
 Ashford Board of Education 
Regular Meeting Minutes – February 1, 2018 

7:00 p.m. 
District Office Conference Room  

 
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  
Board Chair J. Lippert called the meeting to order at 7:11 pm. The meeting was relocated to the media 
center to accommodate a number of audience members.  Present were members S. Gamache, J. Urban, L. 
Donegan, J. Calarese, and M. Matthews.  Also present were Superintendent Dr. J. Longo, Business 
Manager L. Dyer, Principal T. Hopkins and recording secretary J. Barsaleau. Unable to attend was 
member K. Warren. Present in the audience were K. Kouatly, R. Haeger, K. Johnston, M. McDonough, 
K. Rourke, K. Samperi, D. Backhaus, J. Zotti, S. Makuch, A. Garrison, E. Turcotte, and Chronicle 
reporter C. Galvin.       
Communications 
None 
Opportunity for Public Comment 
R. Haeger asked how the administration will cover substitute needs given the reduction in Object 113 of 
the budget.  Might teachers have to cancel classes in order to cover others, and how would that affect 
students, lessons and curriculum?  Mrs. Haeger feels that window replacement in year 3 of the capital 
plan is more important than a ceiling in the library, and asked if it is possible to consider some reductions 
in special education versus reductions that affect the general population? 
K. Kouatly stated her concern about staff reductions and the message that it sends to potential applicants? 
She loves our teachers and they need job security. She also asked for an explanation of the STRIVE 
program and feels that students moving up to grade 2 next year would do fine in two classrooms. 
K. Rourke questioned the different format of the draft budget document.  She also addressed concern that 
high school students are having difficulties and she recommends no reductions in middle school staffing. 
Ashford does a great job but there is more to do in preparing students for high school. 
Approval of Minutes: 01/18/2018 
Members briefly discussed the motion concerning international travel and the capital projects list. 
Motion by M. Matthews to approve the special meeting minutes of 01/18/2018, motion seconded by J. 
Calarese and carried unanimously. 
New Business  
a.  Authorization to Submit Primary Mental Health Program Grant Application 
This grant requires board of education authorization prior to submission.  M. McDonough gave an 
overview of the activities supported by this grant, known to our school as KARE (Kids Are Really 
Exceptional). These activities include WINGS, Flight School and Motor Group. The grant request cannot 
exceed $20,000 and a minimum of $5,000 is required to be funded by the Board of Education. 
Motion made by J. Calarese to authorize the submission of the Primary Mental Health Program Grant 
application.  Motion seconded by L. Donegan and carried unanimously. 
b.  Approval of 2018-2019 Ashford School Calendar 
A draft of the SY 2018-2019 calendar was in the agenda packet. Dr. Longo explained that this draft 
moves most professional development days to August. It has been difficult in terms of weather related 
cancellations impacting the continuity of education the past year or two.  The board supports a calendar 
with fewer long weekends created by professional development days, citing difficulties for families to 
find childcare. Mr. Hopkins spoke of the advantages of this calendar in terms of staff training over 
consecutive days as opposed to those more randomly spaced in the calendar and the instructional 
consistency is better for students. Dr. Longo asked there be no action taken this evening, the calendar is 
being reviewed by the teacher’s union (AEA) and distributed to the non-certified union (MEUI) for 
review.   
c.  First Reading of Policies: (Series 4000: Abuse or Neglect of Disabled Adults; Series 4000: Child Abuse, Neglect and Sexual  
       Assault Reporting; Series 4000: Employment Checks) 
Strike out or redline versions of these policies were provided by counsel. Changes to these existing 
policies stem from legislative activity, and revisions to state/federal statutes.  
Motion made by J. Calarese to accept first reading of the Series 4000 policies as presented by board 
counsel. Motion seconded by J. Urban and carried unanimously.  
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Old Business 
a.  Friar & Associates Master Plan Update  
Dr. Longo has contacted Mike Sorano of Friar & Associates.  Mr. Sorano has attempted to contact 
Andrew Brydges of Eversouce to follow up on their presentation to the board in December. The board 
cannot consider pursuit of potential funding opportunities for energy savings and energy improvements 
with the Town until more information is provided.  Ms. Matthews stated she would contact Susan 
Eastwood.   Brief conversation followed concerning the Capital Projects Committee meeting on 1/31, 
there is another meeting scheduled for 2/7.  
 
Business manager L. Dyer requested that FY 18 budget transfers be added to the agenda. 
Motion made by M. Matthews to add FY 18 budget transfers to the agenda as item 6b, and move FY 19 
Budget Deliberations to item 6c.  Motion seconded by L. Donegan and carried unanimously.  
FY 18 Budget Transfers 
Mrs. Dyer distributed a short list of budget transfers totaling $24,500.  Brief discussion followed, noting 
that the first transfers on the list are in reverse order. (transfers attached) 
Motion made by J. Calarese to approve two line items budget transfers totaling $24,500. $2,000 from 
Accounting Clerks to BOE Meeting Stipend; and $22,500 from Regular Transportation to 
Outplacement Tuition.  Motion seconded by J. Urban and carried unanimously. 
FY 19 Budget Deliberations 

• Dr. Longo addressed the reduction in the substitute line as representative of normal costs of 
coverage, do not anticipate any long-term needs. Mr. Hopkins addressed how subs are assigned 
when there is a shortage in the building, including reassignment of paras and fellow teachers who 
may have a free period. 

• Mrs. Dyer stated that the staff reduction referred to by Mrs. Kouatly is a paraprofessional position 
due to student graduation.  Dr. Longo noted that the Director of Pupil Personnel reviewed her 
budget and was able to identify $23,000 in reductions and 1.0 FTE has been eliminated in the 
district office.  

• Mr. Hopkins explained that STRIVE (Students Taking Responsibility for Innovation, Venutre 
and Exploration) is our program for gifted students which pairs students with a faculty mentor. If 
there are two teachers in grade 2 next year, .5 FTE staff can be reallocated to this program and to 
help out middle school students. 

• Dr. Longo recalled past conversations calling for a survey of graduated students and their 
preparedness for high school. Mr. Hopkins has met with E.O. Smith’s principal and he welcomes 
the idea.  Grade 7/8 teachers helped formulate survey questions and current grade 9/10 high 
school students will participate. In terms of preparedness and students struggling, a weakness in 
lab preparedness was identified and has been rectified.   

• Dr. Longo asked that the board review the 3.28% budget, recommending no reductions citing that 
the need to consult with the chairs of the boards of finance and selectmen to gauge support for our 
budget. It would be premature to discuss any drastic reductions or changes.  

• Mrs. Dyer distributed updated budget pages to members. She also discussed financial software 
and that two vendors originally considered are no longer in business. Upgrading BMSI makes 
sense.   

Dr. Longo spoke of things that the school goes without. But, we have teachers and staff who go the extra 
mile, administrators who go above and beyond to keep morale high, a real “esprit de corps”.  He believes 
that talking about staff reductions will benefit no one and only cause fear and insecurity in our school.  
BOE Subcommittee Worksessions (7:30 pm – 8:15 pm) 
a.  Cafeteria 
b.  Personnel 
Subcommittee Worksession Summary to Board 
Motion by J. Calarese to waive subcommittee worksessions and worksession summaries to the board, 
and add cafeteria report to the agenda. Motion seconded by J. Urban and carried unanimously. 
 
 
 
 
 



 
 
Ashford Board of Education – Page 2 of 3 
Regular Meeting Minutes – February 1, 2018 

 
 
Cafeteria Report (attached) 
Ms. Gamache and Ms. Matthews visited the cafeteria on 1/22/18 to meet staff and have lunch with 
students. Ms. Matthews noted that cafeteria staff are very inspired, and have a lot of great ideas, including 
recycling and composting. Ms. Gamache provided a written report of the visit, which prompted 
discussion of various ideas, thoughts and suggestions made by students and staff alike.   
Next Meeting Date/Agenda Items 
2018-2019 calendar approval; project-based learning presentation, administrative reports, superintendent 
evaluation, negotiations, approve FY 19 budget, Friar & Associates update. 
Second Opportunity for Public Comment 
Mrs. Haeger sought clarification that while budget options were not presented this evening, options will 
be discussed publicly before a board vote.  She also noted that after meeting with Mr. Hopkins, she now 
understands why we have the number of administrators we have and that should be explained to the 
public as there are many who think administration is “top-heavy”.  
Dr. Longo suggested creating a list  of frequently asked questions explaining the role of administrators. 
Mrs. Kouatly suggested re-wording the explanation of substitutes in Object 113.  She also spoke of the 
board keeping a wish list on the website and inquired about a survey of parents concerning high school 
transition issues.  
Superintendent Evaluation (Executive Session Anticipated) 
Motion made by S. Gamache to postpone Superintendent Evaluation, seconded by M. Matthews and 
carried unanimously. 
 

