrimination on the basis of disability.  For the purposes of Section 504/ADA, the term 

“disability” with respect to an individual means: (a) a physical or mental impairment that 

substantially limits one or more major life activities of such individual; (b) a record of such an 

impairment; or (c) being regarded as having such an impairment.   

 

I. Definitions  

 

Free appropriate public education (FAPE): for purposes of Section 504, refers to the 

provision of regular or special education and related aids and services that are designed to meet 

individual educational needs of students with disabilities as adequately as the needs of students 

without disabilities are met, that are provided without cost (except for fees imposed on 

nondisabled students/parents), and is based upon adherence to procedures that satisfy the Section 

504 requirements pertaining to educational setting, evaluation and placement, and procedural 

safeguards. 

 

Major life activities:  include, but are not limited to, caring for oneself, performing manual 

tasks, seeing, hearing, eating, sleeping, walking, standing, sitting, reaching, lifting, bending, 

speaking, breathing, learning, reading, concentrating, thinking, communicating, interacting with 

others, and working.  A major life activity also includes the operation of a major bodily function, 

such as the functions of the immune system, special sense organs and skin, normal cell growth, 

and digestive, genitourinary, bowel, bladder, neurological, brain, respiratory, circulatory, 

cardiovascular, endocrine, hemic, lymphatic, musculoskeletal, and reproductive systems.  The 

operation of a major bodily function includes the operation of an individual organ within a body 

system. 

 

Mitigating Measures:  include, but are not limited to, (a) medication, medical supplies, 

equipment, appliances, low-vision devices (defined as devices that magnify, enhance, or 

otherwise augment a visual image, but not including ordinary eyeglasses or contact lenses), 

prosthetics including limbs and devices, hearing aid(s) and cochlear implant(s) or other 

implantable hearing devices, mobility devices, oxygen therapy equipment and supplies; (b) use 

of assistive technology; (c) reasonable modifications or auxiliary aids or services; (d) learned 

behavioral or adaptive neurological modifications; or (e) psychotherapy, behavioral therapy, or 

physical therapy. 

 

 

Physical or Mental Impairment: includes but is not limited to (a) any physiological disorder or 

condition, cosmetic disfigurement, or anatomical loss affecting one or more of the following 

body systems, such as: neurological, musculoskeletal, special sense organs, respiratory 

(including speech organs), cardiovascular, reproductive, digestive, genitourinary, immune, 
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circulatory, hemic, lymphatic, skin, and endocrine or (b) any mental or psychological disorder, 

such as intellectual disability, organic brain syndrome, emotional or mental illness, and specific 

learning disability.  Physical or mental impairment includes, but is not limited to, contagious and 

noncontagious diseases and conditions such as the following: orthopedic, visual, speech, and 

hearing impairments, and cerebral palsy, epilepsy, muscular dystrophy, multiple sclerosis, 

cancer, heart disease, diabetes, intellectual disability, emotional illness, dyslexia and other 

specific learning disabilities, Attention Deficit Hyperactivity Disorder, Human 

Immunodeficiency Virus infection (whether symptomatic or asymptomatic), tuberculosis, drug 

addiction, and alcoholism. 

 

II. Procedures for Grievances/Complaints Alleging Discrimination (Including 

Harassment) on the Basis of Disability 

 

A. Any eligible person, including any student, parent/guardian, staff member or other 

employee who feels that he/she has been discriminated against on the basis of 

disability by students, employees or third parties may submit a written complaint 

to LEARN’s designated Section 504/ADA Coordinator (see Part IV for contact 

information) within thirty (30) school days of the alleged occurrence.  Timely 

reporting of complaints facilitates the prompt investigation and resolution of such 

complaints. Complaints filed outside of this timeframe will be reviewed and 

investigated to the extent possible, given the passage of time and availability of 

documents and witnesses.  If the complaint is made verbally, the individual taking 

the complaint will reduce it to writing.   

 

B. When a complaint involves discrimination that is directly related to a claim 

regarding the identification, evaluation or educational placement of a student with 

a disability, the complaint shall be forwarded to the student’s local educational 

agency (“LEA”) to be addressed through the LEA’s complaint and grievance 

procedures.  

 

C. Retaliation against any individual who complains pursuant to the LEARN’s 

policy and regulations listed herein is strictly prohibited.  LEARN will not 

tolerate any reprisals or retaliation that occur as a result of the good faith reporting 

or complaint of disability-based discrimination or as a result of an individual’s 

participation or cooperating in the investigation of a complaint.  LEARN will take 

necessary actions to prevent retaliation as a result of filing a complaint or the 

participation in an investigation of a complaint.    

 

D. If the Section 504/ADA Coordinator is the subject of the complaint, the complaint 

should be submitted directly to the Executive Director who may conduct the 

investigation or appoint a designee to conduct the investigation in accordance 

with these procedures.   

 

E. Complaints will be investigated promptly within timeframes identified below.  

Timeframes may be extended as needed given the complexity of the investigation, 

availability of individuals with relevant information and other extenuating 

circumstances.  Confidentiality will be maintained by all persons involved in the 

investigation to the extent possible.   
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F. The complaint should contain the following information: 

 

1. The name of the complainant; 

2. The date of the complaint; 

3. The date(s) of the alleged discrimination; 

4. The names of any witnesses or individuals relevant the complaint;  

5. A detailed statement describing the circumstances in which the alleged 

 discrimination occurred; and 

6. The remedy requested. 

 

  However, all complaints will be investigated to the extent possible, even if such 

information is not included in the complaint.  In such circumstances, additional 

information may be requested by the investigator as part of the investigation process. 

 

 G. Upon receipt of the complaint, the individual investigating the complaint shall: 

 

1. Provide a copy of the written complaint to the Executive Director; 

 

2. Meet with the complainant within ten (10) school days to discuss the 

nature of the complaint, identify individuals the complainant believes have 

relevant information, and obtain any relevant documents the complainant 

may have; 

 

3. Meet with the subject(s) of the complaint (“respondent”) within ten (10) 

school days of receipt of the written complaint to (to the extent permitted 

by state and federal confidentiality requirements) discuss the nature of the 

complaint, identify individuals the respondent(s) believes have relevant 

information, and obtain any relevant documents the respondent(s) may 

have; 

 

4. Provide the complainant and respondent(s) with a copy of the applicable 

Board Section 504/ADA Policy and these administrative regulations; 

 

5. Conduct an investigation that is adequate, reliable, and impartial.  

Investigate the factual basis for the complaint, including conducting 

interviews with individuals with information and review of documents 

relevant to the complaint; 

 

6. Maintain confidentiality to the extent practicable throughout the 

investigative process in accordance with state and federal law; 

 

7. Communicate the outcome of the investigation in writing to the 

complainant, and to any respondent(s) or individual properly identified as 

a party to the complaint (to the extent permitted by state and federal 

confidentiality requirements), within fifteen (15) school days from the date 

the complaint was received by the Section 504/ADA Coordinator or 

Executive Director.  The investigator may extend this deadline for no 

more than fifteen (15) additional school days if needed to complete the 

investigation.  The complainant and respondent(s) shall be notified of such 
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extension.  The written notice shall include a finding whether the 

complaint was substantiated and if so, shall identify how the district will 

remedy any identified violations of Section 504/ADA; 

 

8. If a complaint is made during summer recess, the complaint will be 

reviewed and addressed as quickly as possible given the availability of 

staff and/or other individuals who may have information relevant to the 

complaint.  If fixed timeframes cannot be met, complainant and 

respondent or other relevant party will receive notice and interim measures 

may be implemented as necessary (see sub-paragraph 7); 

 

9. Ensure that appropriate corrective action is  taken whenever allegations 

are verified.  When allegations are verified, ensure that measures to 

remedy the effects of the discrimination are appropriately considered, and 

offered, when appropriate.  Corrective action should include steps to avoid 

continuing discrimination. 

