
Ashford Board of Education 
Ashford, Connecticut 

 
Regular Meeting Agenda 

October 15, 2015 
7:30 pm 

Ashford School 
District Office Conference Room 14 

1.   Call To Order  
2.   Ashford Board of Education Bylaw:  Meeting Conduct 
3.   Persons to be Heard 
4.   Communications 
5.   Approval of Minutes:  10/01/2015 
6.   Distribution of Administrative Reports  
      a.   Superintendent 
      b.   Business Manager 
            1. FY 14 Corrective Action Plan 
            2. Financial Reports through September 2015 
 3. Review of FY 16 Budget: Quarterly Transfer 
      c.   Principal 
      d.   Director of Pupil Personnel 
7.   New Business 

a.  First Reading of Board Policy Updates Provided by Counsel (Series 1000 – Prohibition Against Smoking; 
Series 4000-Family and Medical Leave; Alcohol and Drug Free Workplace; Concussion Training for Athletic Coaches; 
Series 5000 - Homeless Students; Section 504; Suicide Prevention and Intervention) 
b. Acceptance of New or Updated Model Notifications Provided by Counsel  

8.   Old Business 
      a.  Board of Education Goals 
      b.  Long Term Planning 
      1.  Capital Improvement 
      2.  Three-Year Plan 
      b.  Approval of Superintendent Evaluation Instrument 
9.   Next Meeting Date/Agenda Item 
10.  Superintendent Evaluation (Executive Session Anticipated) 
11. Adjournment 

 
Ashford Board of Education Goals 

The Ashford Board shall: 
1. Initiate policies and practices, as well as devote appropriate resources, towards the improvement of Ashford students  

on Connecticut standardized testing.    
2. Promote instructional practices rooted in the individual skills, talents, needs and performance of the student. 
3. Initiate mechanisms for improved and effective communication with the community as well as town leaders and other 

town boards and committees.   
4. Develop a three-year school improvement plan that presents, and explains, an optimal path towards educational 

excellence in Ashford.  
All meetings, conferences, programs and activities at Ashford School are available, without discrimination, to individuals 
with disabilities as defined by the Rehabilitation Act of 1973 and/or Title II of the American with Disabilities Act.  
Individuals with disabilities requesting relocation of this meeting should call the Superintendent at 429-1927 or e-mail a 
request to jplongo@ashfordct.org not later than 2 working days prior to the meeting.  Hearing impaired individuals may 
communicate their request for accommodations by using the e-mail address above, or calling the State of CT TDD relay 
service (800) 842-2880 or the national relay service number (800) 855-2880. 
 
Enclosures: Meeting Conduct Bylaw; Minutes 10/1; Admin Reports; Policy Drafts & Model Notifications; Evaluation Instrument 
 



Ashford Board of Education
Ashford, Connecticut

Series 9000
Bylaws

1.

MEETING CONDUCT

Meetine Conduct

A. Meetings of the Board of Education shall be conducted by the Chairperson
in a manner consistent with the provisions of the Freedom of Information
Act and the adopted bylaws of the Board.

B. All Board meetings shall commence at, or as close as practicable to, the

stated time, provided there is a quorum.

C. All regular and special Board meetings shall be guided by an agenda
which will have been prepared and delivered in advance to all Board
members and other designated persons.

D. Robert's Rules of Order shall govern the proceedings of the Board except
as otherwise provided by these bylaws.

Smoking

A. Smoking will not be permitted in any room in which a meeting of the
Board of Education is being conducted, nor during the time immediately
prior to the meeting.

B. A sign notiffing the public that no smoking is allowed in the place
designated for the meeting will be prominently posted.

Procedures for Telephonic Participation

A. Board members may participate in meetings telephonically under the
conditions set forth herein. When such conditions are met, any Board
member participating telephonically shall be counted for the purpose of
constituting a quorum. Conditions for participation are as follows:

1. The facility that is made available to the public that wishes to
attend the meeting must be located where the greatest number of
Board of Education members are located;

2. Any physical or demonstrable material that is used in the course of
the proceedings must be present in the place where the public is

located; and

2.

a
J.



All those in attendance at the meeting, at whatever location, must

be able to hear and identify all participants in the proceeding,

including their individual remarks and votes.

B. When a Board member is participating in a meeting telephonically, the

Chairperson shall take the necessary steps to ensure that the three

conditions enumerated above are met. In addition, the Chairperson shall

take the necessary steps to ensure that aBoard member participating
telephonically has adequate opporlunity to express himself/herself in
Board discussion, including the opportunity to take the floor and make

motions.

/t Public Address

The Board may permit any individual or group to address the Board
conceming any subject that lies within its jurisdiction during a portion of
the Board's regular meetings so designated for such purpose.

(4)

Legal References:

Five (5) minutes may be allotted to each speaker and a maximum
of twenty (20) minutes to each subject matter. The Board may
modiff these limitations at the beginning of a meeting if the

number of persons wishing to speak makes it advisable to do so.

A Board of Education member shall be appointed by the
Chairperson prior to the meeting to act as timekeeper for the

meeting, if deemed necessary by the Chairperson.

No boisterous conduct shall be permitted at any Board of
Education meeting. Persistence in boisterous conduct shall be

grounds for summary termination, by the Chairperson, of that
person's privilege of address.

All speakers must identify themselves by name and address.

Connecticut General Statutes
l-200 Definitions
l-206 Denial of access of public records or meeting. Notice. Appeal.

1-225 Meetings of government agencies to be public.
l-232 Conduct of meetings. (re: disturbances)

Freedom of Information Commission Advisory Opinion# l(April9, 1980)

Approved by the Ashford Board of Education:

A.

(1)

(2)

(3)

a- z--

January 16,2014



101061201 5 1 5:59

If.rrr.l . ScpERrir.re.p0Et.lfS Q$FrcC
frJ) P.001r001

- t0 REYAtS

Report by L.Velone gato: 0U15

Checked by: K.No Date: 08/15

Recommended bv: o vd - rryL.Fffi.r.!.' "T^ry#ffi:L*

STATE OF CONNECTICUT

DEPARTMENT OF TRANSPORTATION
TRAFFIC INVESTIGATION

REPORT TO THE

OFFICE OF THE
STATE TRAFFIC ADMINISTRATIOI,I

OSTANo: 003-1601-0,|
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Town of Achford
Localion: Route 89 (Westfbrd Road)

Aehlord Elementary School

Requasted by: First Selectrren MlchaelZembo

Hw Requeoted: Emall

Date May 19,2015
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&.r,,1 &---- 20t5.0e,29
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Execuflvo Dlroctor

Recommendatlon:

Approve a "School Zone Ahead Fines Doubled" zone for both directions on Route 89 (Westford Road) in
the Town of Ashford from 840 feet north of Westford Hill Road ourb line to 195 feet north of the
northerly Ashford Elomentary Sohool Entrance north curb line, a distance of 0.212 miles.

First Selectman Michael Zambo. Local Traffic Authority for the Town of Ashford concured with the
above recommendation on August 28r2015,

Report ofFindings:

ln a January 9,2015 letter to the Office of the State Traffrc Administmtion, Mr. Michael J. Zambo
requested that 25 mph school zone speed llmlt plaques be reinstalled on Route 89 in the area of Ashford
Elementary School after being removed in 2009. In a subsequent e-rnail from ttre Department of
Transportation's Division of Traffic Bngineering, Mr, Zambo was informed that the 25 mph plaque does
not conform to MUTCD guidelines. In a May 19, 2015 email, Mr. Zambo specifrcally requested "school
Zone Ahead Fines Doubled" school zone signing, The Department's Legislative Offics also received a
similff request from Senator Tony Guglielmo.

With the proposed school zone, the distances fipm the school zone to the existing passing zones on Route
89 were reviewed by OSTA. Due to proximity to the school zone, the existing passing zone limits will be
revised.

Based on the above it is recommended that a "school Zone Ahead Fines Doubled" zone be approved. The
Department's Maintenance forces will be requested to install the signs as their scheduling permits.

Pagc I ofl



Ashford Board of Education 
 Meeting Minutes – October 1, 2015 

7:30 p.m. 
Note: Per C.G.S. §10 – 218, Board of Education meeting minutes are provided in a draft format within 48 hours of the date the 
meeting was held.  With the exception of motions and votes recorded, these minutes are unofficial until they have been read and 
approved by a majority vote of the Board.  Should edits be necessary, they will be made at a regularly scheduled meeting, noted 
in the meeting minutes, and so voted upon. 
 
Call To Order 
Chair J. Rupert called the meeting to order at 7:35 PM. Present were J. Rupert, K. Rourke, J. Mozeiko, J. 
Lippert, K. Warren and L. Donegan (7:47 pm). Also present were Dr. J. Longo, Superintendent, Principal 
T. Hopkins and recording secretary J. Barsaleau. In the audience were S. Morytko and C. Silver-Smith 
(7:37 pm). Unable to attend was member D. Wesson. 
Persons to be Heard 
S. Morytko commented about a communication in the board packet from D. Neel to Dr. Longo 
concerning the FY 14 audit response to the CSDE.  He felt the content was rather defensive in its tone. C. 
Silver-Smith arrived and also stated that she was “disconcerted” by the response.  She was not pleased 
that neither she, nor the auditor, had received a copy of the communication that was sent to the CSDE. 
She went on to speak of past audit matters and stated that she would have expected to be copied on such a 
communication. She reviewed past discussions and actions by the BOE and her feeling that this letter 
changes what she believed the Board of Education’s practices were concerning the approval of purchases 
initiated by and for the Superintendent.   She also reported that she has not received financial reports since 
the new fiscal year began.  It was explained that the Superintendent had a deadline of 9/18 and was 
required to file a corrective action response concerning FY 14 audit recommendations.  J. Rupert 
informed Ms. Silver-Smith that the Board had also just read this communication for the first time.  K. 
Rourke spoke to Ms. Silver-Smith and stated that she takes exception to the tone and manner in which 
Ms. Silver-Smith addresses the Board of Education. She went on to state that financial reports are 
available and they can certainly be sent to her and if she does not receive them, then she should request 
them.  Dr. Longo and Mr. Neel will review past and present corrective action plans and all other related 
correspondence.  No changes to the purchasing policy or regulations have occurred since March 19, 2015. 
Ms. Silver –Smith left the meeting. 
K. Warren made a motion to add discussion of the memo from Don Neel dated 9/16/15 to the 
Superintendent and a letter from Dr. Longo to Selectman Zambo dated 9/16/15 to the agenda under “New 
Business”.  Both were included in the meeting agenda packet.  Motion seconded by J. Lippert and carried 
unanimously. 
Communications 
J. Rupert read a letter from the Office of Early Childhood congratulating Ashford School for meeting the 
Qualified Staff Member requirement for 2017, in advance.  This accomplishment will be acknowledged at 
a reception later this month.   
Approval of Minutes: 09/03/2015 
Motion to approve the special meeting minutes of 09/03/2015 made by K. Rourke, seconded by K. 
Warren and carried with two abstentions (L. Donegan and J. Rupert). 
Distribution of Administrative Reports 
a. Superintendent  
Dr. Longo’s report was distributed at the beginning of the meeting.  J. Rupert summarized the content of 
the report.  Mr. Rupert noted that he, Dr. Longo and S. Waddell met recently to discuss the Ashford 
School technology plan.  All members have been provided a draft copy of the plan with a reminder that it 
is a working draft and should be reviewed and any feedback should be forwarded to Dr. Longo.  Dr. 
Longo spoke briefly of the documents in the board packet concerning Board goals, 3-year and capital 
planning. He also discussed gifted and talented education and after hearing from that committee, he feels 
that students who have been identified as gifted and/or talented should receive services.  This will happen 
through a project based learning program, there will be professional development training on Renzuli 
software for the teacher assigned to gifted and talented education on 10/13/15.  J. Mozeiko asked if a 
more structured program had been considered, and had any model programs been looked at?  Mr. 
Hopkins responded affirmatively to both questions.  The Renzuli project based learning will be utilized 
for the time being.  
 
 
 
 
 
 



Ashford Board of Education – Page 2 of 3 
Meeting Minutes – October 1, 2015 

New Business 
a.  First Reading of Board Policy Updates Provided by Counsel (Series 1000 – School Volunteers; Series 
4000-Reporting of Child Abuse, Neglect and Sexual Assault; Series 5000-Attendance and Truancy; Immunizations; Health 
Assessments and Screenings; Discipline; Student Records (FERPA); Administration of Medications in Schools; Use of District’s 
Computer Systems)  
J. Rupert read aloud the titles of all of the policies considered for first reading and informed the board that 
the policies were being brought forth in terms of priority.  The policy samples distributed reflect public 
acts or new legislation that affect existing policies of the board. Members are encouraged to read through 
these policies and direct any questions to the Superintendent’s office.  These policies will be on the first 
November agenda for second reading and final approval.  There will be more policies on the next meeting 
agenda.  An index of policies and model notifications prepared by counsel was distributed.  
Motion made by L. Donegan to accept the model policy index dated 9-20-15 listing the mandatory state 
and federal policies and required notifications as provided by Shipman and Goodwin LLC, as the official 
policy manual of the Ashford Board of Education.  This manual shall supersede any policies adopted by 
the Ashford Board of Education prior to July 1, 2010.  Motion seconded by K. Warren and carried 
unanimously. 
b. First Reading of Board Policy Regulation Update (Series 1000-Sexual Offenders on School Property) 
Counsel has updated the regulation.  Optional language listed in the regulation will be included and the 
second reading will be on first November meeting agenda. 
c.  Requests for Family and Medical Leave 
Dr. Longo has been made aware that there are three staff members in need of family and medical leave. 
Two are for the employees’ own serious medical condition, and one is of an intermittent nature for an ill 
family member.  The board encouraged Dr. Longo to revisit any intermittent leave time requests as there 
are specific parameters concerning intermittent leave. Complete forms have been received for a non-
certified staff member.    
Motion made by K. Warren to authorize family and medical leave for a member of the non-certified staff 
for the treatment of their own serious medical condition.  Motion seconded by L. Donegan and carried 
unanimously.  
Requests for two members of the certified staff will be addressed when the appropriate forms have been 
received. 
d.  Discussion of FY 14 Corrective Action Memo and Letter to Selectman Zambo dated 9/16/15 
K. Warren asked about the letter to the Selectman concerning disposal of computers and why they are not 
given to the Town?  J. Rupert and Dr. Longo confirmed that equipment purchases made from the 
appropriated budget fall under the management of the BOE. 
There was discussion of the purchasing policy segment of memo from D. Neel concerning corrective 
action. After brief discussion, Dr. Longo said he took responsibility if there was any confusion about its 
content.  J. Mozeiko stated she did not see any derogatory or negative comments in the memo.  L. 
Donegan and K. Rourke agreed. 
Motion made by J. Rupert to add discussion of the Board of Education’s response to the Plan of 
Conservation and Development (POCD) concerning education. Motion seconded by K. Rourke and 
carried unanimously.  J. Rupert received a working copy of the POCD from committee chair J. Silver-
Smith and was asked to provide comment.  In consult with Dr. Longo, Mr. Rupert crafted a response on 
behalf of the Board of Education to the POCD committee that outlines the board’s philosophy and vision 
for education.   
Audience member S. Morytko spoke and encouraged all to participate in public hearings that will be 
forthcoming on this matter as it is very important to all residents in that it can have long term effects on 
the town. 
7.  Old Business 
a.  Second Reading: Series 1000 – School Security and Safety Plan 
J. Rupert briefly summarized the extensive meetings and committee work that went into developing the 
safety plan for Ashford School, and recommended approval of the policy unless the members desired 
more time to review the plan. 
Motion made by L. Donegan to approve the School Security and Safety Plan policy, motion seconded by 
K. Rourke and carried with one abstention (J. Mozeiko). 
b.  Long Term Planning 
1.  Capital Improvement 
2.  Three Year Plan 
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Working drafts of all of these items were sent to each member and are included in the board packet.  
Members should carefully review and offer any suggestions before the next meeting if possible. The  
capital improvement plan needs to be addressed soon so that the board will have necessary documentation 
and justification for the items it asks to be considered for approval.  
Next Meeting Date/Agenda Items 
The next meeting date is 10/15. The board will meet at 7 pm in order to recognize the retirement of driver 
Kathleen Makray.   The meeting will begin at 7:30 pm; agenda items include an audit update, financial 
and administrative reports, and first reading of policies. 
Superintendent Evaluation (Executive Session, Action Anticipated)  
Motion made by K. Rourke (9:23 pm) to enter into executive session for the purpose of the 
Superintendent evaluation, and to invite Dr. Longo to attend. Motion seconded by L. Donegan.  Members 
had been asked to review the document and format used to evaluate the superintendent. K. Warren stated 
that review of the document should not be in executive session.  K. Rourke amended her motion to hold 
discussion of the format and document in open session and then enter into executive session with Dr. 
Longo in attendance. The motion as amended carried unanimously. 
Members reviewed the form and made edits to the existing document.  J. Barsaleau will incorporate those 
changes and send to members for review.  Dr. Longo was asked to provide the board with a summary of 
issues addressed and accomplishments for the past year.  
The board went into executive session at 9:51 pm.  Present were: J. Rupert, K. Rourke, J. Lippert, K. 
Warren, J. Mozeiko, L. Donegan and Dr. J. Longo. 
The board exited the executive session at 10:00 pm. 
 