 
Motion to adjourn the meeting (9:37 pm) made by S. Gamache, seconded by M. Matthews and carried 
unanimously. 
 
 
 
Recorded by:   
 
 
 
Jennifer Barsaleau, Recording Secretary 
 
 
 
 
 
 
   
  
  
   
 
 
   
 
  
 



























 Ashford Board of Education 
Regular Meeting Minutes – January 18, 2018 

7:00 p.m. 
District Office Conference Room  

 
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  
Chairperson J. Lippert called the meeting to order at 7:02 pm. Present were members K. Warren,  
L. Donegan, J. Calarese, J. Urban, S. Gamache and M. Matthews. Others present were Superintendent Dr. 
J. Longo, Principal T. Hopkins, Business Manager L. Dyer and recording secretary J. Barsaleau. Present 
in the audience were R. Haeger, G. Bean, M. Caye, S. Morytko. Also present were teachers J. Zotti, C. 
Imhoff and K. Craven.  
German American Partnership Program (K. Craven, C. Imhoff) 
Teachers Kate Craven and Carly Imhoff presented more information concerning the German Exchange 
partnership that was brought forward at the 12/21/17 meeting. They shared a powerpoint presentation of 
the Einstein Gymnasium, the school that Ashford would partner with. This would be a long-term 
collaborative exchange that consists of virtual classroom exchanges, group projects and ultimately travel 
to Germany for two weeks. This program aligns with our school’s “Habits of Mind,” global competencies 
and United Nations sustainable development goals. This exchange involves students in grades 6-8 and is 
sponsored by the United States State Department with much of the travel cost subsidized by the 
government. Grant funds will be sought to help defray any other costs.  Travel is reciprocal and students 
will stay with host families and attend school approximately 10 days of the two weeks they are in the host 
country. At this time, two teachers and 11 students from Ashford School would be involved with the 
German American Partnership Program (GAPP). 
Motion made by L. Donegan to authorize and endorse international travel for Ashford students with a 
plan for international travel, best practices, and a Board policy to be prepared by counsel.   Motion 
seconded by K. Warren and carried unanimously.  
Confidential employee-client privileged communication from counsel concerning international travel was 
distributed to each board member.  Members are asked to review the documents before the next meeting. 
Communication 

• Chair J. Lippert received email communications from parent Christina Davis asking the BOE to 
consider Safe Stop, a bus route GPS tracking application.  Mr. Lippert asked the administration to 
follow up. 

• Chair J. Lippert received an email from the Region 19 superintendent concerning a recent 90 -
minute delay called by the high school as a result of bus operations being affected by extreme 
cold.  Mr. Lippert noted that Ashford’s buses were on schedule when that delay was called and 
wished to thank our drivers and mechanic for their efforts in making sure our vehicles are 
prepared and ready to go.  

• The board received a copy of an email sent to Dr. Longo and Mr. Hopkins from the Executive 
Board of the CT Council of Language Teachers naming Ashford teacher Rebecca Aubrey as its 
Language Teacher of the Year.  Ms. Aubrey will be honored at the Northeast Conference on the 
Teaching of Foreign Language in New York, NY in March.  The Board acknowledged Ms. 
Aubrey’s accomplishments and contributions to our school and are very proud that an Ashford 
Teacher was recognized as a state Teacher of the Year.  Ms. Aubrey will attend a future board 
meeting to discuss project-based learning.  Information on PBL was distributed.  

Opportunity for Public Comment 
R. Haeger reminded the board of past suggestion to survey parents and recent graduates of Ashford 
School concerning their experiences at our school and preparedness for high school. She feels this 
feedback is an important tool to maintain and better our school.  Mrs. Haeger suggested the board might 
consider audio visual recording of its meetings.  
Approval of Minutes: 12/21/2017 
Motion made by L. Donegan to approve the minutes of 12/21/2017 with the following corrections: 

• Page 1, Call to Order, second line, the word “as” should be “and”; 
• Page 1, Communications: the word “as” in the motion by J. Calarese should be “add”; 
• Page 1, District Reports, 3rd bullet, strike the word “that” in first line; 
•  
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• Page 2, First Reading: Policies….strike the word “by” in first line. 
Motion seconded by J. Urban and carried with two abstentions (S. Gamache, M. Matthews).   
Superintendent Report – Regionalization 
Dr. Longo reviewed his report.  He has been meeting with Willington’s superintendent to discuss a wide 
range of ideas from sharing of programs to school construction and he will discuss it with the first 
selectman. Website updates will continue to be investigated, and financial software will be discussed with 
the Town. 
New Business 
a. CABE/CAPSS Convention Report 
Mr. Hopkins and Ms. Matthews attended the convention in November. Both attendees found it a very 
useful and beneficial experience. Ms. Matthews would like the board to concentrate on BOE 
responsibilities, vision, values, goals, mission and purpose. The board needs to prioritize its work, are we 
accomplishing goals?  How do we get from good to great?  Mr. Hopkins distributed materials from the 
sessions he attended, and spoke highly of the session, “Funding Innovation through a LEAN Mindset.” 
b. Staff Appointment 
Motion made by L. Donegan to accept the recommendation of the custodial interview committee and  
appoint Jason Link to the position of a 20-hour part-time custodian. Motion seconded by S. Gamache 
and carried unanimously.  
c.  MEUI Negotiations Planning 
Dr. Longo has reached out to Theo Horesco, MEUI representative for non-certified union negotiations.  It 
is hoped that negotiations will begin in February. Dr. Longo will forward a copy of the current collective 
bargaining agreement to BOE members for review and if there are ideas/input, they should be forwarded 
to him.  
d.  FY 18 Budget – Approval of Budget w/Revised Account Codes per Educational Finance System 
Mrs. Dyer distributed the FY 18 approved budget with the restructured account codes as required by the 
state. Mrs. Dyer noted recent technical difficulties with our accounting program, which has been 
addressed by the vendor. Discussion followed concerning restructuring of account codes. 
Motion made by J. Urban as follows: Due to new account structure that was required by the state for 
new EFS reporting, and creation of several additional special education benefit accounts for reporting 
compliance, and overall restructure of several accounts, the Ashford Board of Education approves the 
line adjustments as presented in the year to date budget report dated 1/23/18.  Motion seconded by M. 
Matthews and carried unanimously.  
e.  Friar & Associates Capital Improvement/Master Plan Proposal 
Friar & Associates Architects had provided a proposal in November to assist the Board in creating a 
capital improvement and master plan for Ashford School.   
Motion made by M. Matthews to authorize the Superintendent to sign the proposal of Friar & 
Associates dated 11/2/17. Motion seconded by L. Donegan and carried unanimously. 
New Business 
a.  FY 19 Budget 
1.  Review/Revise Capital Improvement Plans 
2.  Budget Calendar 
Dr. Longo presented a draft of the five-year plan for capital improvement.  Discussion followed 
concerning the zero interest energy loan.  Friar & Associates will be reviewing their facility study and the 
2016 energy assessment to help identify priorities. The board accepted the five year plan as presented.   
FY 19 capital requests with cost estimates must be ready for a capital projects committee meeting on 
1/31.  Dr. Longo will follow up with Eversource.   
b. Second Reading: Policies Revised by Counsel 
The policies that were distributed for review by for adoption are as follows: 

• Series 1000:  Non-Discrimination (Community) 
• Series 4000:  Non-Discrimination (Personnel) 
• Series 5000:  Non-Discrimination (Students) 
• Series 5000:  Student Records (FERPA) and FERPA Notification 

Motion made by L. Donegan to approve the policies as presented and prepared by counsel.  Motion 
seconded by M. Matthews and carried unanimously. 
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Next Meeting Date/Agenda Items 
There will be a special meeting on 1/25/18 for FY 19 budget worksession. 
The next regular meeting is 2/1/18. Agenda to include, international travel follow up, FY 19 budget, 
cafeteria and personnel committee break out sessions, board Mission/Goals. 
Second Opportunity for Public Comment 
M. Caye confirmed the special meeting date and asked about availability of the first draft of the FY 19 
budget.  She suggested there be short-term discussions about regionalization or sharing of services and 
expressed concern about student safety issues of GPS bus route application.   
S. Morytko addressed Ashford students traveling to Germany, asking what was Ashford’s obligation in 
terms of resources.  Member L. Donegan responded that it has been her experience that there is more 
impact on the host families rather than the school.   
Review of Superintendent Evaluation Instrument (Executive Session Anticipated) 
Tabled by mutual consent. 
 
 
Motion to adjourn the meeting (9:50 pm) made by M. Matthews, seconded by K. Warren and carried 
unanimously. 
 
