PStl Durham ¢ Freeport ¢ Pownal

TO: Candy deCsipkes, Naomi Ledbetter
Ce: Dennis Ouellette

FROM: Cynthia Alexander

DATE: November 18, 2016

RE: Policy Review — December 2, 2016 Meeting

The Policy Sub-Committee is scheduled to meet on Friday, December 2, 2016 from
8:30 — 9:30 a.m. at the RSU Central Office.

Agenda:
1. Review/Revise the following policies/procedures:
EEA — Student Transportation Services
EEAEA — Student Transportation Employee Requirements Training and Responsibilities
EEAEAA — Drug and Alcohol Testing of School Bus Drivers
GBEC — Drug-Free Workplace
EB — Environmental and Safety Program
IJOA — Field Trips and Other Student Travel
EHB - Records Management
EBCC — Bomb Threats
ECAC - Vandalism
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NEPN/NSBA Code: EEA

STUDENT TRANSPORTATION SERVICES

The Board of Directors will provide transportation for all elementary students living
beyond a reasonable distance from their school or from a scheduled bus stop as the
Board has determined. This distance is defined as one mile. Transportation for
secondary students is optional and shall be determined by a vote of the Board either
by specific vote or by vote on the annual budget.

Distance shall be measured by the shortest publicly traveled way from the residence
to the bus stop or school door. In cases questioned, distance will be measured and
established by the Superintendent or his/her designee.

Exceptions to the above distance shall be made for the following reasons only:

A.

Health

Exceptions to established walking distances may be made for students with
disabilities as required by their IEP or Individual Health Plan (504 Plan).
Exceptions may also be made to accommodate a student’s need for
transportation with written documentation for the student’s physician.

Kindergarten Students

Kindergarten bus service will include pick-up and delivery to the home,
providing a suitable bus turn is available.

Hazardous Walking Conditions

Hazardous walking conditions shall be defined as those which would place a
child of a given age in a situation of greater than normal or average danger.

Authorized bus stops will be located so as to load and unload students with the most
safety allowed by road conditions. The distance between stops may vary according to
safety factors. If possible, students will be loaded and unloaded so that it is not
necessary for them to cross a main highway to reach their homes.

Requests for bus stops, inconsistent with this regulation must be made in writing and
submitted to the Superintendent or his/her designee.

Cross Reference: JICC — Student Conduct on School Buses

Legal Reference: title 20A MRSA, Sec. 5401

Adopted: April 28, 2010
Revised: December 14, 2011
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NEPN/NSBA Code: EEAEA

STUDENT TRANSPORTATION EMPLOYEE REQUIREMENTS
TRAINING AND RESPONSIBILITIES

Part A - School Bus Drivers

The school bus driver is responsible for safeguarding the lives of children in performance of
his/her duty. The work requires physical strength, mental poise, the ability to cope effectively
with emergencies, excellent driving skills and an ability to relate positively with students.

All school bus drivers must hold a valid school bus operator license endorsement issued by the
Maine Secretary of State.

A. Annual Medical Examination

All drivers operating a vehicle designed to carry 10 or more passengers must undergo an
annual physical examination as required by the Uniform School Bus Standards and
submit the completed School Bus Driver Physical Examination Form to the
Superintendent/designee. Physical examinations shall be conducted by a physician
selected by the school unit and paid for by the school unit.

Annual examinations must be completed during the month preceding the start of the
school year for regular drivers. New and substitute bus drivers must complete the
examination before beginning their driving duties.

B. Drug and Alcohol Testing

School bus drivers will participate in drug and alcohol testing as required by applicable
federal and state laws.

C. Annual Motor Vehicle Records Check

Each school bus driver operating a vehicle carrying 10 or more passengers shall undergo
an annual state motor vehicle records check

Part B - Other Employees with Student Driving Responsibilities
The Superintendent/designee is directed to obtain annual motor vehicle records checks for any
school employee who transports students as part of their regular duties.