Motion to adjourn the meeting at (10:08 pm) made by J. Rupert seconded by K. Warren and carried 
unanimously.   
 
 
Recorded by:   
 
 
Jennifer Barsaleau 
Recording Secretary 
 
 
 
 
 
 
 
 
 
Approved by the Ashford Board of Education:         
 
 
  
 



























































































Director	  of	  Pupil	  Personnel	  Service	  Report	  
October	  15,	  2015	  

Submitted	  By:	  	  Cynthia	  Ford	  
	  

Building	  Space:	  
Working	  with	  the	  administrative	  team	  to	  plan	  for	  special	  education	  needs	  and	  the	  
need	  for	  space.	  	  Looking	  into	  ideas	  around	  the	  old	  Tech	  room.	  
	  
Update	  on	  Legislation	  and	  How	  It	  Affects	  Us:	  
According	  to	  the	  most	  recent	  update	  in	  legislation	  the	  guidelines	  around	  restraint	  
and	  seclusion	  in	  a	  school	  system	  have	  tightened	  up	  even	  more.	  	  By	  2017	  all	  staff	  
need	  to	  be	  trained	  in	  de-‐escalation	  techniques.	  	  We	  are	  in	  excellent	  shape.	  	  We	  only	  
have	  10	  staff	  left	  to	  fulfill	  this	  requirement.	  	  The	  training	  is	  scheduled	  during	  one	  of	  
our	  Professional	  Development	  days	  in	  February	  2016.	  	  Also	  included	  in	  the	  
legislation	  is	  the	  requirement	  that	  Board	  of	  Educations	  identify	  a	  crisis	  intervention	  
team	  by	  2019	  and	  proper	  training	  in	  safely	  restraining	  students	  in	  a	  non-‐life	  
threatening	  manor.	  	  We	  already	  have	  this	  team	  in	  place	  and	  have	  for	  the	  past	  four	  
years.	  	  We	  have	  a	  total	  of	  11	  members	  of	  the	  Crisis	  Team.	  	  	  	  
	   	  
IEP	  Direct	  Status:	  
All	  staff	  is	  trained	  and	  working	  hard	  towards	  getting	  all	  our	  students	  into	  the	  
system.	  	  	  By	  the	  end	  of	  the	  school	  year	  2015-‐2016,	  all	  special	  education	  and	  504	  
student	  plans	  will	  be	  entered	  and	  up	  to	  date.	  	  	  
	  
Scientific	  Research	  Based	  Intervention	  (SRBI):	  
All	  intervention	  and	  special	  education	  teachers	  are	  able	  to	  attend	  data	  team	  
meetings	  on	  a	  regular	  basis.	  	  They	  have	  worked	  very	  hard	  at	  ensuring	  they	  are	  able	  
to	  get	  into	  classrooms	  to	  not	  only	  assist	  their	  case	  load	  but	  to	  also	  provide	  
additional	  supports	  for	  students	  struggling	  with	  certain	  concepts.	  	  Our	  goal	  is	  to	  
ensure	  we	  are	  reaching	  out	  to	  those	  students	  that	  are	  struggling	  in	  the	  classroom	  
and	  assist	  them	  as	  early	  as	  possible.	  	  Reading	  groups	  are	  continuing	  in	  the	  lower	  
grades	  with	  the	  assistance	  of	  our	  reading	  specialist	  and	  reading	  paraprofessional.	  	  	  
	  
Looking	  Into	  the	  Future:	  
It	  will	  be	  important	  to	  continue	  supporting	  early	  intervention.	  	  The	  numbers	  of	  
students	  coming	  into	  Preschool	  with	  significant	  needs	  is	  increasing.	  	  Research	  
shows	  that	  working	  with	  these	  students	  at	  an	  early	  age	  decreases	  the	  need	  for	  
intensive	  supports	  as	  they	  move	  along	  in	  their	  school	  career.	  	  Keeping	  these	  
students	  in	  their	  home	  schools	  with	  the	  appropriate	  supports	  in	  place	  creates	  a	  
positive	  outlook	  into	  their	  future.	  	  It	  will	  be	  important	  to	  ensure	  that	  all	  staff	  are	  
properly	  trained	  and	  prepared	  to	  work	  with	  these	  students.	  	  We	  are	  preparing	  to	  do	  
more	  in-‐house	  trainings	  to	  educate	  all	  staff	  in	  some	  of	  our	  high	  frequency	  
disabilities.	  	  	  
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Series 1000 
Community/ Board Operations 
 

PROHIBITION AGAINST SMOKING 
 

The Ashford Board of Education prohibits smoking, including smoking using an 
electronic nicotine delivery system (e.g. e-cigarettes) or vapor product, within any indoor 
facility owned, leased or contracted for, and utilized, by the Board, for the provision of 
routine or regular kindergarten, elementary, or secondary education or library services to 
children.  For purposes of this policy, the term “electronic nicotine delivery system” shall 
mean an electronic device that may be used to simulate smoking in the delivery of 
nicotine or other substance to a person inhaling from the device and includes, but is not 
limited to, an electronic cigarette, electronic cigar, electronic cigarillo, electronic pipe or 
electronic hookah and any related device and any cartridge or other component of such 
device, and the term “vapor product” shall mean any product that employs a heating 
element, power source, electronic circuit or other electronic, chemical or mechanical 
means, regardless of shape or size, to produce a vapor that may or may not contain 
nicotine, that is inhaled by the user of such product. 
 
[Note:  This policy provides the minimum prohibition against smoking as required 
under both state and federal law.  However, boards have legal authority to enact a 
broader prohibition against smoking that would ban smoking on all school 
property, including administrative office buildings and school grounds, as well as at 
school-sponsored activities.  Adoption of such a policy could have collective 
bargaining implications that boards should be aware of prior to adopting such a 
broad prohibition.  Boards are therefore advised to consult legal counsel prior to 
adoption of the broad prohibition set forth below.] 
 

[PROHIBITION AGAINST SMOKING 
 

The [_____________] Board of Education prohibits smoking, including 
smoking using an electronic nicotine delivery system (e.g. e-cigarettes) or vapor 
product, on the real property of any school or administrative office building or at 
any school-sponsored activity.  Real property means the land and all temporary and 
permanent structures comprising the district's elementary and secondary schools, 
and administrative office building and includes, but is not limited to, classrooms, 
hallways, storage facilities, theatres, gymnasiums, fields and parking lots.  For 
purposes of this policy, the term “electronic nicotine delivery system” shall mean an 
electronic device that may be used to simulate smoking in the delivery of nicotine or 
other substance to a person inhaling from the device and includes, but is not limited 
to, an electronic cigarette, electronic cigar, electronic cigarillo, electronic pipe or 
electronic hookah and any related device and any cartridge or other component of 
such device, and the term “vapor product” shall mean any product that employs a 
heating element, power source, electronic circuit or other electronic, chemical or 
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mechanical means, regardless of shape or size, to produce a vapor that may or may 
not contain nicotine, that is inhaled by the user of such product.  As defined by 
Conn. Gen. Stat. § 10-233a(h), a school-sponsored activity “means any activity 
sponsored, recognized or authorized by a board of education and includes activities 
conducted on or off school property.” ] 

 
Legal References: 
 

Pro-Children Act of 2001, Pub. L. 107-110, 115 Stat. 1174, 20 U.S.C. § 7183 
 
Public Act 14-76, “An Act Concerning The Governor’s Recommendations 
Regarding Electronic Nicotine Delivery Systems And Youth Smoking 
Prevention” 
 
Public Act 15-206, “An Act Regulating Electronic Nicotine Delivery Systems and 
Vapor Products” 

 
 [Conn. Gen. Stat. § 10-233a(h)] [Note:  If a Board chooses to use the broader 
language contained in the suggested provisions of the second model policy, this 
statutory reference should be included as a legal reference.] 
 
 
 
 
 
 
 
 
 
Approved by the Ashford Board of Education: 
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FAMILY AND MEDICAL LEAVE 
 
 

PURPOSE 
 
The purpose of this policy is to establish guidelines for leaves taken by employees of the 
Board under the Federal Family and Medical Leave Act of 1993 (“FMLA”). 
 

ELIGIBILITY 
 
Employees who have worked for the Board for at least twelve (12) months, and who have 
worked at least 1,250 actual work hours, or, in the case of school paraprofessionals in an 
educational setting, who have worked at least 950 actual hours or work, during the twelve 
(12) months immediately preceding the start of a leave, are eligible for unpaid leave 
under the FMLA. 
 

REASONS FOR LEAVE 
 
Leaves under the FMLA may be taken for the following reasons: 
 

• incapacity due to pregnancy, prenatal medical care or child birth; or 
 
• to care for the employee's newborn child; or 

 
• the placement of a child with the employee by adoption or for foster care; 

or 
 

• to care for the employee's spouse, including same sex marriages, child or 
parent who has a serious health condition; or  

 
• to care for the employee's own serious health condition that renders the 

employee unable to perform the functions of his or her position; or 
 
• to care for an injured or ill service member (see below – Length of Leave 

– for further information); or 
 
• a qualifying exigency arising out of a family member’s military service, 

including one or more of the following reasons (note – more detailed 
information on the following categories is available from [e.g. the Human 
Resources office]): 
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• short notice deployment; 
 

• military events and related activities; 
 

• childcare and school activities; 
 

• financial and legal arrangements; 
 

• counseling; 
 

• rest and recuperation; 
 

• post-deployment activities; 
 

• parental care leave for military member’s parent who is incapable 
of self-care and care is necessitated by the member’s covered 
active duty; 

 
• additional activities that arise out of the active duty or call to active 

duty status of a covered military member, provided that the Board 
and the employee agree that such leave qualifies as an exigency, 
and agree to both the timing and the duration of such leave. 

 
LENGTH OF LEAVE 

 
(a) Basic FMLA Leave Entitlement 
 

 If a leave is requested for one of the above-listed reasons, each eligible employee 
may take up to a total of twelve (12) weeks unpaid family or medical leave in any 12-
month entitlement period. 
 
 The 12-month entitlement period for family or medical leave is measured on the 
basis of [Employer has the option of selecting one of the four methods of calculating 
the 12-month period.  If the employer has not chosen, then its inaction would 
require it to use the "best" (for the employee under the circumstances), of the 
following alternatives for each employee who takes leave:  (1) the calendar year; (2) 
any fixed 12-month "leave year" such as a fiscal year or the employee's anniversary 
date; (3) from the initial date of an employee's first leave under this policy; or (4) a 
"rolling" 12-month period measured backward from the date an employee uses any 
FMLA leave.  Note, to change calculation methods employer must plan ahead, 
giving at least sixty (60) days’ notice to all employees, and make no reduction in 
rights for employees using/requesting leave at the time of transition]. 
 

(b) Leave to care for an Injured or Ill Service member 
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In addition to the reasons for leave listed above, an eligible employee may take up to 
twenty-six (26) workweeks of FLMA leave during a 12-month period to care for (i) an 
injured or ill service member who is the employee’s spouse, parent, child or next of kin, 
and who incurred the injury or illness in the line of duty and while on active duty in the 
Armed Forces or had a preexisting injury or illness prior to beginning active duty that 
was aggravated by service in the line of duty on active duty in the Armed Forces; or, (ii) 
an injured or ill covered veteran who is the employee’s spouse, parent, child or next of 
kin.    
 
For service members, the injury or illness must render the service member medically 
unable to perform the duties of his/her office, grade, rank or rating.  This provision 
applies to service members who are undergoing medical treatment, recuperation, or 
therapy, are in outpatient status, or who are on the temporary disability retired list, for a 
serious injury or illness. 
 
For covered veterans, the veteran must be undergoing medical treatment, recuperation or 
therapy for a serious injury or illness and s/he (1) was a member of the Armed Forces 
(including the National Guard or Reserves); (2) was discharged or released under 
conditions other than dishonorable; and (3) was discharged within the five-year period 
before the eligible employee first takes FMLA military caregiver leave to care for the 
veteran.1  
 
For covered veterans, serious injury or illness means any of the following:  
 

(i) a continuation of a serious injury or illness that was incurred or aggravated 
when the covered veteran was a member of the Armed Forces and 
rendered the servicemember unable to perform the duties of the 
servicemember's office, grade, rank, or rating; or 

 
ii)  a physical or mental condition for which the covered veteran has received 

a U.S. Department of Veterans Affairs Service-Related Disability Rating 
(VASRD) of 50 percent or greater, and such VASRD rating is based, in 
whole or in part, on the condition precipitating the need for military 
caregiver leave; or 

 
(iii)  a physical or mental condition that substantially impairs the covered 
 veteran's ability to secure or follow a substantially gainful occupation by 
 reason of a disability or disabilities related to military service, or would 
 do so absent treatment; or 

 
(iv)  an injury, including a psychological injury, on the basis of  

                                                
1 The employee’s first date of leave must be within the five year period.  However, the employee may 
continue to take leave throughout the single 12 month period even if the leave extends past the five year 
period.  Note - special rules may apply to calculating the five year period for veterans discharged between 
October 28, 2009 and March 8, 2013.  This period will effectively be excluded from the five year 
calculation. 
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 which the covered veteran has been enrolled in the Department of  
 Veterans Affairs Program of Comprehensive Assistance for Family  
 Caregivers. 

 
When combined with any other type of FLMA qualifying leave, total leave time may not 
exceed twenty-six (26) weeks in a single twelve (12) month period.  Standard FMLA 
leave procedures described below apply to all requests for and designation of leave for 
this purpose.  However, in the case of leave to care for an injured or ill service member, 
the 12 month period begins on the day such leave actually commences. 
 

TYPES OF LEAVE AND CONDITIONS 
 
 (a) Full-Time, Intermittent and Reduced Schedule Leave 
 
Full-time unpaid leave may be taken for any of the reasons permitted by the FMLA.  
Full-time leave excuses the employee from work for a continuous period of time. 
 
Intermittent leave means leave taken in separate periods of time rather than for one 
continuous period of time.  Examples of intermittent leave include: leave taken one day 
per week over a period of a few months; or leave taken on an occasional/as-needed basis 
for medical appointments. 
 
Reduced schedule leave is leave that reduces the employee's usual number of work hours 
per day for some period of time.  For example, an employee may request half-time work 
for a number of weeks so the employee can assist in the care of a seriously ill parent. 
 
An employee may take full-time, intermittent or reduced schedule leave whenever it is 
medically necessary for a serious health condition of the eligible employee, his or her 
spouse, child or parent.  Intermittent leave or reduced schedule leave for other reasons 
will be permitted only with the approval of the Superintendent or his/her designee.   
 
If intermittent or reduced schedule leave is medically required, the Board may, in its sole 
discretion, temporarily transfer the employee to another job with equivalent pay and 
benefits that better accommodates the type of leave requested.  Also, special 
arrangements may be required of an instructional employee who needs to take 
intermittent or reduced-schedule leave which will involve absence for more than twenty 
(20) percent of the work days in the period over which the leave will extend (for 
example, more than five days over a five-week period).   For purposes of this policy, an 
instructional employee is defined as a teacher or other employee of the board who is 
employed principally in an instructional capacity and whose principal function is to teach 
and instruct students in a class, a small group, or an individual setting, and includes 
athletic coaches, driving instructors, and special education assistants such as signers for 
the hearing impaired. The term does not include teacher assistants or aides who do not 
have as their principal function actual teaching or instructing, nor auxiliary personnel 
such as counselors, psychologists, curriculum specialists, cafeteria workers, maintenance 
workers, bus drivers, or other primarily noninstructional employees. 
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 (b) Both Spouses Working for the Same Employer 
 
If both spouses are employees of the Board and request leave for the birth, placement of a 
child by adoption or for foster care, or to care for a seriously ill parent, they only will be 
entitled to a maximum combined total leave equal to twelve (12) weeks in any 12-month 
entitlement period.  If either spouse (or both) uses a portion of the total 12-week 
entitlement for one of the purposes in the preceding sentence, each is entitled to the 
difference between the amount he or she has taken individually and the 12 weeks for 
FMLA leave for their own or their spouse's serious health condition in the 12-month 
entitlement periods. 
 