 
 
Recorded by:   
 
 
 
Jennifer Barsaleau, Recording Secretary 
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TOPIC AREA 
 
The focus of this grant is on the implementation of the general education, school-based early 
detection and intervention program, Primary Project, that serves children primarily in 
kindergarten through Grade 3.  Primary Project participants have been identified as being at risk 
of developing behavior issues or school adjustment difficulties.  Continuing districts are 
encouraged to implement complementary mental health components to enhance the impact of 
Primary Project. 
 
 
APPLICATION PRIORITIES 
 
Preference will be granted according to the following criteria: 
 

1. Applicants who have never before been awarded funding to support PMHP activities will 
receive a bonus of five points in the proposal scoring. 
 

2. Districts that indicate in their proposal how Primary Project will create opportunities for 
parent involvement and support components that exceed the minimum requirements will 
receive up to a bonus of five points in the proposal scoring. 
 

3. Districts that provide evidence of future stability of the program and its personnel through a 
continuation plan that includes explicit school board support for the continued 
implementation of Primary Project will receive a bonus of five points in the proposal scoring. 
 

4. Priority school districts that apply will be awarded a five-point bonus in the proposal scoring. 
 

5. Alliance school districts that apply will be awarded a five-point bonus in the proposal 
scoring. 

 
 
PRIORITY AND ALLIANCE SCHOOL DISTRICTS 
 
In 1984, the Priority School District Grant Program was initiated by section 10-266p of the 
C.G.S.  In 2012, the Alliance District program pursuant to C.G.S. 10-262u established a unique 
and targeted funding program for Connecticut’s 33 lowest-performing districts.  
 
The goal of these programs is to assist Connecticut school districts with the greatest 
demonstrated academic need to improve student achievement and enhance educational 
opportunities.   
 
Therefore, districts identified pursuant to Sections 10-266p and 10-262u of the C.G.S. are 
particularly encouraged to apply for the grant included in this request for proposals.   
 
 
APPLICATION REQUIREMENTS 
 
To be considered for funding, all applicants must submit an original plus four copies of the 
application.  The original must bear an original signature of the official legally authorized to 
apply on behalf of the board of education.  This official must sign both the cover page of the 
application and statement of assurances.  Applications must follow the format prescribed in this 
document.   
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       Series 4000 
       Personnel 

 
REPORTS OF SUSPECTED ABUSE OR NEGLECT OF ADULTS WITH AN 

INTELLECTUAL DISABILITY OR AUTISM SPECTRUM DISORDER 
 
 Section 46a-11b of the Connecticut General Statutes requires that certain school 
personnel report any suspected abuse or neglect of persons between eighteen (18) and 
sixty (60) years of age who: 1) have an intellectual disability or 2) receive funding or 
services from the Department of Social Services’ (“DSS”) Division of Autism Spectrum 
Disorder Services.  In furtherance of this statute and its purpose, it is the policy of the 
Board of Education to require ALL EMPLOYEES of the Board of Education to comply 
with the following procedures in the event that, in the ordinary course of their 
employment or profession, they have reasonable cause to suspect that a person with an 
intellectual disability or an individual receiving funding or services from DSS’ Division 
of Autism Spectrum Disorder Services between eighteen (18) and sixty (60) years of age 
has been abused or neglected. 
 
1. Scope of Policy 

 
 This policy applies not only to employees who are required by law to report 

suspected abuse and/or neglect of adults with intellectual disabilities, but also to 
ALL EMPLOYEES of the Board of Education. 

 
2. Definitions 
 

For the purposes of this policy: 
 
 "Abuse" means the willful infliction of physical pain or injury or the willful 

deprivation by a caretaker of services which are necessary to the person's health 
or safety.   

 
 "Neglect" means a situation where a person with an intellectual disability either is 

living alone and is not able to provide for himself or herself the services which are 
necessary to maintain his or her physical and mental health, or is not receiving 
such necessary services from the caretaker. 

 
 "Statutory Mandated Reporter" means an individual required by Conn. Gen. Stat. 

Section 46a-11b to report suspected abuse and/or neglect of adults with 
intellectual disabilities.  In the public school context, the term "statutory mandated 
reporter" includes teachers, school administrators, school guidance counselors, 
paraprofessionals, registered or licensed practical nurses, psychologists, social 
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workers, licensed or certified substance abuse counselors, mental health 
professionals, physical therapists, occupational therapists, dental hygienists, 
speech pathologists, and licensed professional counselors.   

 
3. Reporting Procedures for Statutory Mandated Reporters  
 
 If a statutory mandated reporter has reasonable cause to suspect or believe that 

any person with an intellectual disability, or any individual who receives funding 
or services from DSS’ Division of Autism Spectrum Disorder Services, between 
eighteen (18) and sixty (60) years of age has been abused or neglected, the 
mandated reporter shall, as soon as practicable, but not later than seventy-two (72) 
hours after having reasonable cause to suspect abuse or neglect, make an oral 
report to the Director of the Office of Protection and Advocacy for Persons with 
Disabilities.  : 

 
  Abuse Investigation Division 
  Department of Developmental Services (“DDS”)  
  460 Capitol Avenue 
  Hartford, Connecticut 06106 
  Telephone: 1-844-878-8923 
 
 The statutory mandated reporter shall also immediately notify the Superintendent.  
 
 Such initial oral report shall be followed by a written report to the Director of the 

Office of Protection and Advocacy for Persons with DisabilitiesAbuse 
Investigation Division of DDS not later than five calendar days after the initial 
oral report was made, and a copy of any written report shall be given to the 
Superintendent. 

 
4. Reporting Procedures for Non-Statutory Mandated Reporters  
 

The following procedures apply only to employees who are not statutory 
mandated reporters, as set forth above.   

 
a) If an employee who is not a statutory mandated reporter has reasonable 

cause to suspect that any person with an intellectual disability, or any 
individual who receives funding or services from the DSS’ Division of 
Autism Spectrum Disorder Services, between eighteen (18) and sixty (60) 
years of age has been abused or neglected, the following steps shall be 
taken. 

 
(1) The employee shall as soon as practicable, but not later than 

seventy-two (72) hours after having reasonable cause to suspect 
abuse or neglect, make an oral report by telephone or in person to 
the Superintendent of Schools or his/her designee, to be followed 
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by an immediate written report to the Superintendent or his/her 
designee. 

 
(2) If the Superintendent or his/her designee determines that there is 

reasonable cause to suspect or believe that any person with an 
intellectual disability, or any individual who receives funding or 
services from the DSS’ Division of Autism Spectrum Disorder 
Services, between eighteen (18) and sixty (60) years has been 
abused or neglected, the Superintendent or designee shall cause 
reports to be made in accordance with the procedures set forth for 
statutory mandated reporters, set forth above. 

 
b) Nothing in this policy shall be construed to preclude an employee from 

reporting suspected abuse and/or neglect of adults with intellectual 
disabilities, or any individual who receives funding or services from the 
DSS’ Division of Autism Spectrum Disorder Services, directly to the 
Office of Protection and Advocacy for Persons with DisabilitiesAbuse 
Investigation Division of DDS. 
 

5. Contents of Report 
 
 Any oral or written report made pursuant to this policy shall contain the following 

information, if known: 
 
 a) the name and address of the allegedly abused or neglected person; 
 
 b) a statement from the reporter indicating a belief that the person is 

intellectually disabled or receives funding or services from the DSS’ 
Division of Autism Spectrum Disorder Services, together with information 
indicating that the person is unable to protect himself or herself from 
abuse or neglect; 

 
 c) information concerning the nature and extent of the abuse or neglect; and, 
 
 d) any additional information that the reporter believes would be helpful in 

investigating the report or in protecting the person with an intellectual 
disability or who receives funding or services from the DSS’ Division of 
Autism Spectrum Disorder Services. 

 
 
 
 
6. Investigation of the Report 
 
 If the suspected abuser is a school employee, the Superintendent shall thoroughly 

investigate the report, and shall, to the extent feasible, endeavor to coordinate any 
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such investigation with the investigation conducted by the Office of Protection 
and Advocacy for Persons with DisabilitiesAbuse Investigation Division of DDS.  

 
 The Superintendent's investigation shall include an opportunity for the suspected 

abuser to be heard with respect to the allegations contained within the report.  
During the course of an investigation of suspected abuse by a school employee, 
the Superintendent may suspend the employee with pay or may place the 
employee on administrative leave with pay, pending the outcome of the 
investigation. 

 
 If the investigation by the Superintendent and/or the Office of Protection and 

AdvocacyAbuse Investigation Division of DDS produces evidence that a person 
with an intellectual disability, or any individual who receives funding or services 
from the DSS’ Division of Autism Spectrum Disorder Services, has been abused 
by a school employee, the Superintendent and/or the Board, as appropriate, may 
take disciplinary action, up to and including termination of employment. 