 

10. In the event the investigator concludes that there is no violation of Section 

504/ADA, LEARN may attempt to resolve the complainant’s ongoing 

concerns, if possible. 

 

H. If the complainant or respondent are not satisfied with the findings and 

conclusions of the investigation, the complainant or respondent may, in writing, 

present the complaint and written outcome to the Executive Director for review 

and reconsideration within thirty (30) calendar days of receiving the findings, 

including the basis for the request for reconsideration.  This process provides an 

opportunity for the complainant or respondent to bring information to the 

Executive Director’s attention that would change the outcome of the 

investigation.  In submitting the complaint and written outcome for review, the 

complainant or respondent must explain why he/she believes the factual 

information was incomplete, the analysis of the facts was incorrect, and/or the 

appropriate legal standard was not applied, and how this information would 

change the investigator’s determination in the case.  Failure to provide all such 

information may result in the denial of the review.  

 

 Upon review of a written request from the complainant or respondent, the 

Executive Director shall review the investigative results of the investigator and 

determine if further action and/or investigation is warranted.  If the request for 

reconsideration is made verbally, the Executive Director or his/her designee will 

reduce it to writing.  Such action may include consultation with the investigator 

and complainant or respondent, a meeting with appropriate individuals to attempt 

to resolve the complaint or a decision affirming or overruling the investigator’s 

conclusions or findings.  The Executive Director shall provide written notice to 

the complainant and respondent of his/her decision within ten (10) school days 

following the receipt of the written request for review. 

 

III. Grievance/Complaint Resolution Procedures for Complaints Involving a Student’s 

Identification, Evaluation or Educational Placement 
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Complaints regarding a student’s identification, evaluation or educational placement shall be 

forwarded to the LEA responsible for the student.  LEARN shall cooperate with LEA personnel 

in investigating and/or remediating such complaints to be addressed through the LEA’s 

complaint and grievance procedures. 

IV. The Section 504/ADA Coordinator for LEARN is: 

 

Bridgette Gordon-Hickey, Director of Student Support Services 

44 Hatchetts Hill Road, Old Lyme, CT 06371 

Phone: 860-434-4800, Extension 134 

 

Please submit complaints under these procedures to the attention of the Director 

of Student Support Services at the above address or call the Department of 

Student Support Services with questions about filing complaints alleging 

discrimination on the basis of disability.   

 

V. Complaints to Federal Agencies 

 

At any time, the complainant has the right to file a formal complaint with the U.S. 

Department of Education, Office for Civil Rights, 8th Floor, 5 Post Office Square, Suite 900, 

Boston, MA  02109-0111 (TELEPHONE NUMBER (617) 289-0111); 

http://www2.ed.gov/about/offices/list/ocr/docs/howto.html.   

 

VI. LEARN Personnel Reporting Procedures 

 

 Upon receipt of concerns from parents/guardians that may be allegations of 

discrimination on the basis of disability, LEARN personnel shall: 1) provide a copy of LEARN’s 

Section 504 Policy and these Administrative regulations; 2) assist the parent/guardian in 

understanding the grievance procedures for filing a complaint alleging discrimination on the 

basis of disability; and 3) submit, within one day of receiving the parent/guardian concerns, a 

summary of the parent/guardian’s concerns in writing, to the Section 504 Coordinator.  Concerns 

which may be allegations of discrimination may include, but are not limited to, concerns that the 

student or parent/guardian is being treated differently on the basis of his or her disability or 

because of his/her association with an individual with a disability.  The Section 504 Coordinator 

shall review the report, and offer to meet with the parent/guardian to discuss the concerns and to 

answer any questions about the Board’s policy and grievance procedures, within five (5) school 

days of receipt of the personnel report.  The Section 504 Coordinator shall maintain records of 

all such reports, as well as the steps taken to respond to the parent/guardian’s concerns.  In the 

event the parent/guardian files a grievance under these Administrative Regulations, a record of 

such grievance shall also be maintained. 

 

 
9/2018 
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 Students 
 
 
 
DO NOT RESUSCITATE ORDERS 
 
The LEARN Board of Directors acknowledges LEARN's responsibility to honor Do Not Resuscitate (DNR) 
Orders and instructs the Executive Director to prepare procedures for use in LEARN Programs. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted:  June 8, 1995 
LEARN 



 

 LEARN PROCEDURE 
 MEDICAL DO-NOT-RESUSCITATE ORDER PROTOCOL 
 (Students in a School Setting) 
 
Overview 

DNR orders (DO NOT RESUSCITATE) are medical directives which limit treatment or make an 
exception to standard emergency procedures in the care of an individual whose respirations have ceased and 
heart has stopped functioning (arrested).  In the case of a child or adolescent, the request is made by the parent 
or guardian in collaboration with the child's physician.  The written directive or order is given by the physician.  
The intent of DNR orders is to limit intervention when cardiopulmonary arrest occurs and provide comfort 
measures--not to withdraw all care. 
 

The EMS system (Emergency Medical Services) in Connecticut uses an easily identifiable DNR bracelet 
which extends the use of DNR orders beyond health care facilities.  The bracelet contains personal identifying 
information and the expiration date for the order.  The DNR bracelet stops EMS personnel from initiating CPR 
(life-saving measures).  Transportation issues should be resolved in planning with EMS.  EMS personnel will 
notify the local hospital that the 911 call is for a student with a valid DNR bracelet and they will then follow the 
orders of the emergency room physician. 
 

The DNR order is an exception to usual procedures in place in the school setting for responding to 
emergencies which include CPR or cardiopulmonary arrest.  The presence of a DNR bracelet on a student of a 
DNR order to a school cannot prevent a student from attending public school. 
 
Procedure 
A. The DNR order must: 

1. Be in writing specifically to LEARN. 
2. Contain no abbreviations. 
3. Contain the individual student's name. 
4. Be time limited--identifies date of expiration or renewal of the DNR order. 
5. Be signed and dated by the student's physician. 
6. Be signed and dated by parent/legal guardian. 
7. State conditions under which the DNR order may be revoked.  Usually this is in        
writing by parent or guardian and physician but a verbal request from the parent or guardian at the time 
of an emergency or the removal of the DNR bracelet, if they change their mind, is acceptable.  
8. The order must be placed in the student's cumulative health record. 

 
B. All DNR orders must be reviewed promptly by the school medical advisor, the Special  Education 

Director and the LEARN Registered Nurse. 
 
C. A transportation and intervention plan will be developed by the parent/guardian and the student's 

physician.  This will be a part of the student's health care plan. 
 
D. The LEARN nurse will develop an individual health care plan with specific reference to the DNR order.  

This plan will be approved by the student's parent/guardian. 
This plan will include: 
1.  Means of identifying the student as having a DNR order and providing instruction to the school 
staff regarding the details of the student's individual health care plan. 
2. Comfort care -- description of the treatments/interventions that will be provided at school. 
3. The location of a place in the school which will afford privacy where the nurse can provide the 

comfort measures. 
4. A plan for notifying the family and medical personnel how and when the EMS system and 

hospital will be utilized. 



 

5. Specific plans for transporting the student to a designated location (if the death occurs at school). 
6. A plan for reassessment of the student's health status by the LEARN nurse including 

modifications for class activities. 
7. Formation of a support network to assist the family and school community to deal with the 

student's death. 
  
E. Team meetings will be held to review the health care plan of the student with the DNR order.  Minutes 

of the meeting will be reviewed and signed by all staff members who attended. 
 