 [OPTIONAL SECTION– if employer offers temporary light duty 
 (c) Light Duty 
 
 Should an employee be offered a light duty opportunity during a period of 
FMLA leave, time spent performing the light duty assignment will not count against 
the employee’s FMLA leave entitlement.  The employee’s right to restoration to his 
or her job will be held in abeyance during the light duty assignment, or until the end 
of the applicable 12-month FMLA leave period.] 
 
 (d) Leave Taken by Instructional Employees Near the End of 

an Academic Term 
 
If a leave taken by an instructional employee for any reason begins more than five (5) 
weeks before the end of an academic term, the Board may require that employee to 
continue the leave until the end of the term if the leave will last at least three (3) weeks 
and the employee would return to work during the three-week period before the end of 
the term. 
 
If the employee begins a leave during the five-week period preceding the end of an 
academic term for a reason other than the employee's own serious health condition, the 
Board may require the employee to continue taking leave until the end of the term if the 
leave will last more than two (2) weeks and the employee would return to work during 
the two-week period before the end of the term. 
 
If the employee begins a leave during the three-week period preceding the end of an 
academic term for a reason other than the employee's own serious health condition, the 
Board may require the employee to continue taking leave until the end of the term if the 
leave will last more than five (5) working days. 
 

REQUESTS FOR LEAVE 
 
Requests for a family or medical leave must be submitted to the personnel department at 
least thirty (30) days before the leave is to commence, if possible.  If thirty (30) days’ 



 

- 6 - 
© 2014 Shipman & Goodwin LLP. All rights reserved. 

notice is not possible, requests must be submitted as soon as practicable under the 
circumstances.   
 
For leaves taken because of the employee's or a family member's serious health 
condition, the employee must submit a completed "Physician or Practitioner 
Certification" form before the leave begins if possible.  This form may be obtained from 
the personnel department.  If such advance certification is not possible, the medical 
certification must be provided by the employee within fifteen (15) calendar days of the 
Board's request for the medical certification. 
 
If an employee takes leave to care for his or her own serious health condition, 
immediately upon return to work the employee must provide medical certification that 
the health condition which created the need for the leave no longer renders the employee 
unable to perform the functions of the job.  This certification must be submitted to the 
personnel department. 
 
In connection with the Board’s request for medical information, employees must be 
aware that the Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits 
employers and other entities covered by GINA Title II from requesting or requiring 
genetic information of an individual or family member of the individual, except as 
specifically allowed by this law. To comply with this law, the Board requests that 
employees not provide any genetic information when responding to a request for medical 
information. ‘Genetic information,’ as defined by GINA, includes an individual’s family 
medical history, the results of an individual’s or family member’s genetic tests, the fact 
that an individual or an individual’s family member sought or received genetic services, 
and genetic information of a fetus carried by an individual or an individual’s family 
member or an embryo lawfully held by an individual or family member receiving 
assistive reproductive services. 
 
[Note:  The medical certification form should include the above language related to 
GINA.] 
 

USE OF PAID LEAVE 
 
Accrued paid personal leave and accrued paid vacation will be substituted (in that order) 
for any unpaid portions of family or medical leave taken for any reason.  However, where 
the leave is for the employee's own serious health condition, accrued paid sick leave shall 
be substituted for unpaid portions of family or medical leave prior to the substitution of 
accrued paid personal and accrued paid vacation leave.  The amount of unpaid family or 
medical leave entitlement is reduced by the amount of paid leave that is substituted. 
 
In addition, in cases involving absences due to a Workers’ Compensation injury that also 
qualifies as an FMLA serious health condition, and if the employee agrees with the Board 
to do so, the Board will apply the employee’s available accrued paid leave in increments 
as a supplement to the Workers’ Compensation weekly benefit in an appropriate amount 
so that the employee can maintain his or her regular weekly income level. 



 

- 7 - 
© 2014 Shipman & Goodwin LLP. All rights reserved. 

 
MEDICAL INSURANCE AND OTHER BENEFITS 

 
During approved family or medical leaves of absence, the Board will continue to pay its 
portion of medical insurance premiums for the period of unpaid family or medical leave.  
The employee must continue to pay his/her share of the premium, and failure to do so 
may result in loss of coverage.  If the employee does not return to work after expiration 
of the leave, the employee will be required to reimburse the Board for payment of 
medical insurance premiums during the family or medical leave, unless the employee 
does not return because of a serious health condition or circumstances beyond the 
employee's control. 
 
During an FMLA leave, an employee shall not accrue [list benefits, such as seniority, 
pension benefits, or sick or vacation leave], unless otherwise required by  any 
applicable collective bargaining agreement or Board Policy.  However, unused 
employment benefits accrued by the employee up to the day on which the leave begins 
will not be lost upon return to work.  Leave taken under this policy does not constitute an 
absence under Board's attendance policy. 
 

REINSTATEMENT 
 
Except for circumstances unrelated to the taking of a family or medical leave, an 
employee who returns to work following the expiration of a family or medical leave is 
entitled to return to the job held prior to the leave or to an equivalent position with 
equivalent pay and benefits. 
 
 

ADDITIONAL INFORMATION 
 
Questions regarding family or medical leave may be directed to the Superintendent or 
his/her designee.  An employee may file a complaint with U.S. Department of Labor or 
may bring a private lawsuit against an employer.  FMLA does not affect any federal or 
state law prohibiting discrimination, or supersede any state or local law or collective 
bargaining agreement which provides greater family or medical leave rights. 
 
Legal References: 
Connecticut General Statutes: 
  
 Conn. Gen. Stat. § 31-51rr 
 
 Regs. Conn. State Agencies 31-51rr-1, et seq. 
 
 Public Act 07-245 An Act Concerning Family and Medical Leave for 
 Municipal Employees and the Applicability of Certain Statutory Provisions to 
 Civil Union Status.   
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United States Code: 
 Family and Medical Leave Act of 1993, 29 U.S.C. Section 2601 et seq., as 
 amended 
 
 29 CFR Part 825.100 et seq. 
 
 Title II of the Genetic Information Nondiscrimination Act of 2008, 

Pub.L.110 233, 42 USC 2000ff; 34 CFR 1635 
 
 
 
 
Approved by the Ashford Board of Education:  



Ashford Board of Education 
Ashford, Connecticut 
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ALCOHOL, TOBACCO AND DRUG-FREE WORKPLACE 

 
PURPOSE 
 
The purpose of this policy is to establish a workplace which is free of the effects of alcohol 
and second-hand smoke, and free from drug abuse.  By accomplishing this purpose, the 
Board also seeks to promote a safe, healthy working environment for all employees and to 
reduce absenteeism, tardiness and other job performance problems which may be caused 
by alcohol and/or drug abuse.  This policy is adopted in accordance with state law and the 
Drug Free Workplace Act. 
 
STATEMENT OF POLICY 
 
Employees shall not be involved with the unlawful manufacture, distribution, possession, 
or use of an illegal drug, controlled substance or alcohol and shall not be under the 
influence of such substances while on school property or while conducting Board business 
on or off school property.  Any employee who discovers illegal drugs or alcohol on school 
property shall notify the Superintendent or his/her designee who shall investigate the 
matter. 
 
An employee must report any conviction under a criminal drug statute for violations 
occurring on or off school property while on Board business, to the Superintendent or 
his/her designee within five (5) days after the conviction.  The Board will notify any 
agency awarding a grant to the Board of such conviction, within ten (10) days thereafter. 
 
Employees shall only use prescription drugs on school property, or during the conduct of 
Board business, that have been prescribed by a licensed medical practitioner, and such 
drugs shall be used only as prescribed.  However, in accordance with Conn. Gen. Stat. 
§ 21a-408a through 408q, the Board specifically prohibits the palliative use of marijuana 
on school property, at a school-sponsored activity, or during the conduct of Board 
business, and specifically prohibits employees from being under the influence of 
intoxicating substances, including marijuana used for palliative purposes, during work 
hours. 
 
The Board prohibits smoking, including smoking using an electronic nicotine delivery 
system (e.g. e-cigarettes) or vapor product, and the use of tobacco products on school 
property or at any school-sponsored activity.  For purposes of this policy, the term 
“electronic nicotine delivery system” shall mean an electronic device that may be used to 
simulate smoking in the delivery of nicotine or other substance to a person inhaling from 



 

 © 2015 Shipman & Goodwin LLP. All Rights Reserved. 
- 2 - 

the device and includes, but is not limited to, an electronic cigarette, electronic cigar, 
electronic cigarillo, electronic pipe or electronic hookah and any related device and any 
cartridge or other component of such device, and the term “vapor product” shall mean any 
product that employs a heating element, power source, electronic circuit or other 
electronic, chemical or mechanical means, regardless of shape or size, to produce a vapor 
that may or may not contain nicotine, that is inhaled by the user of such product. 
 
Violations of this policy may result in disciplinary action, up to and including possible 
termination of employment. 
 
DEFINITIONS 
 
“School property” means any land and all temporary and permanent structures comprising 
the district’s elementary and secondary schools, and administrative office building and 
includes, but is not limited to, classrooms, hallways, storage facilities, theatres, 
gymnasiums, fields and parking lots. 
 
“School-sponsored activity” means any activity sponsored, recognized or authorized by a 
board of education and includes activities conducted on or off school property. 
 
EMPLOYEE ASSISTANCE 
 
In appropriate circumstances, the Board shall provide an employee with an opportunity for 
rehabilitation in overcoming addiction to, dependence upon or other problem with alcohol 
or drugs. 
 
An employee who feels he or she has developed an addiction to, dependence upon or other 
problem with alcohol or drugs, is encouraged to seek assistance.  Certain benefits for 
alcoholism or drug addiction are provided under the Board's group medical insurance plan.  
An employee may be given an opportunity to participate in a rehabilitation program which 
requires absence from work for bona fide treatment.  Such absence may be charged to the 
employee's accrued and unused sick leave, subject to the provisions of the employee's 
collective bargaining agreement and/or any applicable Board policies and regulations. 
 
Any request for assistance with a drug or alcohol problem will be treated as confidential 
and only those persons "needing to know" will be made aware of such request. 
 
Legal References: 
 
Connecticut General Statutes: 
  
 Conn. Gen. Stat. § 10-233a(h)  (definition of school-sponsored activity) 
 
 Conn. Gen. Stat. § 21a-408a through 408q (palliative use of marijuana) 
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Public Act 14-76, “An Act Concerning The Governor’s Recommendations 
Regarding Electronic Nicotine Delivery Systems And Youth Smoking Prevention” 
 
Public Act 15-206, “An Act Regulating Electronic Nicotine Delivery Systems and 
Vapor Products” 

 
 
United States Code: 
  
 Safe and Drug-Free Schools and Community Act, 41 U.S.C. Section 7101 et seq. 

 
Pro-Children Act of 2001, Pub. L. 107-110, 115 Stat. 1174, 20 U.S.C. § 7183 

 
 
 
 
 
 
Approved by the Ashford Board of Education:   



Ashford Board of Education 
Ashford, Connecticut 

________________________________________________________________________ 
 

© 2014 Shipman & Goodwin LLP. All rights reserved. 

Series 4000 
Personnel 

 
ADMINISTRATIVE REGULATIONS REGARDING CONCUSSION TRAINING 

FOR ATHLETIC COACHES 
 
For purposes of these administrative regulations concerning training regarding 
concussions and head injuries, the term “coach” means any person who holds or is issued 
a coaching permit by the Connecticut State Department of Education and who is hired by 
the Ashford Board of Education to coach intramural or interscholastic athletics.   
 
Mandatory Training Concerning Concussions  
 
1. Any coach of intramural or interscholastic athletics, who holds or is issued a 

coaching permit, must, before commencing his/her coaching assignment for the 
season, complete an initial training course concerning concussions, which are a 
type of brain injury.  This training course must be approved by the State 
Department of Education. 

 
2. Coaches must provide proof of initial course completion to the Athletic Director 

or his/her designee prior to commencing their coaching assignments for the 
season in which they coach.  

 
3. One year after receiving an initial training, and every year thereafter, coaches 

must review current and relevant information regarding concussions prior to 
commencing their coaching assignments for the season.  This current and relevant 
information shall be that approved by the State Department of Education.  
Coaches need not review this information in the year they are required to take a 
refresher course, as discussed below.   

 
4. Coaches must complete a refresher course concerning concussions and head 

injuries not later than five (5) years after receiving their initial training course, and 
once every five (5) years thereafter.  Coaches must provide proof of refresher 
course completion to the Athletic Director or his/her designee prior to 
commencing their coaching assignments for the season in which they coach. 

 
5. The Board shall consider a coach as having successfully completed the initial 

training course regarding concussions and head injuries if such coach completes a 
course that is offered by the governing authority for intramural and interscholastic 
athletics and is substantially similar, as determined by the Department of 
Education, to the training course required by subsection 1 of these administrative 
regulations, provided such substantially similar course is completed on or after 
January 1, 2010, but prior to the date the State Board of Education approves the 
training course discussed in subsection 1 of these administrative regulations. 
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Concussion Management 
 
1.  Any coach of any intramural or interscholastic athletics shall immediately remove 

a student athlete from participating in any intramural or interscholastic athletic 
activity who:  

 
 a. is observed to exhibit signs, symptoms or behaviors consistent with a 

concussion following an observed or suspected blow to the head or body; 
or 

 
 b. is diagnosed with a concussion, regardless of when such concussion may 

have occurred.  
 
2. Upon removal from participation, a school principal, teacher, licensed athletic 

trainer, licensed physical or occupational therapist employed by a school district, 
or coach shall notify the student athlete’s parent or legal guardian that the student 
athlete has exhibited such, signs, symptoms or behaviors consistent with a 
concussion or has been diagnosed with a concussion.  Such principal, teacher, 
licensed athletic trainer, licensed physical or occupational therapist employed by a 
school district, or coach shall provide such notification not later than twenty-four 
(24) hours after such removal and shall make a reasonable effort to provide such 
notification immediately after such removal. 

 
3. The coach shall not permit such student athlete to participate in any supervised 

team activities involving physical exertion, including, but not limited to, practices, 
games or competitions, until such student athlete receives written clearance to 
participate in such supervised team activities involving physical exertion from a 
licensed health care professional trained in the evaluation and management of 
concussions.  

 
4. Following receipt of clearance, the coach shall not permit such student athlete to 

participate in any full, unrestricted supervised team activities without limitations 
on contact or physical exertion, including, but not limited to, practices, games or 
competitions, until such student athlete:  

 
 a. no longer exhibits signs, symptoms or behaviors consistent with a 

concussion at rest or with exertion; and  
 
 b. receives written clearance to participate in such full, unrestricted 

supervised team activities from a licensed health care professional trained 
in the evaluation and management of concussions.  

 
Reporting Requirements 
 
1. The school principal, teacher, licensed athletic trainer, licensed physical or 

occupational therapist employed by a school district, or coach who informs a 
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student athlete’s parent or guardian of the possible occurrence of a concussion 
shall also report such incident to the nurse supervisor, or designee. 

 
2. The nurse supervisor, or designee, shall follow-up on the incident with the student 

and/or the student’s parent or guardian and maintain a record of all incidents of 
diagnosed concussions.  Such record shall include, if know: 

 
a. The nature and extent of the concussion; and 
 
b. The circumstances in which the student sustained the concussion. 
 

3. The nurse supervisor, or designee, shall annually provide such record to the State 
Board of Education. 

 
Miscellaneous 
 
1. For purposes of these administrative regulations, “licensed health care 

professional” means a physician licensed pursuant to Chapter 370 of the 
Connecticut General Statutes, a physician assistant licensed pursuant to Chapter 
370 of the Connecticut General Statutes, an advanced practice registered nurse 
licensed pursuant to Chapter 378 of the Connecticut General Statutes, or an 
athletic trainer licensed pursuant to Chapter 375a of the Connecticut General 
Statutes.  

 
2. Should a coach fail to adhere to the requirements of these administrative 

regulations, the coach may be subject to discipline up to and including 
termination, as well as permit revocation by the State Board of Education. 

 
 
Legal References 
 Conn. Gen. Stat. § 10-149b. Training courses for coaches re concussions and 

head injuries.   
 Conn. Gen. Stat. § 10-149c. Student athletes and concussions. Removal from 

athletic activities. 
 