 
7. Delegation of Authority by Superintendent   
 
 The Superintendent may appoint a designee for the purposes of receiving and 

making reports, notifying and receiving notification, or investigating reports 
pursuant to this policy. 

 
8. Disciplinary Action for Failure to Follow Policy   
 
 Any employee who fails to comply with the requirements of this policy shall be 

subject to discipline, up to and including termination of employment. 
 
9. Non-discrimination Policy 
 
 The Board of Education shall not discharge or in any manner discriminate or 

retaliate against any employee who, in good faith, makes a report pursuant to this 
policy, or testifies or is about to testify in any proceeding involving abuse or 
neglect. 
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REPORTS OF SUSPECTED ABUSE OR NEGLECT OF CHILDREN OR 

SEXUAL ASSAULT OF STUDENTS BY SCHOOL EMPLOYEES 
 

 Conn. Gen. Stat. Section 17a-101 et seq. requires school employees who 
have reasonable cause to suspect or believe (1) that any child under eighteen has 
been abused or neglected, has had a nonaccidental physical injury, or injury which 
is at variance with the history given of such injury, or has been placed at 
imminent risk of serious harm, or (2) that any person who is being educated by 
the technical high school system or a local or regional board of education, other 
than as part of an adult education program, is a victim of sexual assault, and the 
perpetrator is a school employee, to report such suspicions to the appropriate 
authority. In furtherance of this statute and its purpose, it is the policy of the 
Board of Education to require ALL EMPLOYEES of the Board of Education to 
report suspected abuse and/or neglect, nonaccidental physical injury, imminent 
risk of serious harm, or sexual assault of a student by a school employee, in 
accordance with the procedures set forth below.   
 

1. Scope of Policy 
 

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

 
2. Definitions 
 

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

3. What Must Be Reported 
 

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

  
i) has been abused or neglected; 
 
ii) has had nonaccidental physical injury, or injury which is at 

variance with the history given for such injury, inflicted 
upon him/her;  

 
iii) is placed at imminent risk of serious harm; or 
 

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

 
i) sexual assault in first degree; 
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ii) aggravated sexual assault in the first degree; 
 
iii) sexual assault in the second degree; 
 
iv) sexual assault in the third degree; 
 
v) sexual assault in the third degree with a firearm; or 
 
vi) sexual assault in the fourth degree. 
 

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

 
 c) The suspicion or belief of a Board employee may be based on factors 

including, but not limited to, observations, allegations, facts or statements 
by a child or victim, as described above, or a third party.  Such suspicion 
or belief does not require certainty or probable cause. 

 
4. Reporting Procedures for Statutory Mandated Reporters 
 
 The following procedures apply only to statutory mandated reporters, as defined 

above. 
 

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

 
(1) The employee shall make an oral report as soon as practicable, but 

not later than twelve (12) hours after having reasonable cause to 
suspect or believe that a child has been abused or neglected or 
placed at imminent risk of serious harm, or is a victim of sexual 
assault by a school employee.  Such oral report shall be made by 
telephone or in person to the Commissioner of Children and 
Families or the local law enforcement agency.  The Department of 
Children and Families has established a 24 hour Child Abuse and 
Neglect Careline at 1-800-842-2288 for the purpose of making 
such oral reports. 

 
(2) The employee shall also make an oral report as soon as practicable 

to the Building Principal or his/her designee, and/or the 
Superintendent or his/her designee.  If the Building Principal is the 
alleged perpetrator of the abuse/neglect or sexual assault of a 
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student, then the employee shall notify the Superintendent or 
his/her designee directly. 

 
(3) In cases involving suspected or believed abuse, neglect, or sexual 

assault of a student by a school employee, the Superintendent or 
his/her designee shall immediately notify the child's parent or 
guardian that such a report has been made. 

 
(4) Not later than forty-eight (48) hours after making an oral report, 

the employee shall submit a written report to the Commissioner of 
Children and Families or the Commissioner’s designee containing 
all of the required information. The written report should be 
submitted on the DCF-136 form or any other form designated for 
that purpose. 

 
(5) The employee shall immediately submit a copy of the written 

report to the Building Principal or his/her designee and to the 
Superintendent or the Superintendent's designee. 

 
(6) If the report concerns suspected abuse, neglect, or sexual assault of 

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

 
5. Reporting Procedures for Employees Other Than Statutory Mandated Reporters 
 

The following procedures apply only to employees who are not statutory 
mandated reporters, as defined above. 
 
a) When an employee who is not a statutory mandated reporter and who, in the 

ordinary course of the person’s employment or profession, has reasonable 
cause to suspect or believe that a child has been abused or neglected or 
placed at imminent risk of serious harm, or is a victim of sexual assault by a 
school employee, as described in Paragraph 3, above, the following steps 
shall be taken. 

 
(1) The employee shall make an oral report as soon as practicable, but 

not later than twelve (12) hours after the employee has reasonable 
cause to suspect or believe that a child has been abused or 
neglected, placed at imminent risk of serious harm or is a victim of 
sexual assault by a school employee.  Such oral report shall be 
made by telephone or in person to the Superintendent of Schools or 
his/her designee, to be followed by an immediate written report to 
the Superintendent or his/her designee. 
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(2) If the Superintendent or his/her designee determines that there is 

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

 
b) Nothing in this policy shall be construed to preclude an employee 

reporting suspected child abuse, neglect or sexual assault by a school 
employee from reporting the same directly to the Commissioner of 
Children and Families. 
 

6. Contents of Reports   
 
 Any oral or written report made pursuant to this policy shall contain the following 

information, if known: 
 
 a) The names and addresses of the child* and his/her parents or other person 

responsible for his/her care; 
 
 b) the age of the child; 
 
 c) the gender of the child; 
 
 d) the nature and extent of the child's injury or injuries, maltreatment or 

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

neglect occurred; 
 
 f) information concerning any previous injury or injuries to, or maltreatment 

or neglect of the child or his/her siblings; 
 
 g) the circumstances in which the injury or injuries, maltreatment or neglect 

came to be known to the reporter; 
 
 h) the name of the person or persons suspected to be responsible for causing 

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

injuries, maltreatment or neglect;  
 
 j) any information concerning any prior cases in which such person or 

persons have been suspected of causing an injury, maltreatment or neglect 
of a child; and 
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 k) whatever action, if any, was taken to treat, provide shelter or otherwise 

assist the child. 
 

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

 
7. Investigation of the Report  
 

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

 
b) Recognizing that DCF is the lead agency for the investigation of child 

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

 
c) The Superintendent shall coordinate investigatory activities in order to 

minimize the number of interviews of any child or student victim of sexual 
assault and share information with other persons authorized to conduct an 
investigation of child abuse or neglect, as appropriate.  

 
d) Any person reporting child abuse or neglect or the sexual assault of a 

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

 
e) When the school district is conducting an investigation involving 

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

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

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

 
b) Not later than seventy-two (72) hours after such suspension, the 

Superintendent shall notify the Board of Education and the Commissioner 
of Education, or the Commissioner of Education's representative, of the 
reasons for and the conditions of the suspension. The Superintendent shall 
disclose such records to the Commissioner of Education and the Board of 
Education or its attorney for purposes of review of employment status or 
the status of such employee's certificate, permit or authorization, if any. 

 
c) The suspension of a school employee employed in a position requiring a 

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

 
  d) The suspension of a school employee employed in a position requiring an 

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

 
e) Regardless of the outcome of any investigation by the Commissioner of 

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

 
f) The ________ Public Schools shall not employ a person whose 

employment contract is terminated or who resigned from employment 
following a suspension pursuant to Paragraph 8(a) of this policy and Conn. 
Gen. Stat. § 17a-101i, if such person is convicted of a crime involving an 
act of child abuse or neglect or an act of sexual assault of a student, as 
described in Paragraph 3 of this policy. 

 
9. Evidence of Abuse, Neglect or Sexual Assault by An Independent Contractor of 

the Board of Education 
 

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

 
10. Delegation of Authority by Superintendent   
 
 The Superintendent may appoint a designee for the purposes of receiving and 

making reports, notifying and receiving notification, or investigating reports 
pursuant to this policy. 

 
11. Confidential Rapid Response Team 
 
 The Superintendent shall establish a confidential rapid response team to 

coordinate with DCF to (1) ensure prompt reporting of suspected abuse or neglect 
or sexual assault of a student by a school employee, as described in Paragraph 3, 
above, and (2) provide immediate access to information and individuals relevant 
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to the department’s investigation.  The confidential rapid response team shall 
consist of a teacher and the Superintendent, a local police officer and any other 
person the Board of Education, acting through its Superintendent, deems 
appropriate. 