F. The individual health care plan should be reviewed monthly with the school health personnel and the 

parents/guardians.  It should be noted that the time limit may be approaching or the order may be 
revoked which would necessitate notifying the school staff and the EMS personnel. 

 
G. This procedure recognizes that, based on student residence, often LEAs will have responsibility 

regarding the implementation of DNR orders.  Therefore, the development of a health-care plan will be a 
collaborative effort between LEARN and the student's LEA. 
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 Students 
 
COOPERATION WITH POLICY AUTHORITIES 
 

The Board of Education recognizes the appropriateness of cooperation with law enforcement officials in 
the investigation of criminal activity.  The Board also recognizes its responsibility for the welfare of students 
while they are in attendance at school.  In furtherance of these objectives, school officials shall observe the 
following: 
 
1. Students are not immune from criminal prosecution by virtue of their status as students nor is the school 

building to be considered a sanctuary from criminal prosecution or a refuge from the proper activities of 
law enforcement personnel.  Consequently, whenever a police officer is in "hot pursuit" of a person 
suspected of criminal activity based upon probable cause or when an officer has a search warrant or an 
arrest warrant, the officer shall be admitted to school property in the exercise of his/her official duties. 

 
2. Under other circumstances, however, educational interests may best be served by entrusting primary 

responsibility for the maintenance of order to school personnel.  Thus, an administrator shall have the 
authority, except as noted above, to limit police involvement on school property when such involvement 
is considered unwarranted or inappropriate in light of the educational interests and welfare of students. 

 
3. Consistent with requirements of state law, LEARN's cooperation with law enforcement officials shall 

include the obligation of employees to turn over physical evidence indicating the commission of a crime 
to appropriate law enforcement officials or to an administrator within two (2) school days after receipt of 
such physical evidence. 

 
a When such evidence is received by the administrator, it shall be then turned over to appropriate 

law enforcement officials within three (3) school days of the receipt by the administrator. 
 
4. The Executive Director is directed to establish lines of communication with local law enforcement 

officials in order to effect the cooperation needed for the security of school facilities and the safety of 
students and staff. 

 
a. A criminal act is, by its very nature, a police matter.  School personnel who have knowledge of 

incidents of a criminal nature should report this information to administrator. The administrator 
shall report such information to the applicable law enforcement agencies. 

 
b. In effecting such cooperation, however, the right of professional employees of LEARN to 

maintain the confidentiality of certain communications with students as set forth in Connecticut 
General Statutes, 10-154a shall be given recognition. 

 
5. When a pupil is released from a LEARN program pursuant to Connecticut General Statutes, 10-233d for 

possession of a firearm or deadly weapon the Executive Director shall report the violation to appropriate 
law enforcement officials and the student's district. 

 
Statutory references: 
Connecticut General Statutes  10-154a; 10-221; 10-233d 
Policy Adopted: September 11, 1997 
LEARN       
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QUESTIONING OF STUDENTS BY POLICE 
 
The questioning of students by the police will be conducted with strict regard for the constitutional rights of the 
student to remain silent.  These rights are given to students by the police as standing procedure.  During the 
questioning the principal or his/her designee shall be present and shall keep a record of the proceedings. 
 
1. Incident on School Grounds:  Questioning Minor Complainant and Witnesses who are Minors 
 

a. If a principal requests an investigation by the police of an incident which occurred on school 
grounds, he/she shall promptly notify the parent or guardian of the student complainant and/or 
witnesses that the police have been asked to take statements from their children and shall invite 
the parent or guardian to be present.  If the parent or guardian is unable to be present, the 
principal or his/her designee will be present.  The parent or guardian has the right to refuse 
permission for police questioning of a child who is a minor. 

 
b. Questioning Suspect 

 
When the police have identified a student(s) as a suspect and the police wish to question the student(s), 
the principal shall notify the parent or guardian and request that they be present during the questioning. 

(1) If the investigation deals with matters of public safety which require speedy investigation, 
and the parent or guardian cannot be reached, or cannot be present, then the principal or his/her 
designee shall be present during the questioning. 

 
(2)If the investigation deals with incidents other than those involving public safety, the 
questioning of the student(s) will be delayed until the parent or guardian is present. 

 
2. Incident in the Community 
 

Police questioning of students concerning incidents which occur in the community will normally not be 
done on school grounds except that in matters dealing with public safety and the community interest, the 
procedures in Section 1.b(1), above will be followed. 

 
3. Arrest on School Grounds 
 

If the police arrest a student on school grounds, the parents shall be notified by the principal.  A student 
who has been arrested may be removed from the school grounds by the police department.  The parent 
or guardian must be notified by the principal or the police action. 

 
Statutory references: 
Connecticut General Statues  10-154a;10-221;10-233d 
Policy Adopted: September 11, 1997 
LEARN 
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                 Students 
 
ON-CAMPUS RECRUITMENT 
 
Subject to the provisions of subdivision (11) of subsection (b) of Section 1-210 of the Connecticut General Statutes, the 
high schools/programs of LEARN shall provide the same directory information and on-campus recruiting opportunities to 
the representatives of the armed forces of the United States of America and state armed services as are offered to 
nonmilitary recruiters, recruiters for commercial concerns and recruiters representing institutions of higher education and 
other post secondary programs. 
 
The board shall  provide full access for the recruitment of students by regional vocational technical schools, 
regional vocational agricultural centers, inter-district magnet schools, trade schools, charter schools and inter-
district student attendance programs, provided that such recruitment is not for the purpose of interscholastic 
competition. 
 
Directory information or class lists of student names and/or address shall not be distributed without the 
knowledge, or over the objection, of the parent or legal guardian of the student or by the student who has 
attained majority status.  Such parent, legal guardian or student shall receive annual notice of the release of 
directory information. 
 
The school administrator may make the determination of when the recruitment meetings are to take place and 
reserves the right to deny such meeting where the holding of such meeting will materially and substantially 
interfere with the proper and orderly operations of the school. 
 
Any person or organization denied the rights accorded under this policy shall have the right to request a review 
of the decision by the LEARN Board of Directors by filing a written request within ten (10) days with the 
Executive Director. 
 
Legal References: Connecticut General Statutes 
   1-210(b) (11) Access to public records.  Exempt records 
   10-221b Boards of education to establish written uniform policy 
   Re: treatment of recruiters (as amended by PA 98-252) 
   10-220d Student Recruitment by Regional and Inter-district 
   Specialized Schools and Programs.  Recruitment of Athletes 
   Prohibited. 
 
 
 
Policy Adopted:  May 10, 2001 
LEARN 
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                              Students 

                                               4155 
                                           Personnel - Certified 
 
 
 
PLEDGE OF ALLEGIANCE 
 
Time should be provided each school day for students to recite the Pledge of Allegiance.  Such recitation is 
voluntary. 
 
 
 
 
 
 
 
 
Legal Reference: P.A. 02-119 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Adopted:  September 12, 2002 
LEARN 
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                   Students 
 
 
 
USE OF BEEPER (PAGING DEVICES)/CELLULAR TELEPHONES 
 
 
Students shall not possess or use a remotely activated paging device or use a cellular mobile telephone during 
school hours. 
 
The Program Administrator may grant written permission for possession and use of a paging device or use of a 
cellular telephone by a student if the student or his/her parent or guardian establishes to the satisfaction of the 
Administrator that a reasonable basis exists for the possession and use of the device. 
 
A person who discovers a student possessing or using a paging device or using a cellular telephone without the 
written permission of the Program Administrator shall report the violation to a Program Administrator who 
shall confiscate the device and contact the parent/guardian.   
 