 Public Act 14-66, “An Act Concerning Youth Athletics And Concussions” 
 
 
 
Approved by the Ashford Board of Education:  



Ashford Board of Education 
Ashford, Connecticut 
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HOMELESS CHILDREN AND YOUTH 
 
In accordance with federal law, it is the policy of the Ashford Board of Education to 
prohibit discrimination against, segregation of, or stigmatization of, homeless children and 
youth.  The Board authorizes the Administration to establish regulations setting forth 
procedures necessary to implement the requirements of law with respect to homeless 
children and youth.  In the event of conflict between federal and/or state law and these 
administrative regulations, the provisions of law shall control.  
 
 
 
 
Legal References:   

State Law: 
10-253(e) School privileges for children in certain 
placements, non-resident children and children in temporary 
shelters 
 

   Federal Law: 
The McKinney-Vento Homeless Education Assistance Act, 
42 U.S.C. §§ 11431 et seq.  
 
 

 
 
 
 
 
 
 
 
 
 
 
Approved by the Ashford Board of Education: 



Ashford Board of Education 
Ashford, Connecticut 
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ADMINISTRATIVE REGULATIONS REGARDING HOMELESS CHILDREN 
AND YOUTH 

 
In accordance with federal law, the Board of Education does not permit discrimination 
against, segregation of, or stigmatization of, homeless children and youth.  The following 
sets forth the procedures to implement the requirements of law with respect to homeless 
children and youth.  In the event of conflict between federal and/or state law and these 
regulations with respect to homeless children and youth, the provisions of law shall 
control.  
 
I. Definitions: 
 

A. Enroll and Enrollment:  includes attending classes and participating fully 
in school activities. 

 
B. Homeless Children and Youth:  means children and youth twenty-one 

(21) years of age and younger who lack a fixed, regular, and adequate 
nighttime residence, including children and youth who: 

 
1. Are sharing the housing of other persons due to loss of housing, 

economic hardship, or a similar reason. 
 

2. Are living in motels, hotels, trailer parks or camping grounds due to 
the lack of alternative adequate accommodations. 

 
3. Are living in emergency or transitional shelters.   

 
4. Are abandoned in hospitals. 
 
5. Are awaiting foster care placement. 
 
6. Have a primary nighttime residence that is a public or private place 

not designed for or ordinarily used as a regular sleeping 
accommodation for human beings. 

 
7. Are living in cars, parks, public spaces, abandoned buildings, 

substandard housing, bus or train stations, or similar settings. 
 
8. Are migratory children living in the above described circumstances. 
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C. School of Origin:  means the school that a homeless child or youth 
attended when permanently housed or the school in which the homeless 
child was last enrolled.  

 
D. Unaccompanied Youth:  means a youth not in the physical custody of a 

parent or guardian. 
 
II. Homeless Liaison: 
 

A. The District’s Homeless Liaison is the Ashford School Psychologist. 
 
B. The duties of the Homeless Liaison include: 
 

1. Ensuring that homeless children and youth are identified by school 
personnel and through coordination activities with other entities and 
agencies. 

 
2. Ensuring that homeless children and youth enroll in, and have full 

and equal opportunity to succeed in, the District’s schools. 
 
3. Ensuring that homeless families, children, and youths receive 

educational services for which such families, children and youth are 
eligible. 

 
4. Ensuring that parents and guardians of homeless children and youth 

are informed of educational and related opportunities available to 
their children, and are provided with meaningful opportunities to 
participate in the education of their children. 

 
5. Ensuring that public notice of the educational rights of homeless 

children and youth is disseminated in places in which these children 
and youth receive services under the McKinney-Vento Act. 

 
6. Ensuring that enrollment disputes are mediated in accordance with 

the McKinney-Vento Act. 
 
7. Ensuring that parent(s)/guardian(s) of homeless children and youth 

or unaccompanied youth are fully informed of all transportation 
services, including transportation to and from the school of origin, 
and are assisted in accessing those services. 

 
8. Assisting homeless children and youth in enrolling in school and 

accessing school services. 
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9. Informing parent(s)/guardian(s) of homeless children and youth, 
school personnel, and others of the rights of such children and 
youth. 

 
10. Assisting homeless children and youth who do not have 

immunizations or immunization/medical records to obtain necessary 
immunizations or immunization/medical records. 

 
11. Assisting unaccompanied youth in placement/enrollment decisions, 

including considering the youth’s wishes in those decisions, and 
providing notice to the youth of his or her right to appeal such 
decisions. 

 
12. Ensuring that homeless children and youth and unaccompanied 

youth are immediately enrolled in school pending resolution of 
disputes that might arise over enrollment or placement. 

 
13. Collaborating and coordinating with State Coordinators for the 

Education of Homeless Children and Youth and community and 
school personnel responsible for providing education and related 
support services to homeless children and youth. 

 
III. Enrollment of Homeless Children and Youth: 
 

A. Enrollment of homeless children and youth may not be denied or delayed 
due to the lack of any document normally required for enrollment.  
However, administrators shall require the parent/guardian to provide contact 
information prior to enrollment. 

 
B. To facilitate enrollment administrators: 

 
1. May permit parents/guardians of homeless children and youth to 

sign affidavits of residency to replace typical proof of residency. 
 

2. May permit unaccompanied youth to enroll with affidavits to replace 
typical proof of guardianship. 

 
3. Shall refer parent/guardian/unaccompanied youth to the Liaison who 

will assist in obtaining immunizations. 
 
4. Shall contact previous schools for records and assistance with 

placement decisions. 
 
5. Shall maintain records so that the records are available in a timely 

fashion when the student enters a new school or school district. 
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IV. School Selection: 
 

A. Standards for School Selection: 
 

1.     The District is required to make a determination as to the best 
interests of a homeless child or youth in making a determination as 
to the appropriate school of placement.   

 
2.      In making such a determination, the District is required to keep a 

homeless child or youth in his/her school of origin for the duration 
of homelessness when a family becomes homeless between 
academic years or during an academic year; or for the remainder of 
the academic year if the child or youth becomes permanently housed 
during an academic year, to the extent feasible, unless it is against 
the wishes of the parent or guardian.  Otherwise, the homeless child 
or youth shall be enrolled in a public school that non-homeless 
students who live in the area where the child or youth is actually 
living are eligible to attend.  

 
B. Procedures for Review of School Selection Recommendation: 
 

1. The Principal or his/her designee of the school in which enrollment 
is sought review an enrollment request in accordance with the 
standards discussed above, and shall make an initial 
recommendation regarding same.  If the Principal or his/her 
designee's recommendation is to select a placement other than the 
school desired by the parent(s) or guardian(s) of the homeless child 
or youth or the unaccompanied youth, then the Principal or his/her 
designee shall refer the matter to the Superintendent or his/her 
designee for review of the recommendation and the reasons therefor, 
and shall notify the District’s Homeless Liaison of same. 

 
2. The Superintendent or his/her designee shall review the matter and 

consult with the District Homeless Liaison concerning same.  If the 
Superintendent or his/her designee agrees with the recommendation 
of the Principal or his/her designee, and a dispute remains between 
the District and the parent(s) or guardian(s) of a homeless child or 
youth or an unaccompanied youth about a school selection and/or 
enrollment decision; the Superintendent or his/her designee shall 
provide the parent(s) or guardian(s) of a homeless child or youth or 
an unaccompanied youth with a written explanation of the District's 
decision regarding this matter, and the right to appeal such decision 
to the Board of Education.  

 
C. Dispute Resolution Process: 
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1. The District’s Homeless Liaison shall be responsible for promoting 
objective and expeditious dispute resolutions, and adherence to these 
administrative regulations. 

 
2. If the parent(s) or guardian(s) of a homeless child or youth or an 

unaccompanied youth disputes the school placement decision or 
enrollment, the District must immediately enroll the homeless child 
or youth in the school in which enrollment is sought, pending 
resolution of the dispute. The homeless child or youth shall also 
have the right to all appropriate educational services, including 
transportation to and from the school in which enrollment is sought, 
while the dispute is pending. 

 
3. If necessary, the District Homeless Liaison shall assist parent(s) or 

guardian(s) of a homeless child or youth or an unaccompanied youth 
with completion of the necessary appeal paperwork required to file 
for an appeal to the Board of Education, and provide the parent(s) or 
guardian(s) of a homeless child or youth or an unaccompanied youth 
with a copy of Section 10-186(b).   

 
4. Within ten (10) days of receipt of an appeal to the Board of 

Education by a parent(s) or guardian(s) of a homeless child or youth 
or an unaccompanied youth, the District shall hold a hearing before 
the Board of Education concerning such appeal, and such hearing 
shall be shall be conducted in accordance with Section 10-186(b).  

 
5. If the Board of Education finds in favor of the Superintendent or 

his/her designee, a parent or guardian of a homeless child or youth 
or unaccompanied youth may appeal the Board of Education’s 
decision to the State Board of Education within twenty (20) days of 
receipt of the Board of Education's written decision, in accordance 
with Section 10-186(b).  If necessary, the District Homeless Liaison 
shall assist a parent or guardian of a homeless child or youth or 
unaccompanied youth with filing the necessary appeal paperwork to 
the State Board of Education.  The homeless child or youth or 
unaccompanied youth shall remain in his or her school of origin 
pending the determination of the appeal.   

 
V. Services: 
 

A. Homeless children and youth shall be provided with services comparable to 
those offered other students in the selected school including:  

 
1. Title I services or similar state or local programs, educational 

programs for students with disabilities, programs for students with 
limited English proficiency, and preschool programs. 
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2. Transportation services. 
 
3. Vocational and technical education. 
 
4. Programs for gifted and talented students. 
 
5. School nutrition programs. 
 
6. Before and after school programs. 

 
B.   The District shall coordinate with local social service agencies, other 

service providers, housing assistance providers and other school districts to 
ensure that homeless children and youth have access and reasonable 
proximity to available education and support services. 

 
VI. Transportation: 
 

A. The District shall provide transportation comparable to that available to 
other students. 

 
B. Transportation shall be provided, at a parent or guardian’s request, to and 

from the school of origin for a homeless child or youth.  Transportation 
shall be provided for the entire time the child or youth is homeless and until 
the end of any academic year in which they move into permanent housing.  
Transportation to the school of origin shall also be provided during pending 
disputes.  The Liaison shall request transportation to and from the school of 
origin for an unaccompanied youth.  Parents and unaccompanied youth 
shall be informed of this right to transportation before they select a school 
for attendance. 

 
 C.  To comply with these requirements: 
  

1. Parents/guardians, schools, and liaisons shall use the district 
transportation form to process transportation requests.  

 
2. If the homeless child or youth is living and attending school in this 

District, the District shall arrange transportation.  
 

3. If the homeless child or youth is living in this District but attending 
school in another, or attending school in this District and living in 
another, the District will follow the inter-district transportation 
agreement to determine the responsibility and costs for such 
transportation.  If there is no inter-district transportation agreement, 
the District shall confer with the other school district’s Homeless 
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Liaison to determine an apportionment of the responsibility and 
costs. 

 
4. If no mutually agreeable arrangement can be reached, then the 

District shall: 
 

(a) arrange transportation immediately;  
 
(b) bring the matter to the attention of the State 

Coordinator for the Education of Homeless Children 
and Youth; and 

 
(c) shall ensure that such disputes do not interfere with 

the homeless child or youth attending school.   
 
VII. Contact Information 
 

A. Local Contact:  for further information, contact: 
 

Danielle Romano 
  School Psychologist 
  860-429-6419x359 
 
 

B. State Contact:  for further information or technical assistance, contact: 
 

Louis Tallarita, State Coordinator 
Connecticut Department of Education 
25 Industrial Park Road 
Middletown, CT 06457-1543 
(860) 807-2058 

 
 
 
 
Legal References:   

State Law: 
10-253(e) School privileges for children in certain 
placements, non-resident children and children in temporary 
shelters 

   Federal Law: 
The McKinney-Vento Homeless Education Assistance Act, 
42 U.S.C. §§ 11431 et seq.  
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APPENDIX A 
 

DISPUTE RESOLUTION PROCESS 
UNDER CONNECTICUT GENERAL STATUTES SECTION 10-186 

 
(1) If any board of education denies such accommodations, the parent or guardian of 
any child who is denied schooling, or an emancipated minor or a pupil eighteen years of 
age or older who is denied schooling, or an agent or officer charged with the enforcement 
of the laws concerning attendance at school, may, in writing request a hearing by the board 
of education.  The board of education may 

(A) conduct the hearing, 
(B) designate a subcommittee of the board composed of three board members to 

conduct the hearing, or 
(C) establish a local impartial hearing board of one or more persons not 

members of the board of education to conduct the hearing. 
The board, subcommittee or local impartial hearing board shall give such person a hearing 
within ten days after receipt of the written request, make a stenographic record or tape 
recording of the hearing and make a finding within ten days after the hearing.  Hearings 
shall be conducted in accordance with the provisions of sections 4-176e to 4-180a, 
inclusive, and section 4-181a.  Any child, emancipated minor eighteen years or older who 
is denied accommodations on the basis of residency may continue in attendance in the 
school district at the request of the parent or guardian of such child or emancipated minor 
or pupil eighteen years of age or older, pending a hearing pursuant to this subdivision.  The 
party claiming ineligibility for school accommodations shall have the burden of proving 
such ineligibility by a preponderance of the evidence, except in cases of denial of 
schooling based on residency, the party denied schooling shall have the burden of proving 
residency by a preponderance of the evidence. 
 
(2) Any such parent, guardian, emancipated minor, pupil eighteen years of age or 
older, or agent or officer, aggrieved by the finding shall, upon request, be provided with a 
transcript of the hearing within thirty days after such request and may take an appeal from 
the finding to the State Board of Education.  A copy of each notice of appeal shall be filed 
simultaneously with the local or regional board of education and the State Board of 
Education.  Any child, emancipated minor or pupil eighteen years of age or older who is 
denied accommodations by a board of education as the result of a determination by such 
board, or a subcommittee of the board or local impartial hearing board, that the child is not 
a resident of the school district and therefore is not entitled to school accommodations in 
the district may continue in attendance in the school district at the request of the parent or 
guardian of such child or such minor or pupil, pending a determination of such appeal.  If 
an appeal is not taken to the State Board of Education within twenty days of the mailing of 
the finding to the aggrieved party, the decision of the board, subcommittee or local 
impartial hearing board shall be final.  The local or regional board of education shall, 
within ten days after receipt of notice of an appeal, forward the record of the hearing to the 
State Board of Education.  The State Board of Education shall, on receipt of a written 
request for a hearing made in accordance with the provisions of this subsection, establish 
an impartial hearing board of one or more persons to hold a public hearing in the local or 
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regional school district in which the cause of the complaint arises.  Members of the hearing 
board may be employees of the state Department of Education or may be qualified persons 
from outside the department.  No member of the board of education under review nor any 
employee of such board of education shall be a member of the hearing board.  Members of 
the hearing board, other than those employed by the state of Connecticut, shall be paid 
reasonable fees and expenses as established by the State Board of Education within the 
limits of available appropriations.  Such hearing board may examine witnesses and shall 
maintain a verbatim record of all formal sessions of the hearing.  Either party to the 
hearing may request that the hearing board join all interested parties to the hearing, or the 
hearing board may join any interested party on its own motion.  The hearing board shall 
have no authority to make a determination of the rights and responsibilities of a board of 
education if such board is not a party to the hearing.  The hearing board may render a 
determination of actual residence of any child, emancipated minor or pupil eighteen years 
of age or older where residency is at issue. 
 
 (3) The hearing board shall render its decision within forty-five days after receipt of 
the notice of appeal except that an extension may be granted by the Commissioner of 
Education upon an application by a party or the hearing board describing circumstances 
related to the hearing which require an extension. 
 