 
12. Disciplinary Action for Failure to Follow Policy   
 
 Except as provided in Section 1214 below, any employee who fails to comply 

with the requirements of this policy shall be subject to discipline, up to and 
including termination of employment. 

 
13. The _________ Public Schools shall not hire any person whose employment 

contract was previously terminated by a board of education or who resigned from 
such employment, if such person has been convicted of a violation of Section 
17a-101a of the Connecticut General Statutes, as amended, relating to mandatory 
reporting, when an allegation of abuse or neglect or sexual assault has been 
substantiated. 
 

14. Non-Discrimination Policy/Prohibition Against Retaliation 
 
 The Board of Education expressly prohibits retaliation against individuals 

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

 
15. Distribution of Policy and Posting of Careline Information 
 

This policy shall be distributed annually to all school employees employed by the 
Board. The Board shall document that all such school employees have received 
this written policy and completed the training and refresher training programs 
required by in Section 14,16, below.  The Board shall post the Internet web site 
address and telephone number for the Department of Children and Families’ 
Child Abuse and Neglect Careline in a conspicuous location frequented by 
students in each school under the jurisdiction of the Board.  
 

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

 
b) All school employees, as defined above, shall take a refresher training 

course developed and approved by the Commissioner of Children and 
Families at least once every three years. 

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

 
17. Records 
 

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

 
b) Notwithstanding the provisions of Conn. Gen. Stat. §10-151c, the Board 

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

 
18. Child Sexual Abuse and/or Sexual Assault Response Policy and Reporting 

Procedure 
 
The [_________] Board of Education has adopted a uniform child sexual abuse and/or 
sexual assault response policy and reporting procedure in connection with the 
implementation of its sexual assault and abuse prevention and awareness program, as 
outlined in Board Policy [#],Child Sexual Abuse and/or Sexual Assault Response 
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Policy and Reporting Procedure.   Upon receipt of any report of child sexual abuse 
and/or sexual assault from any source, a school employee shall report such suspicion to 
the Safe School Climate Coordinator in addition to complying with his/her obligations 
under this Policy and the law regarding mandatory reporting of abuse, neglect and sexual 
assault.	
  
 Legal References: 
 
Connecticut General Statutes: 
 
 Section 10-151 
 
 Section 17a-101 et seq. 
 

Section 17a-101q, Statewide Sexual Abuse and Assault Awareness and 
Prevention Program 

 
 Section 17a-103  
  
 Section 46b-120 
 
 Section 53a-65 
 

Public Act 16-67, “An Act Concerning the Disclosure of Certain Education 
Personnel Records, Criminal Penalties for Threatening in Educational 
Settings and the Exclusion of a Minor’s Name from Summary Process 
Complaints” 

 
 Public Act 16-188, “An Act Concerning Education Issues” 
 
ADOPTED: _________ 
REVISED: _________ 
 
9/20/1610/27/17 
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      Series 4000 
         Personnel 

 
EMPLOYMENT CHECKS 

 
As set forth below, each applicant for a position with the district shall be asked whether he/she has ever been 
convicted of a crime, whether there are any criminal charges pending against him/her and whether the applicant 
is included on the Abuse and Neglect Registry of the Connecticut Department of Children and Families 
(“DCF”) (the “Registry”).  [Optional language:  If the applicant’s current or most recent employment 
occurred out of state, the applicant will also be asked whether he/she is included on an equivalent database 
and/or abuse/neglect registry maintained in that other state].*  Applicants shall not be required to disclose any 
arrest, criminal charge or conviction that has been erased. 
 
In addition, the district shall conduct an employment history check for each applicant for a position, as set forth 
below. 
 
[*Note:  This language is optional, as out-of-state registry checks are not required under Connecticut law.  
However, given that the intent of state law is to ensure access to all relevant background information, we 
have included this provision should districts wish to require this additional information.] 
 
In addition, the district shall conduct an employment history check for each applicant for a position, as set forth 
below. 
 
For the purposes of this policy:  
 
“Sexual misconduct means” any verbal, nonverbal, written, or electronic communication, or any other act 
directed toward or with a student that is designed to establish a sexual relationship with the student, including a 
sexual invitation, dating or soliciting a date, engaging in sexual dialog, making sexually suggestive comments, 
self-disclosure or physical exposure of a sexual or erotic nature, and any other sexual, indecent, or erotic contact 
with a student. 
 
“Abuse or neglect” means abuse or neglect as described in Conn. Gen. Stat. § 46b-120, and includes any 
violation of Conn. Gen. Stat. §§ 53a-70 (sexual assault in the first degree), 53a-70a (aggravated sexual assault 
in the first degree), 53a-71 (sexual assault in the second degree), 53a-72a (sexual assault in the third degree), 
53a-72b (sexual assault in the third degree with a firearm), or 53a-73a (sexual assault in the fourth degree). 
 
“Former employer” means any person, firm, business, educational institution, nonprofit agency, corporation, 
limited liability company, the state, any political subdivision of the state, any governmental agency, or any other 
entity that such applicant was employed by during any of the previous twenty years prior to applying for a 
position with a local or regional board of education.  
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I. Employment History Check Procedures 
 

A. The district shall not offer employment to an applicationapplicant for a position, including any 
position that is contracted for, if such applicant would have direct student contact, prior to the 
district:  

 
  1. Requiring the applicant:  

  
a. to list the name, address, and telephone number of each current employer or 

former employer of the applicant, if(please note the definition of “former 
employer” employer above, including the applicable twenty year reporting period) 
during any of the previous twenty years), if:  

 
(i)  such current or former employer is/was a local or regional board of 

education, council or operator or if such employment otherwiseof a state 
or local charter school, interdistrict magnet school operator, or a 
supervisory agent of a nonpublic school, and/or  

 
(ii)  the applicant’s employment with such current or former employer caused 

the applicant to have contact with children;. 
 
b. to submit a written authorization that  

  
(i)  consents to and authorizes disclosure by the employers listed under 

paragraph I.A.1.a of this policy of the information requested under 
paragraph I.A.2 of this policy and the release of related records by such 
employers,  

 
(ii)  consents to and authorizes disclosure by the Department of Education of 

the information requested under paragraph I.A.3 of this policy and the 
release of related records by the department, and  

 
(iii)  releases those employers and the Department of Education from liability 

that may arise from such disclosure or release of records pursuant to 
paragraphs I.A.2 or I.A.3 of this policy; and 

 
c. to submit a written statement of whether the applicant  
 

(i) has been the subject of an abuse or neglect or sexual misconduct 
investigation by any employer, state agency or municipal police 
department, unless the investigation resulted in a finding that all 
allegations were unsubstantiated,  

 
(ii)  has ever been disciplined or asked to resign from employment or resigned 

from or otherwise separated from any employment while an allegation of 
abuse or neglect was pending or under investigation by DCF, or an 
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allegation of sexual misconduct was pending or under investigation or due 
to an allegation substantiated pursuant to Conn. Gen. Stat. § 17a-101g or 
abuse or neglect, or of sexual misconduct or a conviction for abuse or 
neglect or sexual misconduct, or  

 
(iii) has ever had a professional or occupational license or certificate 

suspended or revoked or has ever surrendered such a license or certificate 
while an allegation of abuse or neglect was pending or under investigation 
by DCF or an investigation of sexual misconduct was pending or under 
investigation, or due to an allegation substantiated by DCF of abuse or 
neglect or of sexual misconduct or a conviction for abuse or neglect or 
sexual misconduct;  

 
2. Conducting a review of the employment history of the applicant by contacting those 

employers listed by the applicant under paragraph I.A.1.a of this policy.  Such review 
shall be conducted using a form developed by the Department of Education, which shall 
request the following:  

 
a. the dates employment of the applicant, and 
 
b. a statement as to whether the employer has knowledge that the applicant:  
 

(i)  was the subject of an allegation of abuse or neglect or sexual misconduct 
for which there is an investigation pending with any employer, state 
agency, or municipal police department or which has been substantiated;  

 
(ii) was disciplined or asked to resign from employment or resigned from or 

otherwise separated from any employment while an allegation of abuse or 
neglect or sexual misconduct was pending or under investigation, or due to 
a substantiation of abuse or neglect or sexual misconduct; or 

 
(iii) has ever had a professional or occupational license, certificate, 

authorization or permit suspended or revoked or has ever surrendered such 
a license, certificate, authorization or permit while an allegation of abuse 
or neglect or sexual misconduct was pending or under investigation, or 
due to a substantiation of abuse or neglect or sexual misconduct.  Such 
review may be conducted telephonically or through written 
communication.  Notwithstanding the provisions of subsection (f) of 
Conn. Gen. Stat. § 31-51i, not later than five (5) business days after the 
district receives a request for such information about an employee or 
former employee, the district shall respond with such information.  The 
district may request more information concerning any response made by a 
current or former employer for information about an applicant, and, 
notwithstanding subsection (f), such employer shall respond not later than 
five (5) business days after receiving such request.   
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3. Requesting information from the Department of Education concerning: 
 

a. the eligibility status for employment of any applicant for a position requiring a 
certificate, authorization or permit, 

 
b. whether the Department of Education has knowledge that a finding has been 

substantiated by DCF pursuant to Conn. Gen. Stat. § 17a-101g of abuse or neglect 
or of sexual misconduct against the applicant and any information concerning 
such a finding, and 

 
c. whether the Department of Education has received notification that the applicant 

has been convicted of a crime or of criminal charges pending against the applicant 
and any information concerning such charges. 