Legal Reference: 49 CFR Parts 40 and 382
26 MRSA §§ 681(8)(B); 685(2); 689
Uniform School Bus Standards, 081.6

Cross Reference: EEAEAA - Drug and Alcohol Testing of Bus Drivers
EEAEAA-R - Drug and Alcohol Testing of Bus Drivers -
Administrative Procedure

Adopted: April 28. 2010
Reviewed: December 14, 2011
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NEPN/NSBA Code: EEAEAA

DRUG AND ALCOHOL TESTING OF SCHOOL BUS DRIVERS

In accordance with the federal Omnibus Transportation Employee Testing Act of 1991, in
addition to other pertinent and federal laws promulgated to effectuate a drug and alcohol free
workplace, the RSU No. 5 Board of Directors is committed to the establishment of an alcohol
and controlled substance testing program for school bus drivers, in addition to any other
employees who drive vehicles to transport sixteen (16) or more passengers, including the driver.

The purpose of the testing program shall be to help prevent accidents, injuries and deaths
resulting from the misuse of alcohol and controlled substances by drivers performing safety-
sensitive functions. The superintendent shall be responsible for the implementation of an alcohol
and drug testing programs consistent with federal regulations and shall implement additional
administrative procedures to assist and further the implementation of the federal mandates
regarding alcohol and controlled substances testing as he/she deems necessary.

Legal References: 49 CFR Part 382
26 MRSA §§ 681(8)(B); 685(2); 689

Adopted: June 24, 2009
Reviewed: December 14. 2011
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NEPN/NSBA Code: GBEC

DRUG-FREE WORKPLACE

The RSU No. 5 Board of Directors recognizes that alcoholism and drug dependency are
treatable diseases. Left untreated, they may result in serious personal and family
problems. At the same time, the Board is also seriously concerned about the effects of
alcohol and drug dependency upon an employee's job performance and ability to serve as
a role model for our students.

The Board believes strongly that all employees and students should be able to work and
learn in an environment free from alcohol and drug abuse. Accordingly, the RSU No. 5
School Department expects all employees to report for work and to perform their duties
in a manner which does not jeopardize the health, safety and well-being of co-workers
and students.

No employee shall distribute, dispense, possess, use or be under the influence of any
alcoholic beverage, malt beverage or fortified wine or other intoxicating liquor. Nor shall
an employee unlawfully manufacture, distribute, dispense, possess, use or be under the
influence of any narcotic drug, hallucinogenic drug, amphetamine, barbiturate, marijuana,
anabolic steroid or any other controlled substance (as defined in schedules I through V of
section 202 of the federal Controlled Substance Act [21 USC § 8 12]; by regulation at 21
CFR, § 1300.11 through 1300.15; and in 17-A MRSA, § 1101). This applies before,
during and after school hours, at school or in any other school system location, defined as
follows:

"School system location" means in any school building or on any school
premises; in any school-owned vehicle or in any other school-approved vehicle
used to transport students to and from school or school activities; off school
property at any school-sponsored or school-approved activity, event or function,
such as a field trip or athletic event, where students are under the Jurisdiction of
the school unit; or during any period of time such employee is supervising
students on behalf of the school system or otherwise engaged in school unit
business.

Any employee who suspects that he/she may have an alcohol or drug dependency
problem is strongly encouraged to contact his/her supervisor to seek voluntary diagnosis
and treatment. The employee will be provided confidential referral services to an outside
agency upon request and assisted in determining the extent to which insurance coverage
to help pay for such services is available. All voluntary referrals shall be kept
confidential.

Any illegal use, possession, furnishing, selling or provision of assistance in obtaining
“bath salts”, alcoholic beverages or scheduled drugs not covered above may, depending
upon the circumstances, constitute sufficient grounds for discipline, up to and including
dismissal. Referrals under foregoing paragraphs of this policy will not preclude
disciplinary action under this paragraph, depending on the circumstances.

RSU No. 5 School Department
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NEPN/NSBA Code: GBEC

As provided in the Drug-Free Workplace Act of 1988, any employee is required to notify
the school unit of a criminal or civil conviction for a drug violation occurring in the
workplace no later than five calendar days after such conviction. In turn, the
Superinténdent, within 10 calendar days of learning of such a conviction, is to give
written notification to the U.S. Department of Education and to any other federal agency
from which the unit receives grant funds.

Appropriate personnel sanctions shall be taken against any employee who violates the
terms of this school unit's drug and alcohol policy, up to and including dismissal.