 (4) If, after the hearing, the hearing board finds that any child is illegally or 
unreasonably denied schooling, the hearing board shall order the board of education under 
whose jurisdiction it has been found such child should be attending school to make 
arrangements to enable the child to attend public school.  Except in the case of a residency 
determination, the finding of the local or regional board of education, subcommittee of 
such board or a local impartial hearing board shall be upheld unless it is determined by the 
hearing board that the finding was arbitrary, capricious or unreasonable.  If such school 
officers fail to take action upon such order in any case in which such child is currently 
denied schooling and no suitable provision is made for such child within fifteen days after 
receipt of the order and in all other cases, within thirty days after receipt of the order, there 
shall be a forfeiture of the money appropriated by the state for the support of schools 
amounting to fifty dollars for each child for each day such child is denied schooling.  If the 
hearing board makes a determination that the child was not a resident of the school district 
and therefore not entitled to school accommodations from such district, the board of 
education may assess tuition against the parent or guardian of the child or the emancipated 
minor or pupil eighteen years of age or older based on the following:  One one-hundred-
eightieth of the town's net current local educational expenditure, as defined in section 10-
261, per pupil multiplied by the number of days of school attendance of the child in the 
district while not entitled to school accommodations provided by that district.  The local 
board of education may seek to recover the amount of the assessment through available 
civil remedies. 
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APPENDIX B 
 

SAMPLE WRITTEN NOTIFICATION OF ENROLLMENT DECISION 
 

 
 

 
 
 

[Month] __, 200_ 
 
 
VIA HAND DELIVERY AND U.S. MAIL 
 
[Insert Name of Parent] 
[Insert Home Address] 
 

Re: Notification of Enrollment Decision 
 
Dear [Parent/Guardian]: 
 
 After reviewing your request to enroll the student(s) listed above [name(s)], the 
enrollment request is denied.  This determination is based upon the following factors: 
 
  [List factors]  
 
 Under the McKinney-Vento Homeless Education Assistance Act, you have the 
right to appeal this decision by completing the form attached to this notice or by contacting 
the school district’s homeless education liaison: 
 
  [Name of Liaison] 
  [Title] 
  [Telephone No.] 
 
 In addition, the student listed above has the right to immediately enroll in the 
school of choice pending resolution of the dispute.  You may provide written or verbal 
evidence to support your position.  You may seek the assistance of advocates or attorneys 
at your own expense.  You may contact the state coordinator for homeless education: 
 
  Louis Tallarita, State Coordinator 
  State Department of Education 
  25 Industrial Park Road  
  Middletown, CT 06457-1543 
  (860) 807-2058 
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 A copy of the dispute resolution process under section 10-186 is attached to this 
notice. 
 

Please contact the District Liaison listed above if you have any questions.   
   
 
 
      Sincerely,  
 
 
      [Name] 
      Superintendent of Schools 
 
 
cc: [Superintendent of Schools in which enrollment is sought, if appropriate] 
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APPENDIX C 
 

SAMPLE NOTIFICATION OF DECISION  
TO APPEAL EDUCATIONAL PLACEMENT 

 
This form is to be completed by the parent, guardian, caretaker, or unaccompanied youth 
when a dispute arises.  If you need assistance in preparing this form, you may meet with 
the District Liaison. 
 
Person completing form:  _______________________________ 
 
Relation to Student:   _______________________________ 
 
Contact Information:   _______________________________ 
 
    _______________________________ 
 
    _______________________________ 
 
I am requesting a Board of Education Hearing under Section 10-186 of the Connecticut 
General Statutes to appeal the enrollment decision made by [Name of District], [Name of 
School].  I have been provided with a written explanation of the District’s decision, contact 
information for the District’s homeless education liaison, and a copy of the Dispute 
Resolution Process under Connecticut General Statutes Section 10-186. 
 
__________________________________   ________________ 
Name        Date 
 
Optional.  You may also include a written explanation to support your appeal in the space 
below or provide your explanation verbally to the District Liaison. 
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APPENDIX D 
 

SAMPLE NOTIFICATION OF HEARING 
REGARDING ENROLLMENT DISPUTE 

 
[Month] __, 200_ 

 
 
VIA HAND DELIVERY AND U.S. MAIL 
 
[Insert Name of Parent] 
[Insert Home Address] 
 

Re: Educational Placement 
 
Dear [Name of Parent]: 
 
 You have requested a hearing before the [town] Board of Education regarding the 
educational placement of your child(ren), [insert name(s) of student(s)] at [name of 
school].  The [town] Board of Education will conduct a hearing regarding your claim on 
[date] at [time].  The hearing will be held at the offices of the [town] Board of Education, 
which are located at [insert address].   
 

The hearing will be conducted in accordance with the provisions of Section 10-186 
of the Connecticut General Statutes, a copy of which is enclosed.  The hearing will be 
conducted in executive session, and the Board of Education will make either a tape 
recording or a stenographic record of the hearing.  You may be represented by counsel or 
by an advocate, at your expense, if you so desire.   

 
Please contact the District Liaison, [insert name], if you have any questions.   

 
      Sincerely,  
 
 
      [Name] 
      Superintendent of Schools 
 
 
Cc: [Superintendent of Schools in which enrollment is sought, if appropriate] 
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APPENDIX E 
 

STUDENT RESIDENCY AFFIDAVIT 
[Name of District] 
 
Name of student: ___________________   Birthdate: ___________ 
 
Name and Location of School Last Attended: __________________________________________ 
 

I, _______________________ declare and affirm as follows: 
 
 I am of legal age and believe in the obligations of an oath. 
 

I am the parent/legal guardian/caregiver of ________________ (name of student) who is of 
school age and is seeking admission to [School District]. 
 
 Since ________(date), _______________ (name of student) has not had a permanent 
home.  However, he/she has been residing within the school district boundaries and intends to stay 
here.  He/she is currently staying at 
_____________________________________________________________ (address).  This 
location is: 
   ___  a shelter 
   ___ a motel/hotel 
   ___ a campsite 
   ___ shared housing with other persons 
   ___ other _______________________________ 
 

I regularly receive my mail at: ________________________________________. 
I am currently living at the following address: __________________________________. 
I can be reached at the following telephone number: _______________________.  I can be reached 
for emergencies at: ____________________________________. 
 
 I declare under penalty of perjury under the laws of Connecticut that the information 
provided is true and correct and of my own personal knowledge. 
 
 AFFIANT, 
 
   

Signature of Affiant 
 
 
   
 Print Name of Affiant 
Subscribed and sworn to before me 
this ___  day of ___, 20__. 
 
__________________________________ 
NOTARY PUBLIC 
 



Draft 
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APPENDIX F 
 

AFFIDAVIT FOR MISSING ENROLLMENT DOCUMENTATION 
 
[District] 
 
I, __________________, being duly sworn upon oath and based on my personal knowledge 
hereby state and affirm the following information regarding [name of student’s] missing 
enrollment documentation for the following: 
 
___ Proof of residency    ___ Immunization Record 
___ Proof of guardianship    ___ School Health Record 
___ Proof of identity    ___ School Records 
___ Birth Certificate 
 
 I am of legal age and believe in the obligations of an oath. 
 
 I am unable to present a copy of the document(s) requested above for the following 
reasons: 
 
 ________________________________________________________ 
 
 ________________________________________________________ 
 
 ________________________________________________________ 
 
 The name and location of the last school the student attended is  
 
___________________________. 
 
 I understand that I must obtain the necessary immunization and health records and 
provide a copy to the District. 
 AFFIANT, 
 
   

Signature of Affiant 
 
 
   
 Print Name of Affiant 
 
Subscribed and sworn to before me 
this ___  day of ___, 20__. 
 
__________________________________ 
NOTARY PUBLIC 
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POLICY REGARDING SECTION 504 
OF THE REHABILITATION ACT OF 1973 

 
Section 504 of the Rehabilitation Act of 1973 (“Section 504”) prohibits discrimination against 
individuals with a disability in any program receiving Federal financial assistance.  To be 
protected under Section 504, an individual must be determined to:  (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, the Ashford Public Schools recognize a 
responsibility to avoid discrimination in policies and practices regarding its personnel, students, 
parents and members of the public who participate in school sponsored programs.  In this regard, 
the Ashford Public Schools prohibits discrimination against any person with a disability in any of 
the programs operated by the school system.   
 
The school district also 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 school district’s obligation includes providing 
access to free appropriate public education (“FAPE”) for students determined to be eligible 
under Section 504.  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).   
 
If the parent or guardian of a student disagrees with the decisions made by the professional staff 
of the school district with respect to the identification, evaluation, and/or educational placement 
of his/her child, a parent/guardian has a right to request an impartial due process hearing.  The 
parent or guardian may also file an internal grievance on these issues or any other type of 
discrimination on the basis of disability by utilizing the complaint procedures outlined in the 
Board’s Administrative Regulations, and/or may file a complaint with the Office of Civil Rights, 
U.S. Department of Education.   
 
Any student, parent, guardian or other individual who believes he/she has been discriminated 
against by or within the district on the basis of a disability may utilize the complaint procedures 
outlined in the Board’s Administrative Regulations, and/or may file a complaint with the Office 
of Civil Rights, U.S. Department of Education, 8th Floor, 5 Post Office Square, Suite 900, 
Boston, MA  02109-0111; TELEPHONE NUMBER (617) 289-0111.   
 
Anyone who wishes to file a complaint, or who has questions or concerns about this policy, 
should contact the Director of Pupil Personnel or the Section 504 Coordinator for the Ashford 
Public Schools, at phone number 860-429-1927. 
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Legal References: 29 U.S.C. § 794 
   34 C.F.R. § 104 et seq. 
   42 U.S.C. 12101 et seq. 
   ADA Amendments of 2008, Public Law 110-325 
 
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) 
 

 
 
 
 
 
 
 
 
 
 
 
 

Approved by the Ashford Board of Education:  
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ADMINISTRATIVE REGULATIONS REGARDING SECTION 504 
OF THE REHABILITATION ACT OF 1973 

 
 
[The following administrative procedures are not part of the § 504 policy.  However, 
because school districts are required by law to have procedures related to § 504 complaints, 
this model is included for your convenience. 
 

Ashford Board of Education Section 504 Grievance/Complaint Procedures 
 
Section 504 prohibits discrimination on the basis of disability.  For the purposes of Section 504, 
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, lifting, bending, speaking, breathing, 
learning, reading, concentrating, thinking, communicating and working.  A major life activity 
also includes the operation of a major bodily function, including, but not limited to, functions of 
the immune system, normal cell growth, digestive, bowel, bladder, neurological, brain, 
respiratory, circulatory, endocrine and reproductive functions. 
 
Mitigating Measures:  include, but are not limited to, medication, medical supplies, equipment, 
appliances, low-vision devices (not including ordinary eyeglasses or contact lenses), prosthetics, 
hearing aids, cochlear implants, mobility devices, oxygen therapy, use of assistive technology, 
reasonable accommodations or auxiliary aids or services or learned behavioral or adaptive 
neurological modifications. 
 
Physical or Mental Impairment:  a) any physiological disorder or condition, cosmetic 
disfigurement, or anatomical loss affecting one or more of the following body systems: 
neurological, musculoskeletal, special sense organs, respiratory, including speech organs, 
cardiovascular, reproductive, digestive, genitourinary, hemic and lymphatic, skin, and endocrine 
or b) any mental or psychological disorder, such as mental retardation, organic brain syndrome, 
emotional or mental illness, and specific learning disabilities. 
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II. Procedures for Grievances/Complaints Alleging Discrimination 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 may submit a written complaint to the district’s designated Section 504 
Coordinator within thirty (30) school days of the alleged occurrence.  Timely 
reporting of complaints facilitates the prompt investigation and resolution of such 
complaints. If the complaint is made verbally, the individual taking the complaint 
will reduce it to writing. 

 
B. At any time, when complaints involve discrimination that is directly related to a 

claim regarding the identification, evaluation, and/or educational placement of a 
student under Section 504, the complainant may request that the Section 504 
Coordinator submit the complaint directly to an impartial hearing officer and 
request a hearing in accordance with Section III.D.  Complaints regarding a 
student’s rights with respect to his/her identification, evaluation and/or 
educational placement shall be addressed in accordance with the procedures set 
forth below in Section III. 

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

and regulations listed herein is strictly prohibited.  The district 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.  The district will 
take necessary actions to prevent retaliation as a result of filing a complaint or the 
participation in an investigation of a complaint.    

 
[NOTE:  Districts should note that while Section 504 does not provide a statute of limitations 
for filing complaints, Connecticut generally allows such complaints to be filed within three 
years of the alleged Section 504 violation.  We recommend that districts encourage prompt 
reporting by suggesting that complaints be filed within thirty (30) school days in order to 
facilitate timely resolution of potential disputes.] 

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

should be submitted directly to the Superintendent 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.   

 
F. The complaint should contain the following information: 
 

1. The name of the complainant; 
2. The date of the complaint; 
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3. The date(s) of the alleged discrimination; 
4. The names of any witness(es) or individuals relevant the complaint;  
5. A detailed statement describing the circumstances in which the alleged 
 discrimination occurred; and 
6. 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 Superintendent of Schools; 
 
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. Provide the complainant with a copy of the Board’s Section 504 Policy, 

and these administrative regulations; 
 
4. 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; 

 
5. Maintain confidentiality to the extent practicable throughout the 

investigative process, in accordance with state and federal law; 
 
6. Communicate the outcome of the investigation in writing to the 

complainant, and to any 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 Coordinator or Superintendent.  The 
investigator may extend this deadline for no more than fifteen (15) 
additional school days if needed to complete the investigation.  The 
complainant shall be notified of such 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; 

 
7. 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 will receive 
notice and interim measures may be implemented as necessary (see sub-
paragraph 6); 
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8. Ensure that appropriate corrective action is  taken whenever allegations 
are verified.  When allegations are verified, ensure that compensatory 
services and/or other measures to remedy the effects of the discrimination 
are appropriately considered, and offered, when appropriate.  Corrective 
action should include steps to avoid continuing discrimination. 
 

9. In the event the investigator concludes that there is no violation of Section 
504, the District may attempt to resolve the complainant’s ongoing 
concerns, if possible. 

 
H. If the complainant is not satisfied with the findings and conclusions of the 

investigation, the complainant may present the complaint and written outcome to 
the Superintendent for review and reconsideration within thirty (30) calendar days 
of receiving the findings.  This process provides an opportunity for complainants 
to bring information to the Superintendent’s attention that would change the 
outcome of the investigation.  In submitting the complaint and written outcome 
for review, the complainant 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 would change the 
investigator’s determination in the case.  Failure to do so may result in the denial 
of the review.  

 
 Upon review of a written request from the complainant, the Superintendent shall 

review the investigative results of the Section 504 Coordinator and determine if 
further action and/or investigation is warranted.  Such action may include 
consultation with the investigator and complainant, a meeting with appropriate 
individuals to attempt to resolve the complaint or a decision affirming or 
overruling the investigator’s conclusions or findings.  The Superintendent shall 
provide written notice to the complainant of his/her decision within ten (10) 
school days following the receipt of the written request for review. 

 
III. Complaint Resolution Procedures for Complaints Involving a Student’s Identification, 

Evaluation, and/or Educational Placement 
 

Complaints regarding a student’s identification, evaluation, and/or educational placement 
shall generally be handled using the procedures described below.  However, at any time, 
the complainant may request that the Section 504 Coordinator submit the complaint 
directly to an impartial hearing officer, and request a hearing in accordance with 
the provisions of subsection D (below).   

 
Drug/Alcohol Violations 
 
If a student with a disability violates the Board’s policies relative to the use or 
possession of illegal drugs or alcohol, the Board may take disciplinary action against 
such student for his/her illegal use or possession of drugs or alcohol to the same extent 
that the Board would take disciplinary action against nondisabled students.  Such 
disciplinary action is not subject to the complaint or due process procedures outlined 
below. 
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A. Submission of Complaint to Section 504 Coordinator 
 

1. In order to facilitate the prompt investigation of complaints, any complaint 
regarding a student’s identification, evaluation and/or educational 
placement under Section 504 should be forwarded to the district’s Section 
504 Coordinator within thirty (30) school days of the alleged date that the 
dispute regarding the student’s identification, evaluation and/or education 
placement arose.  Timely reporting of complaints facilitates the resolution 
of potential educational disputes. 

 
[NOTE:  Districts should note that while Section 504 does not provide a statute of limitations 
for filing complaints, Connecticut generally allows such complaints to be filed within three 
years of the alleged Section 504 violation.  We recommend that districts encourage prompt 
reporting by suggesting that complaints be filed within thirty (30) days in order to facilitate 
timely resolution of educational disputes.] 

 
2. The complaint concerning a student’s identification, evaluation and/or 

educational placement should contain the following information: 
 
 a. Full name of the student, age, and grade level; 
 b. Name of parent(s); 
 c. Address and relevant contact information for parent/complainant; 
 d. Date of complaint; 
 e. Specific areas of disagreement relating to the student’s 

identification, evaluation and/or placement; and 
 f. 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. 

 
3. 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.   