 
B.  Notwithstanding the provisions of subsection (f) of Conn. Gen. Stat. § 31-51i, if the district 

receives information that an applicant for a position with or an employee of the board has been 
disciplined for a finding of abuse or neglect or sexual misconduct, it shall notify the Department 
of Education of such information. 

 
C. The district shall not employ an applicant for a position involving direct student contact who 

does not comply with the provisions of paragraph I.A.1 of this policy. 
 
D. The district may employ or contract with an applicant on a temporary basis for a period not to 

exceed ninety (90) calendar days, pending the district’s review of information received under this 
section, provided: 

 
1. The applicant complied with paragraph I.A.1 of this policy;  
 
2. The district has no knowledge of information pertaining to the applicant that would 

disqualify the applicant from employment with the district; and 
 
3. The applicant affirms that the applicant is not disqualified from employment with the 

district. 
 

E.  The district shall not enter into a collective bargaining agreement, an employment contract, an 
agreement for resignation or termination, a severance agreement, or any other contract or 
agreement or take any action that: 

 
1. Has the effect of suppressing information relating to an investigation of a report of 

suspected abuse or neglect or sexual misconduct by a current or former employee;  
 
2. Affects the ability of the district to report suspected abuse or neglect or sexual 

misconduct to appropriate authorities; or 
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3. Requires the district to expunge information about an allegation or a finding of suspected 
abuse or neglect or sexual misconduct from any documents maintained by the district, 
unless, after investigation, such allegation is dismissed or found to be false. 

 
F. The district shall not offer employment to a person as a substitute teacher, unless such person 

and the district comply with the provisions of paragraph I.A.1 of this policy.  The district shall 
determine which such persons are employable as substitute teachers and maintain a list of such 
persons.  The district shall not hire any person as a substitute teacher who is not on such list.  
Such person shall remain on such list as long as such person is continuously employed by the 
district as a substitute teacher as described in paragraph III.B.2 of this policy, provided the 
district does not have any knowledge of a reason that such person should be removed from such 
list. 

 
G. In the case of an applicant who is a contractor, the contractor shall require any employee with 

such contractor who would be in a position involving direct student contact to supply to such 
contractor all the information required of an applicant under paragraphs I.A.1.a. and I.A.1.c  of 
this policy and a written authorization under paragraph I.A.1.b. of this policy.  Such contractor 
shall contact any current or former employer (please note the definition of “former employer” 
employer above, including the applicable twenty year reporting period) of such employee that 
was a local or regional board of education, council, or operator or if such of a state or local 
charter school, interdistrict magnet school operator, or a supervisory agent of a nonpublic school, 
or if the employee’s employment with such current or former employer caused the employee to 
have contact with children, and request, either telephonically or through written communication, 
any information concerning whether there was a finding of abuse or neglect or sexual 
misconduct against such employee.  Notwithstanding the provisions of subsection (f) of Conn. 
Gen. Stat. § 31-51i, such employer shall report to the contractor any such finding, either 
telephonically or through written communication.  If the contractor receives any information 
indicating such a finding or otherwise receives any information indicating such a finding or 
otherwise has knowledge of such a finding, the contractor shall, notwithstanding the provisions 
of subsection (f) of Conn. Gen. Stat. § 31-51i, immediately forward such information to the 
district, either telephonically or through written communication.  If the district receives such 
information, it shall determine whether such employee may work in a position involving direct 
student contact at any school in the district.  No determination by the district that any such 
employee shall not work under any such contract in any such position shall constitute a breach of 
such contract.  

 
H. Any applicant who knowingly provides false information or knowingly fails to disclose 

information required in subdivision (1) of subsection (A) of this section shall be subject to 
discipline by the district that may include  

  
1. denial of employment, or 
 
2. termination of the contract of a certified employee, in accordance with the provisions of 

Conn. Gen. Stat. § 10-151.  
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I. If the district provides information in accordance with paragraph I.A.2.2 or I.G. of this policy, 
the district shall be immune from criminal and civil liability, provided the district did not 
knowingly supply false information.  

 
J. Notwithstanding the provisions of Conn. Gen. Stat. § 10-151c and subsection (f) of Conn. Gen. 

Stat. § 31-51i, the district shall provide, upon request by another local or regional board of 
education, governing council of a state or local charter school or, interdistrict magnet school 
operator, or supervisory agent of a nonpublic school for the purposes of an inquiry pursuant to 
paragraphs I.A.2 or I.G. of this policy or to the Commissioner of Education pursuant to 
paragraph I.B. of this policy any information that the district has concerning a finding of abuse or 
neglect or sexual misconduct by a subject of any such inquiry. 

 
K. For the purposes of this policy:  

 
1. “Sexual misconduct means” any verbal, nonverbal, written, or electronic communication, 

or any other act directed toward or with a student that is designed to establish a sexual 
relationship with the student, including a sexual invitation, dating or soliciting a date, 
engaging in sexual dialog, making sexually suggestive comments, self-disclosure or 
physical exposure of a sexual or erotic nature, and any other sexual, indecent, or erotic 
contact with a student 

 
2. “Abuse or neglect” means abuse or neglect as described in Conn. Gen. Stat. § 46b-120, 

and includes any violation of Conn. Gen. Stat. §§ 53a-70 (sexual assault in the first 
degree), 53a-70a (aggravated sexual assault in the first degree), 53a-71 (sexual assault in 
the second degree), 53a-72a (sexual assault in the third degree), 53a-72b (sexual assault 
in the third degree with a firearm), or 53a-73a (sexual assault in the fourth degree).L.
 Prior to offering employment to an applicant, the district shall make a 
documented good faith effort to contact each current and any former employer (please 
note the definition of “former employer” employer above, including the applicable 
twenty year reporting period) of the applicant that was a local or regional board of 
education, governing council of a state or local charter school or, interdistrict magnet 
school operator, or supervisory agent of a nonpublic school, or if suchthe applicant’s 
employment otherwisewith such current or former employer caused the applicant to have 
contact with children in order to obtain information and recommendations that may be 
relevant to the applicant’s fitness for employment.  Such effort, however, shall not be 
construed to require more than three telephonic requests made on three separate days.   

 
ML. The district shall not offer employment to any applicant who had any previous employment 

contract terminated by a local or regional board of education, governing council of a state or 
local charter school or, interdistrict magnet school operator, or a supervisory agent of a 
nonpublic school, or who resigned from such employment, if the person has been convicted of a 
violation of Conn. Gen. Stat. § 17a-101a, when an allegation of abuse or neglect or sexual assault 
has been substantiated.  

 
II. DCF Registry Checks 
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Prior to hiring any person for a position with the district, the district shall require such applicant to submit to a 
records check of information maintained on the Registry concerning the applicant.   
 
[Optional:  For any applicant whose current or most recent employment occurred out of state, the district 
shall request that the applicant provide the district with authorization to access information maintained 
concerning the applicant by the equivalent state agency in the state of most recent employment, if such state 
maintains information about abuse and neglect and has a procedure by which such information can be 
obtained.  Refusal to permit the district to access such information shall be considered grounds for rejecting 
any applicant for employment.]    
 
The district shall request information from the Registry or its out of state equivalent promptly, and in any case 
no later than thirty (30) calendar days from the date of employment.  Registry checks will be processed 
according to the following procedure: 
 

A. No later than ten (10) calendar days after the Superintendent or his/her designee has notified a 
job applicant of a decision to offer employment to the applicant, or as soon thereafter as 
practicable, the Superintendent or designee will either obtain the information from the Registry 
or, if the applicant’s consent is required to access the information, will supply the applicant with 
the release form utilized by DCF, or its out of state equivalent when available, for obtaining 
information from the Registry. 

 
B. If consent is required to access the Registry, no later than ten (10) calendar days after the 

Superintendent or his/her designee has provided the successful job applicant with the form, the 
applicant must submit the signed form to DCF or its out of state equivalent, with a copy to the 
Superintendent or his/her designee.  Failure of the applicant to submit the signed form to DCF or 
its out of state equivalent within such ten-day period, without good cause, will be grounds for the 
withdrawal of the offer of employment.   