 
Legal reference: Sec. 10-233j Connecticut Education Law 

 
 
  

 
 
Policy Adopted:  November 14, 2002 
LEARN 
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                      Students 
 
SEARCHES 
 
Desks and school lockers are the property of the school.  The right to inspect desks and lockers assigned to 
students may be exercised by school officials to safeguard students, their property and school property with 
reasonable care for the privacy rights of students 
 
The exercise of the right to inspect also requires protection of each student’s personal privacy and protection 
from coercion.  An authorized school administrator may search a student’s locker or desk under two (2) 
conditions. 
 

1. That the student’s desk or locker contains illegal items, which would, if present pose a serious threat 
to the maintenance of discipline, order, safety and health in the school.  Such items would include, 
but not be limited to, chemicals, ammunition, weapons, drugs, and alcoholic beverages. 

2. The student(s) have been informed in advance that Board policy allows desks and lockers to be 
inspected if the administration has reason to believe that materials injurious to the best interests of 
students and the school are contained therein. 

 
Use of drug-detection dogs and metal detectors, or similar detective devices may be used only with the express 
authorization of the Executive Director. 
 
District officials may seize any item which the possession of or use of is evidence of a violation of law, Board 
policy, administrative regulation or school rule, or is prohibited by such law, policy, regulation or rule. 
 
A student and his/her belongings may be searched with a Director or Director’s designee’s permission if there 
are reasonable grounds for suspecting that the search will turn up evidence that the student has violated or is 
violating either the law or the rules of the school. The scope of the search must be reasonable related to the 
objectives of the search and not excessively intrusive in light of the age and sex of the student and the nature of 
the suspected infraction. 
 
Proper standards for conducting student searches shall consist of, but not be limited to, the following 
procedures: 
 

1. All student searches must be conducted in the presence of two (2) faculty members.  It is 
recommended that one faculty member be an administrator or an administrative designee.  One 
faculty member will properly search the student/suspect while the second faculty member will serve 
as a witness to the procedure. 

2. Female students should be searched by female faculty members. 
3. Male students should be searched by male faculty members. 

 
The LEARN Board of Directors authorizes the search of student lockers, desks, and other school property used 
by students for the presence of weapons, contraband, or the fruits of a crime if the: 
 

1. Search is justified at its inception, and 
2. Search as actually conducted is reasonable related in scope to the circumstances which justified it in 

the first place. 
 
A search is justified at its inception when there are reasonable grounds for suspecting that the search will turn 
up evidence that the student has violated or is violating either the law or the rules of the school.  A search is 



 

reasonably related in scope when the measures adopted are reasonable related to the objectives of the search and 
not excessively intrusive in light of the age and sex of the student and the nature of the infraction. 
 
Whenever it is necessary for law enforcement officials to execute a search or arrest warrant on school grounds, 
the administration shall attempt to notify the student’s parent or guardian and refer him/her to the police.  In 
addition, that the administration should make reasonable efforts, in cooperation with the participating law 
enforcement officials to ensure that student searches or arrests conducted pursuant to a warrant are conducted 
with as much respect for the student’s privacy as possible. 
 
As used in this policy, the term “parent” means either the parent or guardian of a student.   The term “student” 
or “pupil” refers to a student enrolled in a LEARN program.  Students who have reached the age of legal 
majority may have the right to consent to a certain involvement with law enforcement officials which would 
normally require parental consent.  However, even when dealing with a student who has reached the age of 
legal majority, the procedures set forth above should be followed. 
 
 
 
 
 
LEGAL REFERENCE: Public Act 94-115 
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STUDENT SURVEYS 
 
LEARN may occasionally utilize surveys to obtain student opinions or information about students.  A “survey” 
is defined as any written request for information from a student by LEARN or its authorized agents whenever 
personal information or data is sought for statistical, demographic or similar reasons.  The purpose of the policy 
is to establish the parameters of information that may be sought in student surveys. 
 
Student surveys shall only be administrated at the discretion of the Executive Director of LEARN.  No attempt 
will be made to identify the student survey participant or those returning the survey, unless those surveyed 
voluntarily choose to identify themselves. 
 
The Executive Director may choose not to approve any survey that seeks probing personal and/or sensitive 
information that could result in identifying the survey participant or is unlawfully discriminatory in nature based 
on age, race, color, gender, disability, religion, or national origin.   Generally, LEARN will not subject students 
to any survey designed to obtain personal information for the purpose of marketing or selling that information.  
Any exception to this policy must be approved in advance by the LEARN Board of Directors. 
 
LEARN will offer all parents/guardians the opportunity to have their child/children opt out of any surveys 
containing questions pertaining to the student’s or the student’s parent/guardians personal beliefs or practices in 
sex, family life, morality or religion.  To the extent that personally identifiable information of a student is 
contained in his/her responses to a survey, the school district will take appropriate steps to ensure that the data is 
protected in accordance with the Federal Family Educational Rights and Privacy Act. 
 
Student Surveys Conducted as Part of the U.S. Department of Education Program 
 
Surveys conducted as part of any program funded through the U.S. Department of Education must comply with 
privacy and notification provisions of the “No Child Left Behind Act” (20 U.S.C. 1232h).  No minor student, as 
part of any program funded in whole or in part by the U.S. Department of Education, shall be required to submit 
to a survey that reveals any of the following information without the consent of the student’s parent/guardian or 
of the adult student: 
 

1. political affiliations; 
2. mental and psychological problems potentially embarrassing to the student or the student’s family; 
3. sexual behavior or attitudes; 
4. illegal, antisocial, self-incriminating, and demeaning behaviors; 
5. critical appraisals of other individuals with whom respondents have close family relationships; 
6. legally recognized privileged or analogous relationships, such as those of lawyers, physicians, and 

ministers; 
7. religious practices, affiliations, or beliefs of the student’s parents/guardians; or  
8. income (other than that required by law to determine eligibility for participation in a program or for 

receiving financial assistance under such program). 
 
Surveys Funded by Sources Other than The U.S. Department of Education 
 
All surveys administered by LEARN shall be subject to the following conditions: 

1. parents shall have the right to inspect, upon request, any survey created by a third party before it is 
administered or distributed by a school to its minor students; and 



 

2. arrangements must be made in advance to protect student privacy in the event that the survey 
contains any one or more of the eight items listed as numbers 1 through 8 under “Surveys 
Administered by the U.S. Department of Education” of this policy. 

 
Annual Parental Notification 
 
In compliance with federal and state statutes, LEARN must annually notify parents of the following: 
 

1. a summary of this policy pertaining to student and parental rights pertaining to the collection of 
survey information; 

2. any scheduled or expected dates for activities involving collection, disclosure, or use of personal 
information for the purposes of marketing or selling that information; 

3. any scheduled or expected dates for any survey containing questions pertaining to topics listed as 
numbers 1 through 8 under “surveys’ Administered by the U.S. Department of Education” of this 
policy and 

4. any non-emergency, invasive physical examination or screening scheduled in advance by the school 
which is not necessary to protect the immediate health and safety of the student or students (this 
provision is not applicable to examinations or screenings permitted or required by state law). 

 
This parental notification must offer an opportunity to parents/guardians to opt out of any of these activities on 
behalf of their student(s). 
 
Legal Reference:  Federal Family Education Rights & Privacy Act of 1974 (FFERPA) Section 438 of General 
Education Provisions Act, as amended, codified at 20 U.S.C. 1232g and 1232h; and federal regulations found in 
34 CFR Part 99. 
PL 107-110, “No Child Left Behind Act of 2001”. 
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COMPUTER USE, E-MAIL, AND INTERNET POLICY 
Introduction 
 
LEARN believes in the educational value of electronic communications and recognizes their potential to 
support LEARN’s educational program.  Resource sharing and communication for both students and teachers 
have increased with access to telecommunications and to the Internet.  It is imperative that members of 
LEARN’s community conduct themselves in a responsible manner consistent with federal and state law while 
utilizing the Internet and any other electronic information retrieval system. 
 