 
4. Upon receipt of the complaint, the Section 504 Coordinator shall: 
 

a. Forward a copy of the complaint to the Superintendent of 
Schools; 

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

the nature of his/her concerns and determine if an appropriate 
resolution can be reached.  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 other individuals 
who may have information relevant to the complaint; 
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c. If, following such a meeting, further investigation is deemed 
necessary, the Section 504 Coordinator shall promptly 
investigate the factual basis for the complaint, consulting with 
any individuals reasonably believed to have relevant information, 
including the student and/or complainant; and 

 
d. Communicate the results of his/her investigation in writing to the 

complainant and any persons named as parties 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 Coordinator. 

 
e. In the event that the person making the complaint contends that 

the Section 504 Coordinator has a conflict of interest that 
prevents him/her from serving in this role, the complaint shall be 
forwarded to the Superintendent who shall appoint an 
investigator who does not have a conflict of interest. 

 
B. Review by Superintendent of Schools 

 
1. If the complainant is not satisfied with the findings and/or resolution 

offered as a result of the Section 504 Coordinator’s review, he or she may 
present the complaint and the written statement of findings to the 
Superintendent for review and reconsideration within thirty (30) calendar 
days of receiving the findings.  This process provides an opportunity for 
complainants to bring information to the Superintendent’s attention that 
would change the outcome of the investigation.  In submitting the 
complaint and written outcome for review, the complainant 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 would change the investigator’s determination in the 
case.  Failure to do so may result in the denial of the review.  

 
2. The Superintendent shall review the complaint and any relevant 

documents maintained by the Section 504 Coordinator/investigator and 
shall consult with the Section 504 Coordinator/investigator regarding 
attempts to resolve the complaint.  The Superintendent also shall consult 
with the complainant.  The Superintendent may attempt to resolve the 
complainant’s concerns alone, or with another appropriate administrator. 

 
3. Following the Superintendent’s review, he or she shall communicate 

his/her findings to the complainant within ten (10) school days following 
his/her receipt of the written request for review. 

 
4. If the complainant is not satisfied with the Superintendent’s  

decision or proposed resolution, he/she may request that the 
Superintendent submit the matter to a neutral mediator or to an impartial 
hearing officer.  This request for a hearing/mediation should be made 
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within fifteen (15) school days of the Superintendent’s decision.  
Mediation shall only occur by mutual agreement of the parties. 

 
C. Mediation Procedures: 
 

A parent or guardian may request mediation with a neutral mediator to 
attempt to resolve a disagreement with the decisions made by the 
professional staff of the school district with respect to the identification, 
evaluation, and/or educational placement of his/her child. 
 

1. A request for mediation regarding a student’s identification, evaluation 
and/ or educational placement under Section 504 should be forwarded to 
the district’s Section 504 Coordinator within thirty (30) school days of the 
alleged date that the dispute regarding the student’s identification, 
evaluation, and/or education placement arose.   
 

2. The request for mediation concerning a disagreement relating to a 
student’s identification, evaluation and/or educational placement should 
contain the following information: 

 
 a. Full name of the student, age, and grade level; 
 b. Name of parent(s); 
 c. Address and relevant contact information for parent/complainant; 
 d. Date of complaint; 
 e. Specific areas of disagreement relating to the student’s 

identification, evaluation and/or placement; and 
 f. Remedy requested. 

 
3. Upon receipt of a request for mediation, the Section 504 Coordinator shall:  
 

i. Forward a copy of the request for mediation to the Superintendent 
of Schools; 

ii. Retain a neutral mediator who is knowledgeable about the 
requirements of Section 504, and has an understanding of a free 
appropriate public education (“FAPE”) under Section 504, and the 
distinctions between Section 504 and the regulations and 
requirements of the Individuals with Disabilities Education Act 
(IDEA). 

 
4. The mediator shall inform all parties involved of the date, time and place 

of the mediation and of the right to have legal counsel or other 
representation at the complainant’s own expense, if desired. 

 
5. The mediator shall meet with the parties jointly, or separately, as 

determined by the mediator, and shall facilitate a voluntary settlement of 
the dispute between the parties, if possible. 

 
6. All statements, offers, or discussions and/or information shared during the 

mediation process, but not available from other means, shall be 
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confidential, and may not be used in a subsequent hearing or proceeding 
related to the disagreement that is the subject of the mediation. 

 
7. If the parties are not able to reach a voluntary settlement of the dispute, the 

complainant may request an impartial hearing, as described below. 
 

D. Impartial Hearing Procedures: 
 

An impartial due process hearing is available to the parent or guardian of a 
student disagrees with the decisions made by the professional staff of the school 
district with respect to the identification, evaluation, and/or educational placement 
of his/her child, or otherwise makes a claim of discrimination relating to the 
identification, evaluation, or educational placement of the student. 

 
1. Upon receipt of a request for an impartial due process hearing, the Board 

shall retain an impartial hearing officer.  The impartial hearing officer 
must be someone who is knowledgeable about Section 504, an 
understanding of a free appropriate public education (“FAPE”) under 
Section 504, and the distinctions between Section 504 and the regulations 
and requirements of the Individuals with Disabilities Education Act 
(IDEA). 

 
2. The impartial hearing office shall schedule a pre-hearing conference with 

the District and the Parent (or his/her legal counsel) to identify the issue(s) 
for hearing, set the hearing schedule, and address other administrative 
matters related to the hearing, including the option for mediation, and the 
right of the right to have legal counsel or other representation at the 
complainant’s own expense, if desired; 

 
3. The impartial hearing officer shall inform all parties involved of the date, 

time and place of the hearing and of the right to present witness(es), other 
evidence, and to have legal counsel or other representation at each party’s 
own expense, if desired.   

 
4. The impartial hearing officer shall hear all aspects of the complainant’s 

complaint and/or appeal concerning the identification, evaluation and/or 
educational placement of the student and shall reach a decision within 
forty-five (45) school days of receipt of the request for hearing.  The 
decision shall be presented in writing to the complainant and to the 
Section 504 Coordinator.  

 
5. An impartial hearing officer under Section 504 does not have jurisdiction 

to hear claims alleging discrimination, harassment or retaliation based on 
an individual’s disability unless such a claim is directly related to a claim 
regarding the identification, evaluation, or educational placement of a 
student under Section 504. 
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6. The time limits noted herein may be extended for good cause shown, 
including but not limited to if more time is needed to permit thorough 
review, presentation of evidence, and opportunity for resolution. 

 
IV. The Section 504 Coordinator for this district is: 
 

_________________________ 
_________________________ 
_________________________ 
_________________________  Telephone:  
 

 
IV. Complaints to State and 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.   
 
 
 
1/11/15 
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Series 5000 
Students 

 
 

SUICIDE PREVENTION AND INTERVENTION 

 
The Ashford Board of Education recognizes that suicide is a complex issue and that 
schools are not mental health treatment centers.  School personnel may recognize a 
potentially suicidal youth and, in such cases, may make a preliminary determination of 
level of risk.  The Board directs the school staff to refer students who come to their 
attention as being at risk of attempting suicide for professional assessment and treatment 
services outside of the school. 
 
The Board recognizes the need for youth suicide prevention procedures and will establish 
programs to assist staff to identify risk factors, intervention procedures, and procedures for 
referral to outside services.  Training will be provided for teachers and other school staff 
and students to provide awareness and assistance in this area. 
 
Any Board employee who has knowledge of a suicidal threat, attempt or ideation must 
immediately report this information to the building principal or his/her designee, who will, 
in turn, notify the designated Crisis Intervention Team.  The CIT, with administrative 
assistance, if necessary, will contact the student's family and appropriate resources outside 
and within the school system.  Information concerning a student's suicide attempt, threat or 
risk will be shared with others to the degree necessary to protect that student and others. 
 
 
Legal Reference: 

Connecticut General Statutes §10-221(e) 
 

 
 
 
 
 
 
 
 
Approved by the Ashford Board of Education:
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Series 5000 
Students 
 
 

ADMINISTRATIVE REGULATIONS 
REGARDING  

SUICIDE PREVENTION AND INTERVENTION 

Management of Suicidal Risk 

 
The school cannot be expected to thoroughly evaluate and eliminate suicidal risk.  
Nevertheless, the Board is committed to respond in a supportive manner, both 
aggressively and immediately, to a student who has attempted, has threatened, or is 
seriously considering attempting suicide.  The following procedures shall be 
implemented toward this end. 

 
I. Any staff member who becomes aware of a student who may be at risk of suicide 

must immediately notify the building principal or his/her designee.  This must be 
done even if the student has confided in the staff person and asked that his/her 
communication be kept confidential.  The principal or designee will then notify an 
appropriate Crisis Intervention Team (CIT) staff member.  (Note:  The principal 
may have multiple designees.) 

 
II. The CIT staff member shall interview the student, consider available background 

information and determine whether the student is "at-risk" or in "imminent 
danger." 

III. If the student is assessed to be "at-risk": 
 
A. The CIT staff member shall notify the student's parent/guardian and 

request a meeting with them as soon as possible, preferably that same day. 

 
B. When the parent/guardian arrives at school, the CIT staff member shall 

meet with him/her to discuss: 

1. the seriousness of the situation; 
 
2. the need for an immediate suicide risk evaluation at a medical or 

mental health facility, or other appropriate evaluation(s); 
 
3. the need for continued monitoring of the student at home if he/she 

is released following the evaluation;  
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4. referral to appropriate professional services outside the school 
system; and 

 
5. a request for the parent/guardian to sign a release of information 

form permitting communication between the school and the facility 
to which the student will be taken, the student's therapist and other 
appropriate individuals. 

 
C. The CIT staff member shall document in writing the course of events, 

including what transpired at the meeting, and the outcome. 
 
D. If the parent/guardian does not follow through, thereby leaving the student 

"at-risk", a medical referral to the Department of Children and Families 
(DCF) should be made (if the student is less than 18 years of age).  The 
parent/guardian should be notified as soon as possible that such a referral 
has been made. 

 
E. The CIT staff member may notify other staff, as necessary to protect the 

student and others. 
 
F. The CIT staff member may refer the student to the school's Child Study 

Team, Mental Health Team, Crisis Intervention Team, Student Assistance 
Team, Planning Placement Team or other staff as appropriate for further 
consultation and planning. 

 
G. The CIT staff member or the team shall monitor the student's progress and 

shall consult as necessary with family, outside professionals and school 
staff. 

IV. If the student is assessed to be "in imminent danger": 

A. The CIT staff member shall ensure that the student is not left alone. 
 
B. The CIT staff member shall notify the parent/guardian and request that the 

student be picked up at school and taken to a medical or mental health 
professional for thorough suicidal risk evaluation. 

 
C. When the parent/guardian arrives at school, the CIT staff member shall 

meet with him/her to discuss: 

1. the seriousness of the situation; 
 
2. the need for an immediate suicide risk evaluation at a medical or 

mental health facility, or other appropriate evaluation(s); 
 
3. the need for continued monitoring of the student at home if he/she 

is released following the evaluation;  
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4. referral to appropriate professional services outside the school 

system; and 
 
5. a request for the parent/guardian to sign a release of information 

form permitting communication between the school and the facility 
to which the student will be taken, the student's therapist and other 
appropriate individuals. 

 
E. The CIT staff member shall document in writing the course of events, 

including what transpired at the meeting, and the outcome. 
 
F. The CIT staff member shall inform the principal of the course of events 

and the outcome. 
 
G. The CIT staff member may notify other staff, as necessary to protect the 

student and others. 
 
H. The CIT staff member may refer the student to the school's Child Study 

Team, Mental Health Team, Crisis Intervention Team, Student Assistance 
Team, Planning and Placement Team or other staff as appropriate for 
further consultation and planning. 

I. If the parent/guardian is unable to come to school: 
 
1. The CIT staff member shall provide, over the telephone, 

information as to available resources outside and within the school 
system, and shall plan follow-up contacts. 

 
2. The CIT staff member will notify the parent/guardian of his/her 

intent to and arrange transport of the student to an appropriate 
evaluation/treatment site by means of emergency vehicle (e.g., 
ambulance or police cruiser). 

 
3. Police may be notified if the student poses a threat to the safety of 

him/herself or others, or as dictated by other circumstances. 

 
4. The CIT staff member shall document in writing the course of 

events and the outcome. 
 
5. The CIT staff member shall inform the principal of the course of 

events and the outcome. 
 
J. If the parent/guardian does not agree with the school's determination that 

the student is in imminent danger or for any other reason refuses to take 
action: 
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1. The CIT staff member shall meet with the building principal to 

develop an immediate plan focused on protection of the student. 
 
2. The CIT staff member shall notify the parent/guardian of the plan 

and shall either a) inform the parent/guardian that the Department 
of Children and Families (DCF) will be contacted and a medical 
neglect referral made, if the parent/guardian remains uncooperative 
and the student is less than 18 years of age; or b) inform the parent 
or guardian and student that the police will be called if the parent 
or guardian or student remains uncooperative. 

 
3. The CIT staff member shall arrange for an emergency vehicle to 

transport the student to the hospital or an appropriate mental health 
facility; shall inform hospital staff of the situation; shall plan 
follow-up in relation to hospital staff or mental health facility staff 
decisions as to how to proceed. 

 
4. The CIT staff member shall consult and cooperate with DCF 

and/or the police as necessary. 
 
5. The CIT staff member shall document in writing the course of 

events and the outcome. 
 
K. When a student assessed to have been "in imminent danger" returns to the 

school, the PPS staff member or the appropriate school-based team (if 
such referral has been made) shall coordinate consultation with outside 
professionals, supportive services in school, and changes in the 
instructional program, when necessary. 

 

Suicide Education/Prevention - Students and Staff 
 
I. As part of the Ashford School’s Health Education Curriculum and Developmental 

Guidance Curriculum, students will be educated regarding suicide risk factors and 
danger signals, and how they might appropriately respond if confronted with 
suicidal behavior, verbalizations, or thoughts. 

 
II. Annually, in-service training for school staff will be held in each school building 

to discuss suicide risk factors, danger signals, and the procedures outlined in these 
regulations. 

 
 
Approved by the Ashford Board of Education:       
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Model Notification of Rights Under FERPA for Elementary and Secondary 
Institutions 
 
[NOTE:  Under the procedures outlined in the policy, the following information will be 
disclosed on an annual basis to parents of students currently in attendance, or eligible 
students currently in attendance.]  
 
 The Family Educational Rights and Privacy Act (FERPA), 20 U.S.C. § 1232g, et 
seq., affords parents and eligible students (i.e., students over 18, emancipated minors, and 
those attending post-secondary educational institutions) certain rights with respect to the 
student's education records.  They are: 
 
 (1) The right to inspect and review the student's education records within 
forty-five (45) calendar days of the day the District receives a request for access. 
 

Parents or eligible students should submit to the school principal a written request 
that identifies the record(s) they wish to inspect.  The principal will make arrangements 
for access and notify the parents or eligible student of the time and place where the 
records may be inspected. 
 
 (2) The right to request the amendment of the student's education records that 
the parents or eligible student believe are inaccurate or misleading, or otherwise violate 
the student's privacy rights. 
 
 Parents or eligible students who wish to ask the District to amend a record should 
write the school principal, clearly identify the part of the record the parents or eligible 
student want changed, and specify why it should be changed. 
 
 If the District decides not to amend the record as requested by the parents or 
eligible student, the District will notify the parents or eligible student of the decision and 
advise them of their right to a hearing regarding the request for amendment.  Additional 
information regarding the hearing procedures will be provided to the parents or eligible 
student when notified of the right to a hearing. 
 
 (3) The right to privacy of personally identifiable information in the student’s 
education records, except to the extent that FERPA authorizes disclosure without 
consent. 
 
 One exception that permits disclosure without consent is disclosure to a school 
official with legitimate interests.  A school official is a person employed by the District as 
an administrator, supervisor, instructor or support staff member (including health or 
medical staff and law enforcement unit personnel); a person serving on the Board of 
Education; a person or company with whom the District has outsourced services or 
functions it would otherwise use its own employees to perform (such as an attorney, 
auditor, medical consultant, or therapist); or a parent or student serving on an official 
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committee, such as a disciplinary or grievance committee; or a parent, student, or other 
volunteer assisting another school official in performing his or her tasks.  A school 
official has a legitimate educational interest if the official needs to review an education 
record in order to fulfill his or her professional responsibility. 
 
 Upon request, the District discloses a student's education record without consent 
to officials of another school, including other public schools, charter schools, and post-
secondary institutions, in which the student seeks or intends to enroll, or is already 
enrolled if the disclosure is for purposes of the student’s enrollment or transfer. 
 