 
C. Upon receipt of Registry or out-of-state registry information indicating previously undisclosed 

information concerning abuse or neglect investigations concerning the successful job 
applicant/employee, the Superintendent or his/her designee will notify the affected 
applicant/employee in writing of the results of the Registry check and will provide an 
opportunity for the affected applicant/employee to respond to the results of the Registry check. 

 
D. If notification is received by the Superintendent or designee that that the applicant is listed as a 

perpetrator of abuse or neglect on the Registry, the Superintendent or designee shall provide the 
applicant with an opportunity to be heard regarding the results of the Registry check.  If 
warranted by the results of the Registry check and any additional information provided by the 
applicant, the Superintendent or designee shall revoke the offer of employment and/or terminate 
the applicant’s employment if he or she has already commenced working for the district.  

 
III. Criminal Records Check Procedure 
 

A. Each person hired by the district shall be required to submit to state and national criminal record 
checks within thirty (30) calendar days from the date of employment.  Each workerperson 
otherwise placed within a school under aany public assistance employment program, employed 
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by a provider of supplemental services pursuant to the No Child Left Behind Actfederal law or in 
a nonpaid, noncertified position completing preparation requirements for the issuance of an 
educator certificate, who performs a service involving direct student contact shall also be 
required to submit to state and national criminal record checks within thirty (30) calendar days 
from the date such worker begins to perform such service.  Record checks will be processed 
according to the following procedure:* 

 
1. No later than five (5) calendar days after the Superintendent or his/her designee has 

notified a job applicant of a decision to hire the applicant, or as soon thereafter as 
practicable, the Superintendent or his/her designee will provide the applicant with a 
packet containing all documents and materials necessary for the applicant to be 
fingerprinted by the ______________________ [insert name of applicable law 
enforcement agency].  This packet shall also contain all documents and materials 
necessary for the police department to submit the completed fingerprints to the State 
Police Bureau of Identification for the processing of state and national criminal record 
checks.  The Superintendent or his/her designee will also provide each applicant with the 
following notifications before the applicant obtains his/her fingerprints: (1) Agency 
Privacy Requirements for Noncriminal Justice Applicants; (2) Noncriminal Justice 
Applicant’s Privacy Rights; (3) and the Federal Bureau of Investigation, United States 
Department of Justice Privacy Act Statement. 

 
2. No later than ten (10) calendar days after the Superintendent or his/her designee has 

provided the successful job applicant with the fingerprinting packet, the applicant must 
arrange to be fingerprinted by the ___________________ [insert name of applicable 
law enforcement agency].  Failure of the applicant to have his/her fingerprints taken 
within such ten-day period, without good cause, will be grounds for the withdrawal of the 
offer of employment.   

 
3. Any person for whom criminal records checks are required to be performed pursuant to 

this policy must pay all fees and costs associated with the fingerprinting process and/or 
the submission or processing of the requests for criminal record checks.   

 
4. Upon receipt of a criminal record check indicating a previously undisclosed conviction, 

the Superintendent or his/her designee will notify the affected applicant/employee in 
writing of the results of the record check and will provide an opportunity for the affected 
applicant/employee to respond to the results of the criminal record check.  The affected 
applicant/employee may notify the Superintendent or his/her designee in writing within 
five (5) calendar days that the affected/employee will challenge his/her criminal history 
record check.  Upon written notification to the Superintendent or his/her designee of such 
a challenge, the affected applicant/employee shall have ten (10) calendar days to provide 
the Superintendent or his/her designee with necessary documentation regarding the 
affected applicant/employee’s record challenge.  The Superintendent or his/her designee 
may grant an extension to the preceding ten-day period during which the affected 
applicant/employee may provide such documentation for good cause shown. 
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5. Decisions regarding the effect of a conviction upon an applicant/employee, whether 
disclosed or undisclosed by the applicant/employee, will be made on a case-by-case 
basis.  Notwithstanding the foregoing, the falsification or omission of any information on 
a job application or in a job interview, including but not limited to information 
concerning criminal convictions or pending criminal charges, shall be grounds for 
disqualification from consideration for employment or discharge from employment. 

 
6. Notwithstanding anything in paragraph III.A.5 of this Policy, above, no decision to deny 

employment or withdraw an offer of employment on the basis of an applicant/employee’s 
criminal history record shall be made without affording the applicant/employee the 
opportunities set forth in paragraph III.A.4 of this Policy, above. 

 
B. Criminal Records Check for Substitute Teachers: 

 
A substitute teacher who is hired by the district must submit to state and national criminal history 
record checks according to the procedures outlined above, subject to the following:   

 
1. If the state and national criminal history record checks for a substitute teacher have been 

completed within one year prior to the date the district hired the substitute teacher, and if 
the substitute teacher arranged for such prior criminal history record checks to be 
forwarded to the Superintendent, then the substitute teacher will not be required to submit 
to another criminal history record check at the time of such hire.  

 
2. If a substitute teacher submitted to state and national criminal history record checks upon 

being hired by the district, then the substitute teacher will not be required to submit to 
another criminal history record check so long as the substitute teacher is continuously 
employed by the district, that is, employed for at least one day of each school year, by the 
district, provided a substitute teacher is subjected to such checks at least once every five 
years.   

 
IV. Sex Offender Registry Checks 
 
School district personnel shall cross-reference the Connecticut Department of Public Safety’s sexual offender 
registry prior to hiring any new employee.   Registration as a sexual offender constitutes grounds for denial of 
employment opportunities.   
 
V. Credit Checks 
 
The district may also ask a prospective employee for a credit report for employment for certain district 
positions, where the district’s receipt of a credit report is substantially related to the employee’s potential job. 
Substantially related is defined to mean “the information contained in the credit report is related to the position 
for which the employee or prospective employee who is the subject of the report is being evaluated.”  Prior to 
asking for a credit report, the district will determine whether the position falls within one of the categories as 
described in this paragraph.  The position must:  (1) be a managerial position which involves setting the 
direction or control of the district; (2) involve access to employees’ personal or financial information; (3) 
involve a fiduciary responsibility to the district, including, but not limited to, the authority to issue payments, 
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collect debts, transfer money or enter into contracts; (4) provide an expense account or district debit or credit 
card; or (5) involve access to the district’s nonfinancial assets valued at two thousand five dollars or more.   
 
When a credit report will be requested as part of the employment process, the district will provide written 
notification to prospective employee regarding the use of credit checks.  That notification must be provided in a 
document separate from the employment application.  The notification must state that the district may use the 
information in the consumer credit report to make decisions related to the individual’s employment.   
 
The district will obtain consent before performing the credit or other background checks.  If the district intends 
to takes an action adverse to a potential employee based on the results of a credit report, the district must 
provide the prospective employee with a copy of the report on which the district relied in making the adverse 
decision, as well as a copy of “A Summary of Your Rights Under the Fair Credit Reporting Act,” which should 
be provided by the company that provides the results of the credit check.  The district will notify the prospective 
employee either orally, in writing or via electronic means that the adverse action was taken based on the 
information in the consumer report.  That notice must include the name, address and phone number of the 
consumer reporting company that supplied the credit report; a statement that the company that supplied the 
report did not make the decision to take the unfavorable action and cannot provide specific reasons for the 
district’s actions; and a notice of the person’s right to dispute the accuracy or completeness of any information 
the consumer reporting company furnished, and to get an additional free report from the company if the person 
asks for it within sixty (60) calendar days.   
 
VI. Notice of Conviction 
 
If, at any time, the Board of Education receives notice of a conviction of a crime by (1) a person holding a 
certificate, authorization or permit issued by the State Board of Education, or (2) a person employed by a 
provider of supplemental services, the Board shall send such notice to the State Board of Education.   
 
VII. School Nurses 
 
School nurses or nurse practitioners appointed by, or under contract with, the Board of Education shall also be 
required to submit to a criminal history records check in accordance with the procedures outlined above. 
 
 
VIII. Personal Online Accounts 

 
For purposes of these Administrative Regulations, “personal online account” means any online account 
that is used by an employee or applicant exclusively for personal purposes and unrelated to any business 
purpose of the Board, including, but not limited to, electronic mail, social media and retail-based 
Internet web sites.  “Personal online account” does not include any account created, maintained, used or 
accessed by an employee or applicant for a business purpose of the Board. 
 
A.  During the course of an employment check, the Board may not:  
 

1.  request or require that an applicant provide the Board with a user name and password, 
password or any other authentication means for accessing a personal online account; 
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2. request or require that an applicant authenticate or access a personal online account in the 
presence of the Board; or  

 
3. require that an applicant invite a supervisor employed by the Board or accept an 

invitation from a supervisor employed by the Board to join a group affiliated with any 
personal online account of the applicant.   