This policy applies to all users of LEARN’s computer network.  This is true, regardless of where the users 
may be located.  Violations will be taken seriously and may result in disciplinary action and civil or criminal 
liability.  It is every user’s duty to use the computer resources responsibly, professionally, ethically and 
lawfully. 
 
What are “Computer Resources”? 
 

When used in this policy, the term computer resources refers to LEARN’s entire computer network.  The 
term includes, but is not limited to, the computer system, file servers, application servers, communication 
servers, mail servers, fax servers, web servers, work stations, stand alone computers, laptops, software, data 
files, cell phones, smart phone’s, PDA’s, GPS devices, IPods and all internal and external computer and 
communications networks (for example, Internet, commercial on-line services, value-added network, e-mail 
systems) that may be accessed directly or indirectly from LEARN’s computer network. 
 
Who is a User 
 

When used in this policy, the word “user” refers to all employees, students, independent contractors, 
consultants, temporary workers, and other persons or entities who use or come into contact with LEARN’s 
computer resources. 
 
Ownership of the Computer Resources 
 

The computer resources are the property of LEARN.  Access to the computer resources is provided solely 
for the purpose of carrying out the educational and operational needs of LEARN.  All use of the computer 
resources must be supportive of LEARN’s educational objectives and must be consistent with academic 
expectations.  Use of computer resources is a privilege that may be revoked at any time. 
 
No Expectation of Privacy 
 

Users should never consider electronic communication to be either private or secure.  E-mail can be stored 
indefinitely on any number of computers.  Copies of messages may be forwarded to others either electronically 
or on paper.  In addition, e-mail sent to non-existent or incorrect user names may be delivered to persons that 
were never intended. 
 

LEARN has the right, but not the duty, to monitor any and all aspects of its computer system.  Users 
consent to allowing LEARN to access and review all materials users create, store, send or receive on the 
computer system or through the Internet or any other computer network. 



 

 
Users understand that LEARN may use human or automated means to monitor use of the computer 

resources.  Such monitoring may include, but is not limited to, monitoring sites visited by users on the Internet, 
monitoring chat groups and news groups, reviewing material downloaded or uploaded by users to the Internet, 
and reviewing e-mail sent and received by users. 
 

Use of passwords to gain access to the computer system or to encode particular files or messages does not 
imply that users have an expectation of privacy in such access or materials.  LEARN has global passwords that 
permit it to access all material stored on the computer system, regardless of whether that material has been 
encoded with a particular user’s password. 
 
Quality and Format of Communications 
 

Users should endeavor to make each electronic communication truthful and accurate.  Individuals should 
use the same care in drafting e-mail and other electronic documents as they would for any other written 
communication.  Please keep in mind that anything created or stored in the computer systems may, and likely 
will, be reviewed by others. 
 

E-mail sent from or to in-house counsel or an attorney representing LEARN should include this warning 
header on each page: 
 
“Attorney client privilege: do not forward without permission.” 
 
Offensive Material 
 
 LEARN has complied with the Children’s Internet Protection Act requirements by implementing a “Technology 
Protection Measure,” for all users, that is, specific technology that blocks or filters Internet access.  This includes the 
installation of a designated server and specific software that may block or filter pre-selected sites; by word; entire 
categories such as chat and newsgroups or by pre-selected lists of approved sites.  The measures used to block or filter a 
site may be disabled during use by an adult to enable access to bona fide research or other lawful purpose. 
 
 The filtering system shall be in addition to all other efforts and is not considered to be a foolproof approach 
to preventing access to materials considered inappropriate or harmful to minors.  The user is advised that misuse 
of the Internet as it relates to visual depictions that are obscene, child pornography, or harmful to minors, is 
consistent with the other components in LEARN’s Computer use, E-mail and Internet Policy. 
 

The Internet is a worldwide network of computers that contains millions of pages of information.  Users are 
cautioned that many of these pages include offensive, sexually explicit, and inappropriate material.  In general, 
it is difficult to avoid at least some contact with this material while using the Internet.  Even innocuous search 
requests may lead to sites with highly offensive content.  In addition, having an e-mail address on the Internet 
may lead to receipt of unsolicited e-mail containing offensive content.  Users accessing the Internet do so at 
their own risk.  LEARN is not responsible for material viewed or downloaded by users from the Internet. 
 
LEARN will monitor the online activities of minors and educate minor students about "appropriate online 
behavior, including interacting with other individuals on social networking websites and in chat rooms and 
cyber-bullying awareness and response."  
 
Prohibited Activities 
 

Users may not send material that is fraudulent, harassing, embarrassing, sexually explicit, profane, obscene, 
intimidating, defamatory, or otherwise unlawful or inappropriate.  It does not matter how such material is sent, 



 

whether it is by e-mail or other form of electronic communication, such as bulletin board systems, news groups, 
or chat groups.  Further, such material may not be displayed on or stored in LEARN’s computers.  Users 
encountering or receiving such material should immediately report the incident to the administration. 
 

Users must not alter the from line or other attribution-of-origin information in e-mail, messages or postings.  
Anonymous or pseudonymous electronic communications are forbidden.  Users must identify themselves 
honestly, and accurately when participating in chat groups, making postings to news groups, sending e-mail, or 
otherwise communicating on-line. 
 

Without prior written authorization from the administration, users may not do any of the following: 
� Copy software for use on their home computers; 
� Provide copies of software to any independent contractors or clients of LEARN or to a third person; 
� Open/tamper with or install hardware on workstations without authorization; 
� Remove software from LEARN premises; 
� Download Αstreaming content for extended periods of time (i.e. Αreal audio, etc.) 
� Install software on any of LEARN’s work stations or servers; 
� Download any software from the Internet or other on-line service to any of LEARN’s work stations or 

servers; 
� Modify, revise, transform, recast, or adapt any software; or 
� Reverse engineer, disassemble or decompile any software. 
 

Users who become aware of any such misuse of software or violation of copyright law should immediately 
report the incident to the administration. 

 
Unless expressly authorized by the administration, sending, transmitting, or otherwise disseminating 

proprietary data or other confidential information is strictly prohibited.  Unauthorized dissemination of this 
information may result in civil liability. 
 

All student use of the computer resources will be consistent with this policy.  Encouraging, allowing or 
ignoring student use of the computer resources in a manner contrary to this policy is strictly prohibited. 
 
 
 
Copyright 
 

In their use of computer resources, users must comply with all software licenses; copyrights, and all other 
state, federal and international laws governing intellectual property and on-line activities. 
 

The ability to read, alter, or copy a file belonging to another user does not imply permission to read, alter, or 
copy that file.  Users may not alter or copy a file belonging to another user without first obtaining permission 
from the owner of the file. 
 
Security 
 

Users are responsible for safeguarding their passwords for access to the computer system.  Individual 
passwords should not be printed, stored on-line, or given to others.  Users are responsible for all transactions 
made using their passwords.  No user may access the computer system with another users password or account. 
 

Users may not use the computer system to “snoop or pry” into the affairs of other users by unnecessarily 
reviewing their files and e-mail.  A user’s ability to connect to another computer system through the network or 



 

by a modem does not imply a right to connect to those systems or to make use of those systems unless 
specifically authorized by the operators of those systems. 
 

Each user is responsible for ensuring that use of outside computers and networks, such as the Internet, does 
not compromise the security of the LEARN computer resources.  This duty includes taking reasonable 
precautions to prevent intruders from accessing LEARN’s network without authorization and to prevent the 
introduction and spread of viruses. 
 