 (4) The right to file a complaint with the U.S. Department of Education 
concerning alleged failures by the District to comply with the requirements of FERPA.  
The name and address of the agency that administers FERPA is: 
 
 Family Policy Compliance Office 
 U.S. Department of Education 
 400 Maryland Avenue, S.W. 
 Washington, DC 20202-4605 
 
 [Note:  In addition, a school district may want to include a directory 
information public notice, as required by the regulations, 34 CFR § 99.37, with its 
annual notification of rights under FERPA.  The following two paragraphs are 
recommended for inclusion and must be included in the annual notification if the 
school district wants to be able to disclose "Directory Information" under II.B of the 
Student Records Policy:] 
 

Unless notified in writing by a parent or eligible student to the contrary within two 
weeks of the date of this notice, the school district will be permitted to disclose "Directory 
Information" concerning a student, without the consent of a parent or eligible student.  
Directory Information includes information contained in an education record of a student 
that would not generally be considered harmful or an invasion of privacy if disclosed.  It 
includes, but is not limited to, the parent’s name, address and/or e-mail address, the 
student’s name, address, telephone number, e-mail address, photographic, computer 
and/or video images, date and place of birth, major field(s) of study, grade level, 
enrollment status (full-time; part-time), participation in school-sponsored activities or 
athletics, weight and height (if the student is a member of an athletic team), dates of 
attendance, degrees, honors and awards received, the most recent previous school(s) 
attended and student identification numbers for the limited purposes of displaying a 
student identification card.  The student identification number, however, will not be the 
only identifier used when obtaining access to educational records or data.  Directory 
information does not include a student’s social security number, student identification 
number or other unique personal identifier used by the student for purposes of accessing 
or communicating in electronic systems unless the identifier cannot be used to gain access 
to education records except when used in conjunction with one or more factors that 
authenticate the user’s identity, such as a PIN or password. 
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The school district may disclose directory information about students after they 
are no longer in enrollment in the school district.  Notwithstanding the foregoing, the 
district will continue to honor any valid objection to the disclosure of directory 
information made while a student was in attendance unless the student rescinds the 
objection. 
 

An objection to the disclosure of directory information shall not prevent the 
school district from disclosing or requiring a student to disclose the student’s name, 
identified or institutional email address in a class in which the student is enrolled.   

 
Parents and/or eligible students may not use the right to opt out of directory 

information disclosures to prohibit the school district from requiring students to wear or 
display a student identification card. 

 
The written objection to the disclosure of directory information shall be good for 

only one school year.  School districts are legally obligated to provide military recruiters 
and institutions of higher learning, upon request, with the names, addresses and telephone 
numbers of secondary school students, unless the secondary student or the parent of the 
student objects to such disclosure in writing.  Such objection shall be in writing and shall 
be effective for one school year.  In all other circumstances, information designated as 
directory information will not be released when requested by a third party unless the 
release of such information is determined by the administration to be in the educational 
interest of the school district and is consistent with the district’s obligations under both 
state and federal law. 
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[School districts are required by law to provide notice of parent/student rights under § 504.  
This suggested notice is not part of the model policy, but must be disseminated annually to 
parents.  We recommend inclusion of this notice within your student handbook.] 
 
 

ASHFORD PUBLIC SCHOOLS 
 

NOTICE OF PARENT/STUDENT RIGHTS 
UNDER SECTION 504 OF THE REHABILITATION ACT OF 1973 

 
Section 504 of the Rehabilitation Act of 1973 (commonly referred to as “Section 504”) is a non-
discrimination statute enacted by the United States Congress.  Section 504 prohibits 
discrimination on the basis of disability.  Under Section 504, the school district also has specific 
responsibilities to identify, evaluate and provide an educational placement for students who are 
determined to have a physical or mental impairment that substantially limits a major life activity.  
The school district’s obligation includes providing such eligible students a free appropriate 
public education (“FAPE”).  Section 504 defines FAPE 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).   
 
A student is covered under Section 504 if it is determined that he/she suffers from a mental or 
physical disability that substantially limits one or more major life activity such as (but not 
limited to) caring for oneself, performing manual tasks, seeing, hearing, eating, sleeping, 
walking, standing, lifting, bending, speaking, breathing, learning, reading, concentrating, 
thinking, communicating and working.  A major life activity may also include the operation of a 
major bodily function, such as an individual’s immune, digestive, respiratory or circulatory 
systems. 
 
A student can be disabled and be covered by Section 504 even if he/she does not qualify for, or 
receive, special education services under the IDEA.   
 
The purpose of this notice is to provide parents/guardians and students with information 
regarding their rights under Section 504.  Under Section 504, you have the right: 
 

1. To be informed of your rights under Section 504; 
 
2. To have your child take part in and receive benefits from the Ashford School 

District’s education programs without discrimination based on his/her disability. 
 

3. For your child to have equal opportunities to participate in academic, 
nonacademic and extracurricular activities in your school without discrimination 
based on his/her disability; 

 
4. To be notified of decisions and the basis for decisions regarding the identification, 

evaluation, and educational placement of your child under Section 504; 
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5. If you suspect your child may have a disability, to request an evaluation, at no 
expense to you, to have an eligibility determination under Section 504, and if 
eligible, placement decisions made by a team of persons who are knowledgeable 
of your child, the assessment data, and any placement options; 

 
6. If your child is eligible for services under Section 504, for your child to receive a 

free appropriate public education (FAPE).  This includes the right to receive 
regular or special education and related services that are designed to meet the 
individual needs of your child as adequately as the needs of students without 
disabilities are met.   

 
7. If your child is eligible for services under Section 504, for your child to receive 

reasonable accommodations and services to allow your child an equal opportunity 
to participate in school, extra-curricular and school-related activities; 

 
8. For your child to be educated with peers who do not have disabilities to the 

maximum extent appropriate; 
 

9. To have your child educated in facilities and receive services comparable to those 
provided to non-disabled students; 

 
10. To review all relevant records relating to decisions regarding your child’s Section 

504 identification, evaluation, and educational placement; 
 

11. To examine or obtain copies of your child’s educational records at a reasonable 
cost unless the fee would effectively deny you access to the records; 

 
12. To request changes in the educational program of your child, to have your request 

and related information considered by the team, a decision made by the team, and 
if denied, an explanation for the team’s decision/determination; 

 
13. To an impartial due process hearing if you disagree with the school district’s 

decisions regarding your child’s Section 504 identification, evaluation or 
educational placement.  The costs for this hearing are borne by the local school 
district.  You and the student have the right to take part in the hearing and to have 
an attorney represent you at your expense.  

 
14. To file a local grievance/complaint with the district’s designated Section 504 

Coordinator to resolve complaints of discrimination including, but not limited to, 
claims of discrimination directly related to the identification, evaluation or 
placement of your child. 

 
15. To file a formal complaint with the U.S. Department of Education, Office for 

Civil Rights. 
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The Section 504 Coordinator for this district is:   
  Cynthia Ford, Director of Pupil Personnel Services 

Ashford Public Schools  
440 Westford Rd. 

                        Ashford, CT 06278 
Telephone: (860) 429-1927 

 
 
For additional assistance regarding your rights under Section 504, you may contact:  
 

Boston Regional Office 
Office for Civil Rights 
U.S. Department of Education 
8th Floor 
5 Post Office Square, Suite 900 
Boston, MA  02109-3921   Telephone:  (617) 289-0111 
 

 
Connecticut State Department of Education 
Bureau of Special Education 
and Pupil Services 
P.O. Box 2219 
Hartford, CT 06145    Telephone:  (860) 807-2030 
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Parent Consent to Access Public Benefits or Insurance  
to Pay for Services under the Individuals with Disabilities Education Act 

 
Student Name:_______________________________ D.O.B.______________________ 
Student Address:__________________________________________________________ 
Parent Name(s):__________________________________________________________ 
Parent Address (if different):________________________________________________ 
 
In accordance with the Individuals with Disabilities Education Act (“IDEA”) and its 
implementing regulations (34 C.F.R. 300.154) the Ashford Public Schools may, with parent 
consent, use public benefits or insurance to provide or pay for certain special education services 
recommended by a child’s planning and placement team (“PPT”).  In order to access such 
benefits for the first time, the Ashford Public Schools must provide parents with written 
notification of various legal protections.  Such written notification is attached. 
 
Consent to Access Public Benefits or Insurance 
 
I, __________________________(Print name of parent), understand and agree that the  Ashford 
Public Schools may access my  /  my child’s  (Please circle) public benefits or insurance to pay for 
special education and related services under Part B of the IDEA.  I further understand and agree 
that this written parental consent shall be effective for the entire period during which public 
benefits or insurance are accessed for my child for the payment of services under the IDEA and 
that written parental consent is not required each time benefits or insurance are accessed, nor is 
additional consent required if my child’s IDEA services change in type (e.g. physical therapy or 
speech therapy), amount (frequency or duration) or cost of such services charged to the public 
benefits or insurance program.  I specifically understand that: 
 
1. The following personally identifiable information may be released regarding the above-

named student: 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 

 
2. The purpose of the disclosure of my child’s personally identifiable information is for the 

billing of special education and related services under Part B of the IDEA and 34 C.F.R. part 
300. 

 
3. The disclosure of personally identifiable information may be made to (Name of public benefits or 

insurance program): __________________________________________________________ 
 
Signature of Parent:_________________________________________Date:________________ 
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NOTICE OF PARENT RIGHTS 

State law (Section 10-76d(a)(8) of the Connecticut General Statutes) requires that upon the formal 
identification of a child as a student requiring special education, and at each planning and placement 
(“PPT”) meeting for such child, school districts must provide notice to the 
parents/guardians/surrogate parent of certain rights and other information/resources related to their 
child’s special education program.  In compliance with this law, please be informed of the following:  

1. Information about the laws relating to special education and your rights under such laws is 
available through the Connecticut State Department of Education’s website at 
http://www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=320730#Legal.  The Procedural 
Safeguards in Special Education developed by the State Department of Education are also 
available online at:  http://www.sde.ct.gov/sde/lib/sde/PDF/DEPS/Special/Prosaf.pdf.   
 

2. You have the right to have an advisor of your own choosing and at your own expense be 
present at and to participate in all portions of the PPT meeting at which an educational 
program for your child is developed, reviewed or revised.  If you plan to bring an advisor to a 
PPT, the district kindly requests that you notify the district at least five (5) school days prior 
to the PPT of who you plan to bring to the meeting and what his/her role will be (e.g. 
advocate, friend, relative, attorney etc.)  
 

3. You have the right to have the school paraprofessional assigned to your child, if any, be 
present at and to participate in all portions of the PPT meeting in which an educational 
program for your child is developed, reviewed or revised.  A request to have your child’s 
paraprofessional attend the PPT must be made at least five (5) school days in advance of the 
PPT meeting. 
 

4. If your child is of kindergarten age, you have the right under Section 10-184 of the 
Connecticut General Statutes not to enroll your child in kindergarten.  Specifically, Section 
10-184 of the Connecticut General Statutes states:  “The parent or person having control of a 
child five years of age shall have the option of not sending the child to school until the child 
is six years of age and the parent or person having control of a child six years of age shall 
have the option of not sending the child to school until the child is seven years of age. The 
parent or person shall exercise such option by personally appearing at the school district 
office and signing an option form. The school district shall provide the parent or person with 
information on the educational opportunities available in the school system.”  Preschool-age 
children with at individualized education program (IEP) are already enrolled in the public 



school and are receiving a free appropriate public education (FAPE).   Therefore, five and/or 
six year old children with an IEP whose parents exercise their option of not enrolling their 
child in kindergarten at their public school, will not be eligible to continue to receive special 
education and related services because the child is no longer enrolled in a public school. 
 

5. Connecticut law requires that districts provide parents/guardians/surrogate parents with 
information and resources, created by the Connecticut State Department of Education, 
relating to IEPs, including information relating to transition resources and services for high 
school students.  The following list of information and resources may be helpful in 
understanding special education and the PPT process.   

 
• Bureau of Special Education Resources, 

http://www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=320730 
 

• A Parent’s Guide to Special Education in Connecticut, 
http://www.sde.ct.gov/sde/lib/sde/PDF/DEPS/Special/Parents_Guide_SE.pdf 
 

• IEP Manual and Forms (Third Revision October 2010, Revised January 2015), 
     http://www.sde.ct.gov/sde/lib/sde/PDF/DEPS/Special/IEPManual.pdf  

 
• Memo from Chief Operating Officer - Section 11 of Public Act 12-173: Required Language and 

Communication Plan for Deaf or Hard of Hearing Students,  
http://www.sde.ct.gov/sde/lib/sde/pdf/deps/special/public_act_12_173_lcp_memo.pdf 

 
• Secondary Transition (Including Building a Bridge: A Transition Manual for Students), 

http://www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=322676 
 
• Helpful CT Resources for Families, 

http://www.sde.ct.gov/sde/lib/sde/PDF/DEPS/Special/Resources_Families.pdf 
 
If you have any questions about the above information, or if you are unable to access any of the 
websites listed above and/or require a hardcopy of the Procedural Safeguards in Special Education, 
A Parent’s Guide to Special Education in Connecticut or the IEP Manual and Forms, please contact 
Cynthia Ford, Director of Pupil Personnel at 860-429-1927.  
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Written Notification 
 

Accessing Public Benefits or Insurance under the  
Individuals with Disabilities Education Act 

 
The Individuals with Disabilities Education Act (“IDEA”) and its implementing 
regulations (34 C.F.R. 300.154 et seq) permit the Ashford Public Schools to access public 
benefits or insurance to provide or pay for certain special education services 
recommended by a child’s planning and placement team (“PPT”).  This written 
notification is intended to provide you with a summary of the safeguards available to you 
so that you may understand the District’s obligations and your rights regarding the use of 
public benefits or insurance to pay for services on behalf of your child.  Below is a 
summary of these obligations/rights: 
 
1. Prior to accessing a child’s or parent’s public benefits or insurance for the first 

time, the District must provide written notification to the child’s parents 
explaining available protections regarding access to such benefits or insurance in 
connection with IDEA services. 

 
2. Prior to accessing a child’s or parent’s public benefits or insurance for the first 

time, the District must obtain written, parental consent that: 
 

a. Meets the requirements of the Family Educational Rights and Privacy Act 
(“FERPA”) and the IDEA.  The consent must specify the personally 
identifiable information about the child that may be disclosed in 
connection with use of public benefits or insurance, the purpose of the 
disclosure, and the agency to which the disclosure may be made.  For 
example, the consent form must (i) identify the records or information that 
may be disclosed; (ii) explain that the records are being disclosed in order 
to access the public services; and (iii) explain that the information is being 
shared with Medicaid, or Husky Healthcare; and 

 
b. Specifies that the parent understands and agrees that the school district 

may access the parent’s or child’s public benefits or insurance to pay for 
services under the IDEA. 

 
3. With regard to services required to provide a child with a free appropriate public 

education (“FAPE”), the Ashford Public Schools: 
 

a. May not require parents to sign up for or enroll in public benefits or 
insurance programs in order for their child to receive FAPE under Part B 
of the IDEA; 

 
b. May not require parents to incur an out-of-pocket expense such as the 

payment of a deductible or co-pay amount incurred in filing a claim for 
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services provided pursuant to Part B of the IDEA, but may pay the cost 
that the parents otherwise would be required to pay; 

 
c. May not use a child’s benefits under a public benefits or insurance 

program if that use would -- 
 
  i. Decrease available lifetime coverage or any other insured benefit; 
 
  ii. Result in the family paying for services that would otherwise be  
   covered by the public benefits or insurance program and that are  
   required for the child outside of the time the child is in school; 
 
  iii. Risk loss of eligibility for home and community-based waivers,  
   based on aggregate health-related expenditures. 
 
4. Parents have the right, under FERPA and the IDEA, to withdraw their consent to 

disclosure of their child’s personally identifiable information to the agency 
responsible for the administration of the State’s public benefits or insurance 
program (e.g., Medicaid) at any time; and 

 
5. The withdrawal of consent or refusal to provide consent under FERPA and the 

IDEA to disclose personally identifiable information to the agency responsible for 
the administration of the State’s public benefits or insurance program (e.g., 
Medicaid) does not relieve the Ashford Public Schools of its responsibility to 
ensure that all required services are provided at no cost to parents. 

 
If you have any questions about the above information or related to the use of public 
benefits or insurance to provide or pay for IDEA services for your child, please contact  
Cynthia Ford, Director of Pupil Personnel Services. 
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Note:  Annually at the beginning of the school year and upon the enrollment of any 
child during the school year, school districts must notify parents of students enrolled 
in grades K - 8 in writing of the obligations pursuant to Conn. Gen. Stat. §10-184 to 
assure that such a student attends school regularly or to show that the child is 
elsewhere receiving equivalent instruction in the studies taught in the district’s 
public schools.  This notice may be used for this purpose.] 