Implementation

The Superintendent shall be responsible for developing and administering appropriate
procedures to implement this policy.

Communication

A copy of this policy is to be given or mailed to all current employees and to new
employees at the time of their employment and is to be posted in appropriate locations
throughout the school system.

Legal Reference- 21 U.S.C. § 812 (Controlled Substances Act)
21 C.F.R. §§ 1300.11-1300.15
Fed. P.L. 101-226
17-A MRSA § 1101

Cross Reference: JICH - Drug and Alcohol Use by Students

Adopted: June 24, 2009
Revised: December 14,2011
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NEPN/NSBA Code: EB

ENVIRONMENTAL AND SAFETY PROGRAM

Accidents are undesirable, unplanned occurrences which may result in tragic
consequences--bodily harm, loss of school time, property damage, legal action, and
even fatality. It shall be the policy of the Board to guard against such occurrences by
taking every possible precaution to protect the safety of all students, employees,
visitors and others present on school property or at school-sponsored events.

The practice of safety shall also be considered a facet of the instructional plan of the
schools by virtue of educational programs in traffic and pedestrian safety, fire
prevention, emergency procedures, etc., appropriately geared to

students at different grade levels.

Each principal/director shall be responsible for the supervision of a safety program
for his/her school program, and the Superintendent shall have overall responsibility
for the safety program. General areas of emphasis shall include, but not be limited to
in-service training, accident record-keeping, plant inspection, driver and vehicle
safety programs, fire prevention, school site selection, and emergency procedures
and traffic safety problems relevant to students, employees and the community.

Adopted: April 28, 2010
Reviewed: December 14, 2011
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NEPN/NSBA Code: 1JOA
FIELD TRIPS AND OTHER STUDENT TRAVEL

The Board recognizes the educational value of school-sponsored trips as a means of extending the
curriculum and as a vehicle for encouraging and supporting student participation in academic, artistic,
and athletic activities, performances and competitions. In addition, some school-sponsored trips may
provide social experiences and contribute to the development of a positive school culture.

This policy provides guidance for the various kinds of trips that may be sponsored by the RSU No. 5
schools.

Field Trips
“Field trip” means a trip that takes place during the school day and is organized and conducted
by one or more RSU No. 5 employees as a means of accomplishing particular curriculum

objectives. All students within the class or grade, or curriculum related subgroup within a class,
will be eligible to participate.

Field trips must be approved in advance by the building principal.

Teachers and principals will be expected to consider the following factors in planning and
approval of field trips:

A. Objectives of the proposed trip and the anticipated learning outcomes;

B. Specific learning activities to be experienced during the trip;

C. Suitability of the activity and distance traveled to the age of students;

D. Mode and availability of transportation, with school bus transportation arranged so as not

to disrupt school bus schedules;
E. Arrangements for meals (if applicable);

F. Availability of funding for all necessary expenses through the school budget or other
appropriate sources.

In addition the Board requires that:

A. Parents/guardians give written permission for field trip participation;

B. Adequate supervision be provided to maintain discipline and safety and to respond to
emergencies;,

. Students participating in field trips conduct themselves in a manner consistent with Board

policies and school rules; and
D. Any overnight curriculum-related trip must be approved by the Superintendent.

RSU No. 5 School Department
Page 1 of 4



NEPN/NSBA Code: 1JOA

Competition Trips

“Competition trip” means any trip related to an academic, artistic, athletic, or other student
competition or performance that involves individual students or teams. Any competition trip
that is outside of those scheduled for the year must be approved in advance by the
Superintendent. Approval may be contingent upon availability of funding through the school
budget or other sources.

Other School-Sponsored Trips

Other school-sponsored trips are those that are organized and conducted by one or more
employees of RSU No. 5 as a supplement to the curriculum, as a class social activity, or as an
activity planned by a student club or organization. Such trips may include overnight, long-
distance in-state or out-of-state travel, or foreign travel. To be school-sponsored, the trip must
relate directly to the curriculum or to activities for which the student club is organized.

Participation in such trips is entirely voluntary. There shall be no extra credit awarded for
participation and no loss of credit for not taking a trip.

Participation may be limited to students taking courses related to the purpose of the trip or to
students who are affiliated with the student club or organization planning the trip.