Viruses 
 

Viruses can cause substantial damage to computer systems. Each user is responsible for taking reasonable 
precautions to ensure he or she does not introduce viruses into LEARN’s network.  To that end, all material 
received on magnetic or optical media and all material downloaded from the Internet or from computers or 
networks that do not belong to LEARN’s system must be scanned for viruses and other destructive programs.  
Such scanning must be performed prior to placing the material onto LEARN’s computer system.  Users should 
understand that their home computers and laptops might contain viruses.  All disks transferred from these 
computers to LEARN’s network must be scanned for viruses. 
 

To ensure security and avoid the spread of viruses, users who access the Internet through a computer 
attached to LEARN’s network must do so through an approved Internet firewall accessing the Internet directly, 
by modem is strictly prohibited unless the computer you are using is not connected to LEARN’s system. 
 
Encryption Software 
 

Users may not install or use encryption software on any of LEARN’s computers without first obtaining 
written permission from the administration.  Users may not use passwords or encryption keys that are unknown 
to the administration. 
 

The federal government has imposed restrictions on the export of programs or files containing encryption 
technology.  Software containing encryption technology is not to be place on the Internet or transmitted in any 
way outside of the United States without prior written authorization from the administration. 
 
 
 
Approved: Interim Approval 1/13/00 
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STUDENTS WITH SPECIAL HEALTH CARE NEEDS 
 
Accommodating Students with Special Dietary Needs (Food Allergy Management) 
 
The purpose of this policy is to minimize the risk of accidental exposure to life threatening food allergens and to 
ensure prompt and effective medical response should a child suffer an allergic reaction while at school.  In 
accordance with applicable law, it is the policy of LEARN to provide all students, through necessary 
accommodations where required, the maximum opportunity to participate in all school programs and activities. 
 
The Board recognizes the need to help the allergic child avoid foods to which the child is allergic and to 
establish emergency procedures to treat allergic reactions that may occur.  In some cases, a student’s disability 
may prevent him/her from eating meals prepared for the general school population. 
 
Substitutions to the regular meal will be made for students who are unable to eat school meals because of their 
disabilities, when that need is established as part of the student’s Individual Health Care Plan (“IHCP”).  Meal 
service shall be provided in the most integrated setting appropriate to the needs of the disabled student. 
 
A student’s IHCP should be developed by a group of individuals, which shall include the parents, and 
appropriate school personnel.  Such personnel may include, but are not limited to, the school nurse, school or 
food service administrator(s), classroom teacher(s) and the student, if appropriate.  The school may also consult 
with the school’s medical advisor, as needed.  The team developing the IHCP shall review the nature of the 
student’s disability, the reason the disability prevents the student from eating the regular school meals, 
including foods to be omitted from the student’s diet, indication of the major life activity affected by the 
disability, the specific diet prescription along with the substitute(s) needed, as well as any additional 
information specifically described in written documentation signed by a licensed physician of the student.  The 
district, in compliance with USDA Child Nutrition Division guidelines, will provide substitute meals to food-
allergic students when required by the student’s IHCP. 
 
All schools are also responsible for developing and implementing IHCPs for students with life threatening food-
allergies in accordance with applicable law and LEARN regulations concerning same. LEARN shall develop 
general guidelines for food allergy management which shall include, but not be limited to, staff development, 
strategies for identifying students at risk for life-threatening allergic reactions, and training in specific 
implementation of IHCPs for students identified as having life threatening allergies. 
 
Legal Reference: Connecticut General Statutes 
   10-15b Access of parent or guardian to student’s records 

10-154a Professional communications between teacher or nurse and student 
   10-207 Duties of medical advisors 
   10-212a Administrations of medications in schools 
   10-212a (d) Administration of medications in schools by paraprofessional 
   10-220i Transportation of students carrying cartridge injectors 
 52-557b Good Samaritan Law.  Immunity from liability for emergency medical 

assistance, first aid or medication by injection. 
 PA 05-104 An Act Concerning Food Allergies and the Prevention of Life-Threatening 

Incidents I Schools 
 PA 05-144 and 05-272 An Act Concerning the Emergency Us of Cartridge Injectors 
 The Regulations of Connecticut State Agencies section 10-212a through 10-212a-7 
 Federal Legislation 



 

 Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. 794 §504; 34 C.F.R § 104 et 
seq.) Americans With Disabilities Act (ADA) of 1990 (42 U.S.C. § 12101 et seq.; 29 
C.F.R. § 1630 et seq.) 

 The Family Education Rights and Privacy Act of 1974 (FERPA) 
 The Individual with Disabilities Education Act of 1976 9IDEA) (20 U.S.C. § 1400 et 

seq.) 34 C.F.R. § 300 et seq.) 
FCS Instruction 783-2, Revision 2, Meal substitute for medical or other special dietary 
reasons. 
 

Policy Adopted: October 8, 2009 
LEARN 
 
 
     



 

5156 
Students 

USE OF AUTOMATIC EXTERNAL DEFIBRILATORS (AEDs) 
First Aid/Emergency Medical Care 
 
LEARN strives to provide a safe environment for students, staff, parents and community as they 
learn and recreate in school facilities. In achieving a safe environment, automatic external 
defibrillators (AEDs) may be placed in school facilities. The automatic external defibrillators 
shall be used in emergency situations when sudden cardiac arrest occurs by individuals 
specifically trained in the application of the device. Such training shall be in accordance with the 
standards set forth by the American Red Cross or the American Heart Association. Only 
individuals who have completed the required initial training and recurrent training as specified 
by state law and regulations and as advised by the District’s Medical Advisor will administer the 
device. 
 
The AED will be stored in an accessible location in the assigned schools. The defibrillators shall 
be maintained and tested in accordance with the operational guidelines of the manufacturer and 
monitored by the school nurse. (or medical advisor, athletic director, safety coordinator, etc.) 
Students who inappropriately access and/or use an AED will be deemed to have violated the 
school’s conduct code and subject to disciplinary action. 
Calling 9-1-1 must not be delayed because of use or anticipated use of an AED. 
Each AED within the District shall be registered with the Town’s Emergency Medical Service 
provider and with the Connecticut Office of Emergency Medical Services. A report shall be 
forwarded to the local EMS provider for medical review and to the District’s Medical Advisor 
each time an AED is activated. 
 
The Principal or designee may specify that an authorized user may bring an AED to other areas 
of a school or its grounds for the purpose of standing by at specific events or activities. A 
communication mechanism will be established for the purpose of notifying trained authorized 
users within each building of the relocation of an AED from its usual place of storage. 
 
The Executive Director or his/her designee shall establish administrative guidelines that will 
outline the specific responsibilities, training, management and procedures for the use of the 
District’s automatic external defibrillators. 
 
A regulation will delineate the procedures to be followed when using an AED. The procedure 
constitutes a physician’s order and is to be written by the District’s Medical Advisor. 
Teachers and other school personnel, who have fulfilled the training requirements of this policy, 
providing emergency first aid involving the use of an AED shall be immune from liability if they 
meet the statutory requirements for immunity, which include a course in first aid that includes 
CPR and training in the use of AEDs provided in accordance with the standards of the American 
Red Cross or the American Heart Association. 
 
Legal Reference: 
Connecticut General Statutes 
10-221 Boards of education to prescribe rules. 



 

52-557b “Good Samaritan law.” Immunity from liability for emergency medical assistance, first 
aid or medication by injection. School personnel not required to administer or render. 
Public Law 106-505 Cardiac Arrest Survival Act Public Law 105-170 Aviator Medical 
Assistance Act 
Public Law 107-188 The Public Health Security and Bioterrorism Response Act 
 
Policy adopted: December 11, 2014 
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ASSESSMENTS AND IMMUNIZATIONS 
 
LEARN adheres to State laws and regulations that pertain to school immunization and health 
assessments. Pupils who are in violation of requirements for health assessment and/or 
immunizations shall be excluded from school after appropriate parental notice. The exceptions to 
this exclusion rule are students who meet the Federal definition of homeless. 
 