 

SAMPLE NOTIFICATION REGARDING STUDENT ATTENDANCE* 

 
Regular and punctual student attendance is essential to the educational process. 
Connecticut General Statutes Section 10-184 provides that "[e]ach parent or other person 
having control of a child five years of age and over and under eighteen years of age shall 
cause such child to attend a public day school regularly during the hours and terms the 
public school in the district wherein such child resides is in session, unless such child is a 
high school graduate or the parent or person having control of such child is able to show 
that the child is elsewhere receiving equivalent instruction in the studies taught in the 
public schools.  The parent or person having control of a child seventeen years of age 
may consent, as provided in this section, to such child’s withdrawal from school.  Such 
parent or person shall personally appear at the school district office and sign a withdrawal 
form.  The school district shall provide such parent or person with information on the 
educational options available in the school system and in the community, and shall 
include an attestation on the withdrawal form from a guidance counselor or school 
administrator from the school that the district provided the parent (or person having 
control of the child) with information on the educational options available in the school 
system and community.  The parent or person having control of a child five years of age 
shall have the option of not sending the child to school until the child is six years of age 
and the parent or person having control of a child six years of age shall have the option of 
not sending the child to school until the child is seven years of age.  The parent or person 
shall exercise such option by personally appearing at the school district office and signing 
an option form.  The school district shall provide the parent or person with information 
on the educational opportunities available in the school system." 
 
In order to assist parents and other persons in meeting this responsibility, the Ashford 
Board of Education monitors unexcused student absences and makes reasonable efforts to 
notify parents or other persons by contacting them when a student fails to report to 
school.  State law provides that any person who, in good faith, gives or fails to give such 
notice shall be immune from any liability, civil or criminal, which might otherwise be 
incurred or imposed and shall have the same immunity with respect to any judicial 
proceeding which results from such notice or failure to give such notice.  The Board, 
therefore, must obtain a telephone number or other means of contacting parents or other 
persons during the school day. 
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 Please provide the following information and return the completed form, signed 
and dated to: 

      
      
      

 
************************************************************************ 

 
Student's Name:        
Address:        
        
        

 School/grade:       /    
Parent/Guardian's Daytime Telephone Number*:       
Parent/Guardian's Daytime Telephone Number*:       
Daytime Telephone Number* of 
Other Person Having Control 
of Student:   Relationship to Student:    

 
 *If no daytime telephone number is available, please specify other means by 
which school personnel may contact you during the school day.     
             

Signature:       

Date:         
 

[*Note: State law mandates notification only with regard to students in grades 
K-8.  Boards of Education are free, however, to extend the notification to 
parents of students at all grade levels.] 
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Ashford Board of Education 

Extraordinary Educational Experience Request Form 

Pursuant to guidelines from the Connecticut Department of Education, the Ashford Public 
Schools will consider certain extraordinary educational experiences to be excused absences.  In 
order for an experience to qualify as an extraordinary educational experience, the opportunity 
must be educational in nature and must have a learning objective specifically related to the 
student’s coursework or plan of study.  It is important to note that not all memorable and/or life 
experiences are considered extraordinary educational experiences for the purpose of an excused 
absence.  In order to qualify, the experience must be an opportunity not ordinarily available to 
the student. The experience must be grade and developmentally appropriate and the content of 
the experience must be highly relevant to the individual student.  Whether an experience fits the 
requirements of an extraordinary educational experience for the purpose of an excused absence is 
a determination within the discretion of the building principal or his/her designee. 

To request consideration of an experience as an extraordinary educational experience, the 
following form must be filled out, signed by the parent and student, and returned at least five (5) 
school days in advance of the date of the opportunity.  Please note that approval is not assured. 
Approvals are awarded on a case-by- case basis and are based on a number of factors.  An 
experience approved for one student does not guarantee that it will be approved for others. 

Name of Student ______________________________   Today’s Date ____________________ 

Title of Educational Opportunity __________________________________________________ 

Please describe the learning objective of the educational opportunity and how the objective is 
linked to the student’s coursework or plan of study (you may attach additional sheets): 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Date(s) of educational opportunity _________________________________________________ 

Dates and total number of days of planned absence ____________________________________ 

Signature of Parent ______________________  Signature of Student _____________________ 

******************************************************************************************************** 

For Office Use Only. Received by _________________ on ________.           Approved? Yes/No By ______________. 
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REFUSAL TO PERMIT ADMINISTRATION  
OF EPINEPHRINE FOR EMERGENCY FIRST AID 

 
 
Name of Child:_______________________ Date of Birth:_________________________ 
 
Address of Child: 
______________________________________________________________________ 
 
Name of 
Parent(s):_____________________________________________________________________ 
 
Address of 
Parent(s):___________________________________________________________________ 
(if different from child)  

Connecticut law requires the school nurse and other qualified school personnel in all public schools 
to maintain epinephrine in cartridge injectors (EpiPens) for the purpose of administering emergency 
first aid to students who experience allergic reactions and do not have a prior written authorization of 
a parent or guardian or a prior written order of a qualified medical professional for the administration 
of epinephrine. State law permits the  parent or guardian of a student to submit a written directive to 
the school nurse and school medical advisor that epinephrine shall not be administered to such 
student in emergency situations.  This form is provided for those parents who refuse to have 
epinephrine administered to their child.  The refusal is valid for only for the 20__-20__ school year. 
 
I, ________________________________, the parent/guardian of ___________________________,  
 Print name of parent/guardian                                 Print name of student 
 refuse to permit the administration of epinephrine to the above named student for purposes of 
emergency first aid in the case of an allergic reaction. 
 
_______________________________________________  __________________________ 
Signature of Parent/Guardian      Date 
 
 
Please return the completed original form to your child’s school nurse.  A copy of the signed 
and dated form must also be mailed to the school medical advisor, Dr. Ronald Kelly at 
Mansfield Pediatrics LLC, 12 Ledgebrook Dr. #A. Mansfield Center, CT 06250 
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ASHFORD BOARD OF EDUCATION 
Ashford, CT 

 
SUPERINTENDENT'S ANNUAL EVALUATION 

 
 

Name:__________________________________________Date:_________________  
 
Introduction: 
 
A sound evaluation program serves the best interests of both the Superintendent and Board.  At 
its best, a cooperative evaluation is proactive and serves to build a strong bond of needed trust 
and respect between the Board and Superintendent while it serves to guide and direct the 
activities of the Superintendent.  It is in this spirit that this evaluation program has been 
developed. 
 
The evaluation of the Superintendent is intended to be constructive.  It is designed to identify 
areas of strengths and areas where improvement can be beneficial.  The process also provides 
an opportunity for the Superintendent to update the Board on results achieved in reaching 
stated objectives. 
 
The evaluation process will be characterized by mutual goal setting with expectations and 
agreed upon outcomes expressed clearly.    
 

EVALUATION INSTRUMENT 
 

The evaluation of the Superintendent will be done in three (3) parts: 
 
Part I ------- COLLECTION OF DATA AND WRITTEN EVALUATION 
The Board will gather data by conducting interviews with members of the Ashford School 
community who have worked with the Superintendent during the evaluation period.  This 
feedback will be utilized to create the individual written evaluation by each of the Board 
members of the Superintendent's performance.  
 
Part II  ----- EVALUATION 
An evaluation statement summary of Board member evaluations regarding the performance of 
the Superintendent relative to the objectives set out for him by the Board.  This is to be 
accomplished by the Board chairman or a designated Board member. 
The Superintendent will submit objectives during the first 90 days of each contract year, and be 
agreed upon by the Board after group discussion and recommendations.  
 
Part III ----   REVIEW OF EVALUATION  
A joint meeting between the Superintendent and Board to review this evaluation. 
 
 
Definitions: OUTSTANDING   -      Performance significantly and consistently exceeds job 
                                                            requirements. 
 

COMMENDABLE - Performance often meets or exceeds job requirements. 
   

SATISFACTORY - Performance meets all requirements established for the job 
expected. 

  UNSATISFACTORY - Performance is below minimum level and improvement is 
     required as noted in the comments. 
  NOT OBSERVED        
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EVALUATION RUBRIC 
 
RUBRIC I: SUPERINTENDENT RELATIONSHIP WITH THE BOARD OF EDUCATION 

 
 
A. Quality and Quantity of Information to the Board on Issues, Needs and 
Operation of the School System 
       

Rating 
             

 O C S U NO 
1. Provides written and oral reports as required by law, regulation, or as 
requested by the Board of Education. 

 
 

    

2. Presents information to Board of Education in a timely and accurate 
manner.  

 
 

    

3. Develops research and statistical material needed by the Board of 
Education.  

 
 

    

4.  Presentations are concise and thorough.   
 

    

5. Informs the Board of Education about statutes and regulations that 
affect school district operation.  

 
 

    

6. Develops background information for agenda topics.     
 

    

      
  
Comments:  
 
 
 
 
 
 
B. Quality of Professional Advice and Recommendations to Board on Items 
Requiring Board Action. 

       
Rating 

             
 O C S U NO 

1. Brings appropriate issues to Board of Education for action.  
 

    

2. Willingness to recommend course of action and accept responsibility for 
such recommendations and consequent Board action. 

 
 

    

3. Presents optional courses of action, if requested by the Board of 
Education, relative advantages and disadvantages of each. 

 
 

    

      
Comments: 
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C. Interpretation and Execution of Board of Education Policy and Decisions. 
       

Rating 
             

 O C S U NO 
1. Provides written and oral reports as required by law, regulation, or  as 
requested by the Board of Education. 

 
 

    

2. Presents information to Board of Education in a timely and accurate 
manner.  

 
 

    

3. Develops research and statistical material needed by the Board of 
Education.  

 
 

    

4.  Presentations are concise and thorough.   
 

    

5. Informs the Board of Education about statutes and regulations which 
affect school district operation.  

 
 

    

6. Develops background information for agenda topics.     
 

    

      
Comments: 
 
 
 
 
 
 
D. Willingness and Ability to Resolve Areas of Disagreement with the Board of 
Education 

       
Rating 

             
 O C S U NO 

1. Recognizes areas of disagreement.  
 

    

2. Makes timely efforts to resolve problems.   
 

    

3. Deals with issues rather than personalities or other extraneous matters.   
 

    

4. Goes to the Board when he feels an honest, objective difference of 
opinion exists between him/her and any or all members of the Board in an 
earnest effort to resolve such differences. 

 
 

    

5. Bases his/her position with regard to matters discussed by the Board 
upon principle and is willing to maintain that position with regard for its 
popularity until and official position has been reached, after which time 
he/she supports the decision of the Board, as long as he/she remains in its 
employ. 

 
 

    

6. Seeks and accepts constructive criticism.     
 

    

      
 
Comments: 
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RUBRIC II:  COMMUNITY RELATIONS 
 
A. Communication and Relationships 
 

Rating 
             

 O C S U NO 
1. Communicates effectively with and maintains effective relationships 
between the school and local community leaders, organizations, agencies, 
parents and other citizens. 

 
 

    

2. Openness to suggestions and advice from community leaders, 
organizations and agencies. 

 
 

    

3.  Development of school/community activities.  
 

    

4.  Appropriate involvement of parents and other citizens in school 
operation. 

 
 

    

5.  Provision of school services to the community.  
 

    

6. Develops friendly and cooperative relationships with news media.   
 

    

7. Gains respect and support of the community. 
 

     

8. Maintenance of working relationship with the State Department of 
Education, CABE, CAPSS, EASTCONN, LEARN, and other educational 
organizations. 

     

9. Is open and sensitive to community concerns and desires about the 
educational system. 

     

10.  Collaborates with other school districts to creatively utilize and share 
resources. 

     

11.  Use of newsletters and other means of written communication with 
the public. 

     

12.  Recognition and use of school activities as opportunities for effective 
public relations. 

     

13.  Communicates effectively with parents and is receptive to their 
concerns and feedback. 

     

      
 
Comments: 
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RUBRIC III: STAFF AND PERSONNEL RELATIONSHIPS 
 
A. Recruitment and Selection 
            

Rating 
             

 O C S U NO 
1. Broad base of recruitment and selection.  

 
    

2. Systematic and thorough check of references.   
 

    

3. Makes recommendations for employment or promotion of personnel in 
writing and with supporting data; and accepts responsibility for 
recommendations.  If the recommendation is not accepted by the Board, 
willingly finds another person to recommend.  

 
 

    

4. Encourages staff input in decision making.  
 

    

5. Quality and success of staff recruited and selected.  
 

    

      
 
Comments: 
         
 
 
 
 
B.  Professional Development 
  

Rating 
             

 O C S U NO 
1. Quality and amount of staff development and in-service programs.  

 
    

2. Provision of central office staff training and experiences for greater 
responsibilities and for professional advancement. 

 
 

    

3.  Provides a program for continuing growth and professional development 
of teachers that encourages improvement. 

 
 

    

4. Maintenance of appropriate personnel records and data.  
 

    

      
 
Comments: 
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C. Evaluation of Staff 

Rating 
             

 O C S U NO 
1. Provision and use of systematic teacher and administrator evaluation.  

 
    

2. Treats all personnel fairly, without favoritism or discrimination, while 
insisting on performance of duties. 

 
 

    

3. Provision and use of systematic evaluation of other employees, which is 
then discussed with the employee. 

 
 

    

4. Provision of assistance for staff members’ professional development and 
to correct deficiencies noted in evaluations. 

 
 

    

5. Information to Board of Education, within constraints of statues, or staff 
problems and weaknesses. 

 
 

    

6. Willingness to take action to remove staff members who do not meet 
district standards. 

     

      
 
Comments: 
         
 
 
 
 
 
D.  Staff Communication and Relations 
 

Rating 
             

 O C S U NO 
1. Regular meetings with staff members.  

 
    

2. Delegation of authority and sharing of responsibility for educational and 
professional tasks. 

 
 

    

3. Communicates effectively with staff.  
 

    

4. Availability to staff.  
 

    

5. Development of staff confidence and respect.  
 

    

6.  Accepts responsibility for maintaining liaison between the Board and 
personnel, working towards a high degree of understanding and respect 
between the staff and the Board. 

     

7.  Number and kinds of grievances submitted and handling of grievances.      
      

 
Comments: 
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RUBRIC IV: INSTRUCTIONAL PROGRAM       

Rating 
             

 O C S U NO 
1. Keeps Board informed of current curriculum trends.  

 
    

2. Provision of adequate, up-to-date curriculum for subjects and grade 
levels which meets Board goals and objectives.  

 
 

    

3. Provision and implementation of program suitable for variety of pupil 
needs. 

 
 

    

4. Educates and motivates staff in curriculum implementation.  
 

    

5. Supervision of staff.  
 

    

6. Creates an educational climate that fosters staff creatively and 
involvement and promotes good staff morale. 

     

7. Analysis of curriculum deficiencies and recommendations for 
improvements. 

     

      
 
Comments: 
         
 
   
      
 
 
RUBRIC V: FACILITIES MANAGEMENT 

 
Rating 

             
 O C S U NO 

1. Keeps informed on facility needs. (equipment and supplies)  
 

    

2. Insures proper maintenance and cleanliness of facility.  
 

    

3. Promotes use of facility.   
 

    

      
 
Comments: 
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RUBRIC VI: FISCAL MANAGEMENT 
 

Rating 
             

 O C S U NO 
1. Accurate and complete record keeping and reporting.  

 
    

2. Effective requisitioning and purchasing system.   
 

    

3. Analyzes current financial condition of the District and proposes to the 
Board long-range financial needs and proposals.  

 
 

    

4.  Involves the Board in the initial planning of the budget.  
 

    

5. Prepares a detailed district budget, interprets and presents it to the 
Board of adoption. 

 
 

    

6.  Administers the budget and keeps expenditures within limits.      
      

 
Comments: 
         
   
 
 
 
 
RUBRIC VII:  PROFESSIONAL QUALITIES 

Rating 
             

 O C S U NO 
1. Maintains high standards of ethics, honesty, integrity and fairness in all 
personal and professional matters.   
 

 
 

    

2. Defends principle and conviction in the face of pressure and partisan 
influence.   

 
 

    

3. Demonstrates an ability to work with individuals and groups.  
 

    

4. Willingess and ability to listen, learn, and understand other views.   
 

    

5. Speaks well in front of large and small groups, expressing his/her ideas in 
a logical and forthright manner.   
 

 
 

    

6. Demonstrates poise and personal stability.       
7. Devotion of time and energy to the position.      
8. Thoroughness in completion of tasks.      
9.  Willingness and ability to accept responsibility for decisions.      
10. Communicates effectively with staff members, Board  and the public.      
11. Maintains professional development.      

      
 
Comments: 
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ADDITIONAL COMMENTS NOT ADDRESSED BY RUBRIC: 
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