The Superintendent must approve, in advance, any trips involving out-of state travel and all
overnight and foreign trips. Approval may be contingent upon availability of funding from the

school budget and other sources, including student fundraising.

Staff or administrators seeking approval for school-sponsored trips must furnish the following

information:

A. Objectives of the trip and anticipated outcomes;
B. Specific experiences to be provided;

£ Number and grade(s) of students;

D. Criteria for student participation;

m

Maximum number of students who may participate;

F. Cost per student, including funds requested from RSU No. 5 and from individual
students;

G. Fundraising plans (if applicable);
H. Transportation arrangements;
I. Itinerary;

RSU No. 5 School Department
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NEPN/NSBA Code: 1JOA

3 Arrangements for meals and lodging;
K. Arrangements for adult supervision/chaperons;

Adequate supervision must be provided to maintain discipline and safety and to respond to
emergencies.

Students participating in field trips and other school-sponsored trips must conduct themselves in
a manner consistent with Board policies and school rules. Students who violate Board policy or
school rules will be subject to disciplinary consequences.

Non-School-Sponsored Travel

Travel organized by RSU No. 5 employees, parents or others that is not an extension of the
instructional program or school-sponsored activities and has not been approved as a school-
sponsored trip in compliance with this policy will be considered a non-school-sponsored trip.

All responsibility for non-school-sponsored trips lies with the individual(s) or group(s)
organizing them. The Board accepts no responsibility for non-school-sponsored trips, and
organizers should be aware that such trips or excursions are not covered by the school unit’s
liability insurance.

To minimize the impact of these trips on the instructional program and operation of the schools,
the Board strongly encourages organizers/sponsors to schedule non-school-sponsored trips
during weekends and/or vacation periods. Staff members planning or participating in non-
school-sponsored travel must notify the building principal of such plans. Student absences due
to participation in non-school sponsored travel will be considered unexcused absences.

Instructional time may not be used to promote the trip or distribute materials. Individuals or
groups who wish to use the schools for the purpose of publicizing trips or recruiting participants
and parents/chaperones may do so in accordance with the Board’s facilities use policy.
Individuals or groups wishing to distribute promotional materials may do so only in accordance
with Board policy. Non-school-sponsored trips must not be represented as school functions or as
related to, or an extension of, the District’s school unit’s instructional, co-curricular or
extracurricular programs.

It is the responsibility of any staff engaging in such trips or activities to notify the parents of
prospective and participating students that this is not a school activity, but an independent
voluntary trip organized or lead by that teacher or staff member. To minimize any risk of
misunderstanding, the following statement must be made in any informational meetings or
materials promoting the trip:

“This trip is not approved or sponsored by the RSU No. 5 Board. It has not been reviewed,
approved or endorsed by authorized RSU No. 5 administrators and it is not covered by any of
RSU No.5’s insurance policies.”

RSU No. 5 School Department
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NEPN/NSBA Code: 1JOA

Cross Reference: EEAG - Use of Private Vehicles or School Buses
KHB — Advertising in the Schools
KHC - Distribution/Posting of Non-School Materials
JEA — Compulsory Attendance
JEAA — Student Attendance

Adopted: February 24, 2010
Revised: April 27. 2011
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NEPN/NSBA Code: EHB

RECORDS MANAGEMENT

Proper retention of school records is essential to conduct the business of the schools, to protect
the legal interests of the schools, students and employees, and to comply with state and federal
law and regulations concerning document retention. It is also important for purposes of
efficiency and management of physical and digital storage resources that unneeded records be
disposed of on a timely basis.

The Board will comply with all applicable laws and rules concerning the routine retention,
storage and disposal of records, as well as its preservation obligation when litigation is
threatened or pending. The Superintendent is responsible for implementing this policy and for
developing appropriate administrative procedures and guidelines for managing school
department records consistent with the applicable laws and rules. The Superintendent may
delegate specific responsibilities to administrators or other school staff as he/she deems
appropriate.

Employees shall be informed of this policy and the accompanying procedures/guidelines through
a means determined by the Superintendent and are expected to comply with them.