The health assessments shall be required prior to enrollment to kindergarten and during grades 7 
and 10. The prior enrollment requirement also applies to children registered in LEARN Schools 
Pre-Kindergarten (Pre-K) Program. A qualified physician/designee, which include an advanced 
practice nurse (APRN) or registered nurse or physician’s assistant when licensed to do so, is to 
administer an appropriate health assessment within 12 months of the date of initial enrollment to 
be considered valid. Students transferring into a LEARN school from both out of state and in 
state schools systems must also meet minimum requirements for health assessment and 
immunization. 
 
No record of any student’s medical assessment may be open to the public. 
Exemptions from this requirement on the basis of medical or religious reasons can be obtained if 
parent or guardian provides written notice on appropriate District forms. Medical exemptions 
must include physician’s written statement of contraindication according to State law. 
 
As required, beginning school year 2003-2004, the district will annually report to the Department 
of Public Health and to the local health director the asthma data obtained through the required 
asthma assessments, including student demographics. The district, as required, will also 
participate in annual school surveys conducted by the Department of Public Health pertaining to 
asthma. 
 
Legal Reference: 
Connecticut General Statutes 

10-204 Vaccination 
10-204a Required immunizations as amended by PA 96-244. 
10-204c Immunity from liability 
10-205 Appointment of school medical adviser 
10-206 Health assessments (as amended by June Special Session PA 01-1)  
10-207 Duties of medical advisors 
10-206a Free health assessments 
10-208 Exemption from examination or treatment 
10-208a Physical activity of student restricted; board to honor notice  
10-209 School nurses 
10-212 School nurses 
10-214 Vision, audiometric and postural screenings. When required. Notification of 
parents re defects; record of results, as amended by PA 96- 229, An Act Concerning 
Scoliosis Screening 20 U.S.C. Section 1232h, No Child Left Behind Act 
Federal Family Educational Rights and Privacy Act of 1974 (section 438 of the General 



 

 Education Provisions Act, as amended, added by section 513 of P.L. 93-568, codified at 
 20 U.S.C. 1232g) 

42 U.S.C. 1320d-1320d-8, P.L. 104-191, Health Insurance Portability and Accountability 
 Act of 1996 (HIPAA) 
 
Policy adopted: December 11, 2014 
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PSYCHOTROPIC DRUG USE 
 
The Board believes that the use of psychotropic drugs for students is a personal decision to be 
made by a student’s parents or legal guardian. School personnel shall not make any 
recommendations concerning the use of prescribed psychotropic drugs for any child. 
Psychotropic drugs are defined as prescription medications for behavioral or social-emotional 
concerns, such as attentional deficits, impulsivity, anxiety, depression and thought disorders and 
includes, but is not limited to stimulant medications and anti-depressants. 
 
This policy is not intended to prohibit school health or mental health personnel including school 
nurses or nurse practitioner, the District’s Medical Advisor, school psychologists, school social 
workers and school counselors from recommending that a child be evaluated by an appropriate 
medical practitioner, nor does it prohibit school personnel from consulting with an appropriate 
medical practitioner with the consent of a student's parent or guardian. 
 
LEARN shall follow procedures for identification, evaluation, placement and delivery of 
services to children with disabilities or suspected disabilities provided in state and federal 
statutes that govern special education. 
 
The Executive Director or his/her designee shall be responsible for the implementation of this 
policy and for ensuring its dissemination to school personnel. 
 
The Board recognizes that under state law the refusal of a parent or other person having control 
of a child to administer or consent to the administration of any psychotropic drug to such child 
shall not, in and of itself, constitute grounds for the Department of Children and Families (DCF) 
to take such child into custody or for any court of competent jurisdiction to order that such child 
be taken into custody by DCF, unless such refusal causes such child to be neglected or abused, as 
defined in section 46b-120 of the General Statutes. 
 
Legal Reference: 
 
Connecticut General Statutes 
10-212b Policies prohibiting the recommendation of psychotropic drugs by school personnel. (as 
amended by PA 03-211) 
46b-120. Definitions 
10-76a Definitions. (as amended by PA 00-48) 
10-76b State supervision of special education programs and services. 
10-76d Duties and powers of boards of education to provide special education programs  and 
services. (as amended by PA 97-114 and PA 00-48) 
10-76h Special education hearing and review procedure. Mediation of disputes. (as amended by 
PA 00-48) 
State Board of Education Regulations. 
34 C.F.R. 3000 Assistance to States for Education for Handicapped Children. 



 

American with Disabilities Act, 42 U.S.C. §12101 et seq. 
Individuals with Disabilities Education Act, 20 U.S.C. §1400 et seq.  
Rehabilitation Act of 1973, Section 504, 29 U.S.C. § 794. 
 
Policy adopted: December 11, 2014 
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HEALTH SCREENINGS 
The Board authorizes the Executive Director of Schools or his/her designee to work with the 
School Medical Advisor in an effort to develop and implement regulations regarding vision, 
hearing, scoliosis and pediculosis screenings. These regulations include assertive procedures, 
which will allow the early detection of health problems. 
 
Screenings 
Vision, hearing and scoliosis screening shall meet state law requirements and regulation as to the 
definition, standards, frequency, implementation, environment, equipment, referral and personnel 
qualifications. The school nurse/designee is responsible for conducting these screenings and 
recording results in the health record. 
 
Students failing these screenings will be referred for professional examination and 
parent/guardian will be notified. Screenings will be performed at any time at parent or 
professional request. 
 
Pediculosis screenings shall be conducted by the school nurse/designee to identify, prevent and 
minimize the spread of head lice. This process will be initiated only after the presence of head 
lice has been confirmed. Confidentiality is maintained regarding the name(s) of students who are 
known to have head lice. 
 
The detailed protocol and procedure for all screenings shall be outlined in the Board Regulations. 
These regulations shall be submitted to the School Medical Adviser and to the Executive 
Director or designee each September for review. 
(cf. 5141.3 – Health Assessments and Immunizations) 
 
Legal Reference: 
Connecticut General Statutes 
10-204 Vaccination 
10-204a Required immunizations 
10-204c Immunity from liability 
10-205 Appointment of school medical adviser 
10-206 Health assessments (as amended by June Special Session PA 01-4 and PA01-9) 
10-207 Duties of medical advisers 
10-206a Free health assessments (as amended by June Special Session PA 01-1)  
10-208 Exemption from examination or treatment 
10-208a Physical activity of student restricted; board to honor notice  
10-209 School nurses  10-212 School nurses 
10-214 Vision, audiometric and postural screenings. When required.  
Notification of parents re defects; record of results, as amended by PA 96- 229, An Act 
Concerning Scoliosis Screening. 
 
Policy adopted: December 11, 201 
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COMMUNICABLE/INFECTIOUS DISEASES 
 
The Board recognizes that all children in Connecticut have a constitutional right to a free, 
suitable program of educational experiences. The Board will establish reasonable health 
requirements as prerequisites to admission or attendance including the requirement that students 
undergo physical examination prior to admission. 
 
Where it can be medically established that a student suffers from a serious infectious disease and 
there is a significant risk of transmission of the disease to others due to the nature of the disease 
or personal characteristics of the student carrier, it may be appropriate to exclude the student 
from the regular classroom. The determination of exclusion of any student will be made on a 
case by case basis with the appropriate procedural due process safeguards. Where the risk of 
transmission is relatively low or appropriate procedures can be adopted to reduce the risk of 
transmission exclusion is not warranted. 
 