 
B. The Board may request or require that an applicant provide the Board with a user name and 

password, password or any other authentication means for accessing:  
 

1.  any account or service provided by Board or by virtue of the applicant’s employment 
relationship with the Board or that the applicant uses for the Board’s business purposes, 
or  

 
2.  any electronic communications device supplied or paid for, in whole or in part, by the 

Board.   
 
C. In accordance with applicable law, the Board maintains the right to require an applicant to allow 

the Board to access his or her personal online account, without disclosing the user name and 
password, password or other authentication means for accessing such personal online account, 
for the purpose of:  

 
1. conducting an investigation for the purpose of ensuring compliance with applicable state 

or federal laws, regulatory requirements or prohibitions against work-related employee 
misconduct based on the receipt of specific information about activity on an applicant’s 
personal online account; or  

 
2.  conducting an investigation based on the receipt of specific information about an 

applicant’s unauthorized transfer of the Board’s proprietary information, confidential 
information or financial data to or from a personal online account operated by an 
applicant or other source.  

 
IX. Policy Inapplicable to Students Employed by the School District 

 
A. This policy shall also not apply to a student employed by the local or regional school district in 

which the student attends school. 
 

X.  Falsification of Records.  
 
Notwithstanding any other provisions of this policy, the falsification or omission of any information on a job 
application or in a job interview, including but not limited to information concerning abuse or neglect 
investigations or pending criminal applications, shall be grounds for disqualification from consideration for 
employment or discharge from employment. 
 
[* Note:  This is a sample policy designed to provide compliance with the provisions of Connecticut General 
Statutes §§ 10-221d and 10-222c.  Individual boards of education may wish to treat certain aspects of this 
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policy differently.  For example, a board of education may wish to do the required fingerprinting on-site, 
using board personnel.  Also, a board of education may request a regional educational service center to 
arrange the taking and forwarding of the fingerprints, with the direction to provide the board of education 
with the results of the criminal history records checks.]   
 
  
 
Legal References: Conn. Gen. Stat. § 10-212.212   
 
 Conn. Gen. Stat. § 10-221d.   
 
 Conn. Gen. Stat. § 10-222c  
 
 Conn. Gen. Stat. § 31-40x 
 
 Conn. Gen. Stat. § 31-51i 
 

Conn. Gen. Stat. § 31-51tt  
 
Public Act 1617-67, “An Act Concerning the Disclosure of Certain Education 
Personnel Records, Criminal Penalties for Threatening in Education Settings and the 
Exclusion of a Minor’s Name from Summary Process Complaints.” 68, “An Act 
Concerning Various Revisions and Additions to the Education Statutes.” 
 
Public Act 17-220, “An Act Concerning Education Mandate Relief.” 
 

 
 No Child Left Behind Act of 2001, Public Law 107-110Elementary and Secondary 

Education Act, reauthorized as the Every Student Succeeds Act, Pub. L. 114-95, 
codified at 20 U.S.C.§ 1001 et seq.  

 
 Fair Credit Reporting Act, 15 U.S.C. § 1681 et seq.   
 
ADOPTED:_________ 
REVISED:__________ 
 
11/7/2016 
10/2017 
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Agency Privacy Requirements for Noncriminal Justice Applicants 
 

Authorized governmental and non-governmental agencies/officials that conduct a national fingerprint-based 
criminal history record check on an applicant for a noncriminal justice purpose (such as a job or license, 
immigration or naturalization matter, security clearance, or adoption) are obligated to ensure the applicant is 
provided certain notice and other information and that the results of the check are handled in a manner that 
protects the applicant’s privacy. 
 

• Officials must provide to the applicant written notice1 that his/her fingerprints will be used to check the criminal 
history records of the FBI. 

•  Officials using the FBI criminal history record (if one exists) to make a determination of the applicant’s 
suitability for the job, license, or other benefit must provide the applicant the opportunity to complete or challenge 
the accuracy of the information in the record. 

• Officials must advise the applicant that procedures for obtaining a change, correction, or updating of an FBI 
criminal history record are set forth at Title 28, Code of Federal Regulations (CFR), Section 16.34. 

• Officials should not deny the job, license, or other benefit based on information in the criminal history record 
until the applicant has been afforded a reasonable time to correct or complete the record or has declined to do so. 

• Officials must use the criminal history record solely for the purpose requested and cannot disseminate the record 
outside the receiving department, related agency, or other authorized entity.2 

 
The FBI has no objection to officials providing a copy of the applicant’s FBI criminal history record to the 
applicant for review and possible challenge when the record was obtained based on positive fingerprint 
identification. If agency policy permits, this courtesy will save the applicant the time and additional FBI fee to 
obtain his/her record directly from the FBI by following the procedures found at 28 CFR 16.30 through 16.34.  
It will also allow the officials to make a more timely determination of the applicant’s suitability. 
 
Each agency should establish and document the process/procedures it utilizes for how/when it gives the 
applicant notice, what constitutes “a reasonable time” for the applicant to correct or complete the record, and 
any applicant appeal process that is afforded the applicant.  Such documentation will assist State and/or FBI 
auditors during periodic compliance reviews on use of criminal history records for noncriminal justice purposes. 
 

If you need additional information or assistance, contact: 
 

 

                                                
1 Written notification includes electronic notification, but excludes oral notification. 
2 See 5 U.S.C. 552a(b); 28 U.S.C. 534(b); 42 U.S.C. 14616, Article IV(c); 28 CFR 20.21(c), 20.33(d), 50.12(b) and 906.2(d). 

Connecticut Records: 
Department of Emergency Services and Public Protection 

State Police Bureau of Identification (SPBI) 
1111 Country Club Road 
Middletown, CT  06457 

860-685-8480 

Out-of-State Records: 
Agency of Record 

OR 
FBI CJIS Division-Summary Request 

1000 Custer Hollow Road 
Clarksburg, West Virginia 26306 
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Noncriminal Justice Applicant’s Privacy Rights 
 
As an applicant who is the subject of a national fingerprint-based criminal history record check for a noncriminal justice 
purpose (such as an application for a job or license, an immigration or naturalization matter, security clearance, or 
adoption), you have certain rights which are discussed below. 
 

• You must be provided written notification3 by ______________________________________ that your 
fingerprints will be used to check the criminal history records of the FBI. 

 
• If you have a criminal history record, the officials making a determination of your suitability for the job, license, 

or other benefit must provide you the opportunity to complete or challenge the accuracy of the information in the 
record. 

 
• The officials must advise you that the procedures for obtaining a change, correction, or updating of your criminal 

history record are set forth at Title 28, Code of Federal Regulations (CFR), Section 16.34. 
 

•  If you have a criminal history record, you should be afforded a reasonable amount of time to correct or complete 
the record (or decline to do so) before the officials deny you the job, license, or other benefit based on information 
in the criminal history record.4 
 

• You have the right to expect that officials receiving the results of the criminal history record check will use it only 
for authorized purposes and will not retain or disseminate it in violation of federal statute, regulation or executive 
order, or rule, procedure or standard established by the National Crime Prevention and Privacy Compact Council.5 
 

• If agency policy permits, the officials may provide you with a copy of your FBI criminal history record for review 
and possible challenge.  If agency policy does not permit it to provide you a copy of the record, you may obtain a 
copy of the record by submitting fingerprints and a fee to the FBI.  Information regarding this process may be 
obtained at http://www.fbi.gov/about-us/cjis/background-checks.  
 

• If you decide to challenge the accuracy or completeness of your FBI criminal history record, you should send 
your challenge to the agency that contributed the questioned information to the FBI.  Alternatively, you may send 
your challenge directly to the FBI at the same address as provided above.  The FBI will then forward your 
challenge to the agency that contributed the questioned information and request the agency to verify or correct the 
challenged entry.  Upon receipt of an official communication from that agency, the FBI will make any necessary 
changes/corrections to your record in accordance with the information supplied by that agency.  (See 28 CFR 
16.30 through 16.34.) 
 

• If you need additional information or assistance, please contact: 
 
  

                                                
3 Written notification includes electronic notification, but excludes oral notification. 
4 See 28 CFR 50.12(b). 
5 See 5 U.S.C. 552a(b); 28 U.S.C. 534(b); 42 U.S.C. 14616, Article IV(c); 28 CFR 20.21(c), 20.33(d) and 906.2(d). 

Connecticut Records: 
Department of Emergency Services and Public Protection 
State Police Bureau of Identification (SPBI) 
1111 Country Club Road 
Middletown, CT  06457 
860-685-8480 

Out-of-State Records: 
Agency of Record  
OR 
FBI CJIS Division-Summary Request 
1000 Custer Hollow Road 
Clarksburg, West Virginia 26306 
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