Legal Reference: 5 M.R.S.A. § 91 et seq.
Maine State Archives Rule Chapter 10 (Rules for Disposition of Local
Government Records)
Maine Department of Education Rule Chapter 125 (Basic School
Approval Rules)

Cross Reference: GBJ - Personnel Records and Files
GCSA - Employee Computer and Internet Use
JRA - Student Education Records

Adopted: November 30, 2011
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NEPN/NSBA Code: EBCC

BOMB THREATS

The RSU No. 5 Board of Directors recognizes that bomb threats are a significant concern to the
school unit. Whether real and carried out or intended as a prank or for some other purpose, a
bomb threat represents a potential danger to the safety and welfare of students and staff and to
the integrity of school property. Bomb threats disrupt the instructional program and learning
environment and also place significant demands on school financial resources and public safety
services. These effects occur even when such threats prove to be false.

Any bomb threat will be regarded as an extremely serious matter and treated accordingly. The
Board directs the Superintendent to react promptly and appropriately to information concerning
bomb threats and to initiate or recommend suitable disciplinary action.

A.

Conduct Prohibited

No person shall make, or communicate by any means, whether verbal or non-verbal, a
threat that a bomb has been, or will be, placed on school premises. Because of the
potential for evacuation of the schools and other disruption of school operations,
placement of a bomb or of a "look-alike" bomb on school premises will be considered
a threat for the purpose of this policy.

It is also a violation of Board policy to communicate by any means that any toxic or
hazardous substance or material has been placed, or will be placed, on school
premises with the intent to endanger the safety and welfare of students or staff and/or
to disrupt the operations of the schools. For the purpose of this policy, "toxic or
hazardous substance or material" means any material or substance, including
biomedical materials or organisms, that, when placed as threatened, could be harmful
to humans.

Definitions:

1. A "bomb" means an explosive, incendiary or poison gas bomb, grenade, rocket,
missile, mine, "Molotov cocktail”" or other destructive device.

2. A "look-alike bomb" means any apparatus or object that conveys the appearance
of a bomb or other destructive device.

3. A "bomb threat" is the communication, by any means, whether verbal or non-
verbal, that a bomb has been, or will be, placed on school premises, including
possession or placement of a bomb or look-alike bomb on school premises.

4. "School premises" means any school property and any location where any school
activities may take place.

Development of Bomb Threat Procedures

The Superintendent/designee shall be responsible for developing and implementing
procedures specific to bomb threats as part of the school unit's Crisis Response Plan.

RSU No. 5 School Department
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NEPN/NSBA Code: EBCC

These procedures are intended to inform administrators and staff of appropriate
protocols to follow in the event that a bomb threat is received and should include
provisions to address:

1. Threat assessment (for the purpose of identifying a response that is in proportion
to the threat, in light of what is necessary to ensure safety);

2. Building evacuation and re-entry (including selection of potential alternative sites

for those who are evacuated);

Incident "command and control" (who is in charge, and when);

Communications contacts and mandatory bomb threat reporting;

Parent notification process;

Training for staff members, and

Support services for students and staff.

D O A B ol

The initial bomb threat procedure will be subject to approval by the Board of
Directors. The Superintendent/designee will be responsible for overseeing a review or
evaluation of bomb threat procedures prior to the Board’s required annual approval of
the school unit's Crisis Response Plan, or following implementation of the procedure
in response to a specific threat.

Reporting of Bomb Threats

A student who learns of a bomb threat or the existence of a bomb on school premises
must immediately report such information to the building principal, teacher, the
School Resource Officer or other employee in a position of authority.

An employee of the school unit who learns of a bomb threat shall immediately inform
the building administrator. The building administrator shall immediately take
appropriate steps to protect the safety of students and staff in accordance with the
school unit's bomb threat procedure, as developed under Section C, and inform the
Superintendent of the threat.

All bomb threats shall be reported immediately to the local law enforcement
authority, as provided in the bomb threat procedures.

The Superintendent shall be responsible for reporting any bomb threat to the
Department of Education within two business days of the incident. Reports will
include the name of the school, the date and time of the threat, the medium used to
communicate the threat, and whether or not the perpetrators have been apprehended.