A child with an infectious disease may be considered handicapped, if the child presents such 
physical impairment that limits one or more major life activities. Therefore, Section 504 of the 
Rehabilitation Act may apply. The parent/guardian or the school administration may make a 
referral for determination whether the student is handicapped and entitled to protection under 
Section 504. LEARN Standard 504 procedures will be implemented.* The student will be 
educated in the least restrictive environment. 
 
*Based upon individual circumstances, special programming from a 504 Team or a special 
education Planning and Placement Team may be warranted. The student will be educated in the 
least restrictive environment. 
 
Legal Reference: 
Connecticut General Statutes "Education for Children with Disabilities"  
20 U.S.C. 1400, et seq. Section 504 of the Rehabilitation Act of 1973, 29 U.S.C. 706(7)(b) 
"Americans with Disabilities Act" 
The Family Educational Rights and Privacy Act of 1974, (FERPA), 20 U.S.C. 1232g, 45C.F.R. 
99. 
10-76(d)(15) Duties and powers of boards of education to provide special education programs 
and services. 
10-154a Professional communications between teacher or nurse and student.  
10-207 Duties of medical advisors. 
10-209 Records not to be public. 
10-210 Notice of disease to be given parent or guardian. 
19a-221 Quarantine of certain persons. 19a-581-585 AIDS testing and medical information. 
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STUDENT HEALTH SERVICES  

LEARN recognizes the need to protect and improve the health of students in order to allow each 
student to achieve their greatest educational potential. In order to do this LEARN will negotiate 
and enter into an agreement for nursing services in district schools. The Board also employs the 
professional services of a School Medical Advisor and appropriate professional support services. 
The Director or appointee shall manage these health services. Health services shall be directed 
toward detection, prevention, ongoing monitoring of health problems and to provide emergency 
interventions.  

Legal Reference:  

Connecticut General Statutes 
10-203 Sanitation. 
10-204 Vaccination. 
10-204a Required immunizations. 
10-204c Immunity from liability 
10-205 Appointment of school medical advisors. 10-206 Health assessments.  

10-206a Free health assessments. 
10-207 Duties of medical advisers. 
10-208 Exemption from examination or treatment. 
10-208a Physical activity of student restricted; boards to honor notice. 10-209 Records not to be 
public. 
10-210 Notice of disease to be given parent or guardian. 
10-212 School nurses and nurse practitioners. 
10-212a Administration of medicines by school personnel.  

10-213 Dental hygienists.  

10-214 Vision, audiometric and postural screening: When required; notification of parents re 
defects; record of results. (As amended by PA 96- 229 An Act Concerning Scoliosis Screening)  

10-214b Compliance report by local or regional board of education.  

Policy adopted:  May 14, 2015 
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4160/4260 
Personnel-Certified/Noncertified 

 
STUDENTS/STAFF WITH HIV, ARC (AIDS RELATED COMPLEX) OR 
AIDS  

Scientific studies show that the Human Immunodeficiency Virus (HIV), the virus which causes 
the acquired immunodeficiency syndrome (AIDS) or ARC (AIDS Related Complex), is 
transmitted through sexual intercourse with an infected individual or through exposure to 
contaminated blood or needles. There is no evidence to support the notion that the HIV virus can 
be transmitted through ordinary school or household activities, e.g. coughing, sneezing, hugging, 
sharing of utensils or food, or shaking hands.  

The anonymity of individuals with HIV infection or AIDS is protected by law. Moreover, 
individuals with HIV infection or AIDS are protected from discrimination by both federal and 
state laws. Neither attendance at school nor employment may be denied to an individual with 
HIV infection or AIDS. It is the policy of the District that no student or staff member with HIV 
infection or AIDS may be prohibited from attending school/employment unless there is an 
immediate risk of injury or harm to the individual or to others.  

Because the diagnosis of HIV infection or AIDS is a confidential matter between the individual 
student or staff member and his or her physician, LEARN may be unaware of the diagnosis. 
Consequently, the LEARN has adopted a policy of "universal precautions" which protects all 
students and staff from contact with blood and body fluids of others. These precautions are 
enumerated in the Blood Borne Pathogen policy.  

(cf. - 4147.1/4247.1 Bloodborne Pathogens)  

Legal Reference:  

Connecticut General Statutes  

10-76(d)(15) Duties and powers of boards of education to provide special education programs 
and services  

10-154a Professional communications between teacher or nurse and student  

10-207 Duties of medical advisors 
10-209 Records not to be public 
10-210 Notice of disease to be given parent or guardian 19a-221 Quarantine of certain persons 
19a-581-585 AIDS testing and medical information  

Policy adopted: May 14, 2015 
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STUDENT SAFETY  

Student safety shall be a priority of all school district personnel through close supervision of 
students in all school buildings and grounds and through special attention to:  

1. Maintaining a safe school environment.  
2. Observation of safe practices on the part of school personnel and students, particularly in 

those areas of instruction or extracurricular activities which offer special hazards.  
3. Development of school programs and activities consistent with appropriate abilities and 

limitations of students at each age level.  
4. Offering safety education to students as germane to particular subjects, such as laboratory 

courses in science, industrial arts, and health and physical education.  
5. Providing, through the services of the school nurse, first aid care for students in case of 

accident or sudden illness.  
6. Adequacy of emergency response procedures at each school in the district.  

(cf. 5131.6 - Drugs/Alcohol and Tobacco) 
(cf. 5141.4 - Child Abuse and Neglect) 
(cf. 5141.5 - Suicide Prevention) 
(cf. 5141.3 - Student Health Assessments and Immunizations) (cf. 5141.21 - Administering 
Medications)  

(cf. 5141.22 - Communicable and Infectious Diseases) (cf. 6142.1 - Family Life and Sex 
Education) 
(cf. 6114 - Emergencies and Disaster Preparedness) (cf. 6114.7 - Safe Schools)  

Policy adopted:  May 14, 2015 
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HEALTH RECORDS  

There shall be a cumulative health record for each student enrolled in a LEARN school which 
will be maintained in the Nurse’s office. Health records shall be granted the highest level of 
confidentiality and access to these records will be granted by the school administrator or school 
nurse. A listing of all professionals who have access to the record will be maintained in each 
child’s health folder.  

(cf. 6171 – Special Education Policy) (cf. 5142 – Student Safety)  

Legal Reference: Connecticut General Statutes 10-209 Records not to be public.  

Policy adopted: May 14, 2015 
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EMERGENCY CARE IN SCHOOL FOR STUDENTS 

The school is responsible for the immediate care given to a student whose sickness or injury 
occurs on the school premises during school hours or in school-sponsored and supervised 
activities. An emergency is defined as an occurrence which is similar to those outlined in 
Categories I through IV in administrative regulation #5141.2. Category V will be considered an 
emergency at the discretion of the adult in charge of the child at the time of the incident.  

If the child’s injury requires immediate care, the parent or guardian will be called by telephone 
and advised of the student’s condition. This call is the building Principal’s (or their designee’s) 
responsibility. If parents or guardian cannot be reached and immediate medical or dental 
attention is indicated, the family physician/dentist or Medical Advisor cannot be reached, the 
student will be transported to the Lawrence and Memorial Hospital unless otherwise indicated on 
the student’s Emergency Information List.  

Legal Reference:  

Connecticut General Statutes 
10-205 Appointment of school medical advisers 10-212 School nurses and nurse practitioners  

52-557b “Good Samaritan Law”. Immunity from liability for emergency medical assistance, first 
aid or medication by injection. School personnel not required to administer or render.  

Policy adopted: May 14, 2015 
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