Student Disciplinary Consequences

Making a bomb threat is a crime under Maine law. Any student suspected of making
a bomb threat shall be reported to law enforcement authorities for investigation and
possible prosecution. Apart from any penalty imposed by law, and without regard to

RSU No. 5 School Department
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NEPN/NSBA Code: EBCC

the existence or status of criminal charges, a student who makes a bomb threat shall
be subject to disciplinary action by the school.

The administration may suspend and/or recommend for expulsion any student who
makes a bomb threat. The making of a bomb threat will be considered deliberately
disobedient and deliberately disorderly within the meaning of 20-A M.R.S.A. Section
1001(9) and will be grounds for expulsion if found necessary for the peace and
usefulness of the school.

In addition, a student who is found after hearing by the Board of Directors to have
brought a bomb to school shall be expelled from school for at least one year in
accordance with 20-A M.R.S.A. Section 1001(9-A) and Policy JICIA, except that the
Superintendent may modify the requirement for expulsion based on individual
circumstances.

A student who has been identified through the PET process as having a disability and
whose conduct in violation of this policy is related to the disability shall be
disciplined as provided in Policy JKF.

Aiding Other Students in Making Bomb Threats

A student who knowingly encourages, causes, aids or assists another student in
making or communicating a bomb threat shall be subject to the disciplinary
consequences described in Section E of this policy.

Failure to Report a Bomb Threat

A student who fails to report information or knowledge of a bomb threat or the
existence of a bomb or other destructive device in a school building or on school
property may be subject to disciplinary consequences, which may include suspension
and/or expulsion.

Staff Disciplinary Consequences

A school system employee who makes or communicates a bomb threat will be
reported to appropriate law enforcement authorities and will be subject to disciplinary
action up to and including termination of employment. Disciplinary action taken shall
be consistent with collective bargaining agreements, other employment agreements
and Board policies.

A school system employee who fails to report information or knowledge of a bomb
threat or the existence of a bomb or school premises will be subject to discipline up to
and including termination of employment.

RSU No. 5 School Department
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NEPN/NSBA Code: EBCC

| Civil Liability

The school unit reserves the right to bring suit against any individual responsible for a
violation of this policy and to seek restitution and other damages as permitted by law.

J. Lost Instructional Time

Instructional time lost as a result of a bomb threat will be rescheduled at the earliest
practicable opportunity, as determined by the Superintendent in consultation with the
Board of Directors.

Time lost may be rescheduled on a weekend or vacation day, or after what would
normally be the last day of the school year, except on days when schools must be
closed as required by law.

K. Notification Through Student Handbook

All student handbooks shall address the school unit's bomb threat policy and
procedures and explain the educational consequences of bomb threats. In addition,
student handbooks shall notify students and parents that bomb threats violate Board
policy and civil and criminal law.

Legal References: 18 U.S.C. Section 921; 8921
17-A M.R.S.A. Section 210
20-A M.R.S.A. Section 263; 1001(9); 1001(9-A); 1001(17); 1001(18)

Cross References:  EBCA - Crisis Response Plan
JKD - Suspension of Students
JKE - Expulsion of Students
JKF - Suspension/Expulsion of Students with Disabilities
JICIA - Weapons, Violence and School Safety
Student Code of Conduct

Adopted: June 24, 2009
Reviewed: December 14, 2011
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NEPN/NSBA Code ECAC

VANDALISM

The school district's buildings and grounds are built and maintained with taxes levied
on the communities' taxpayers, and all damage caused must be paid for in the same
way. Therefore, every citizen of the district, students, and members of the Sheriff's
and Police departments are urged by the Committee to cooperate in reporting any
incidents of vandalism to property belonging to the district and the name of the
person(s) believed to be responsible. Each employee of the district will report to the
principal of the school every incident of vandalism known to him/her and, if known,
the names of those responsible.

The Superintendent, the principal, or their designee is authorized to sign a criminal
complaint against persons suspected of vandalism against school property.

Students who willfully or maliciously destroy school property through vandalism or
arson or who create a hazard to the safety of other people on school property may be
referred to law enforcement authorities. Students who are caught vandalizing school
property may be suspended and/or expelled.

It is the intent of the Board to seek damages as permitted by law from students
(and/or their parents or guardians) who vandalize school property.

Adopted: April 28, 2010
Reviewed: December 14, 2011
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