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The Ralph C. Mahar Regional School was named after Senator Ralph C. Mahar, a resident of 

Orange, who served in the Massachusetts State Senate with great distinction.  He was a tireless 

proponent of public education and a driving force in regionalizing school districts in 

Massachusetts. 

 

 

 

 

 

 

 

 

MAHAR ALMA MATER 

 

Our Alma Mater now we praise 

As voices high in song we raise, 

A tribute to her destinies; 

To all her future days. 

To brightest red and fairest blue 

We lift our hearts, our hopes to you, 

May all your finest dreams come true 

To great realities. 

 

 

 

 

 

 

 

Words and music by 

Malcom Hall – 1957 
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ACCREDITATION STATEMENT 

 

The Ralph C. Mahar Regional School is accredited by the New England Association of 

Schools and Colleges, Inc., a non-governmental, nationally recognized organization whose 

affiliated institutions include elementary schools through collegiate institutions offering 

post-graduate instruction. 

 

Accreditation of an institution by the New England Association indicates that it meets or 

exceeds criteria for the assessment of institutional quality periodically applied through a 

peer group review process.  An accredited school or college is one which has available the 

necessary resources to achieve its stated purposes through appropriate educational 

programs, is substantially doing so, and gives reasonable evidence that it will continue to 

do so in the foreseeable future.  Institutional integrity is also addressed through 

accreditation. 

 

Accreditation by the New England Association is not partial but applies to the institution as 

a whole.  As such, it is not a guarantee of the quality of every course or program offered, or 

the competence of individual graduates.  Rather, it provides reasonable assurance about 

the quality of opportunities available to students who attend the institution. 

 

Inquiries regarding the status of an institution’s accreditation by the New England 

Association should be directed to the administrative staff of the school or college.  

Individuals may also contact the Association: 

 

NEW ENGLAND ASSOCIATION OF SCHOOLS AND COLLEGES 

209 BURLINGTON ROAD 

BEDFORD, MA 01730-1433 

(781-271-0022) 

www.neasc.org 

 

STATEMENT OF NON DISCRIMINATION 

 

The Ralph C. Mahar School District does not discriminate on the basis of race, color, 

sexual orientation,  national origin, sex, disability, religion, marital status, pregnancy, or 

age in any of its policies, procedures, or practices, in compliance with Title VI of the Civil 

Rights Act of 1964 (pertaining to race, color, and national origin), Title VII (pertaining to 

employment), Title IX of the Education Amendments of 1972 (pertaining to sex),  Section 

504 of the Rehabilitation Act of 1973 (pertaining to disability), the Americans with 

Disabilities Act (pertaining to disability), and the Age Discrimination Act of 1975 

(pertaining to age). 

 

 

PROVISIONS FOR TRANSLATION 

Ralph C. Mahar Regional School District 

 

To the extent possible, the Ralph C. Mahar Regional School will provide oral or written translation 

for parents in their home language of important documents and oral or written translation in their 

home language for students for matters of counseling and guidance. 
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MISSION AND EXPECTATIONS 
 

 

MISSION 

 

 

Ralph C. Mahar Regional School will prepare all students to be lifelong 

learners academically, civically, and socially. 

 

 

EXPECTATIONS 

 

 

ACADEMIC 

Students will: 

 

 A Access, analyze, and utilize information effectively about 

themselves, others, and the world 

 AA Communicate effectively through various means 

 

 

CIVIC 

Students will: 

 

 C Demonstrate respect 

 CC Demonstrate responsible membership in society 

 

 

SOCIAL 

Students will: 

 S Express emotions appropriately 

 SS Practice intelligent decision-making 
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Document Indicates Letter/Number System to be used on Curriculum Templates 

EXPECTATIONS 

RUBRIC LETTER/NUMBER SYSTEM 
 

ACADEMIC 
Students will: 

A. Access, analyze, and utilize information effectively about themselves, others, and the 

world 

Aa Read, listen, and view critically for a variety of purposes 

 Aa.1 Read critically for a variety of purposes 

 Aa.2 Listen critically for a variety of purposes 

 Aa.3 View critically for a variety of purposes 

Ab Use a problem solving process 

Ac Apply research skills 

Ad Use appropriate technology effectively and ethically according to 

established guidelines 

AA. Communicate effectively through various means 

AAa. Write and speak for a variety of purposes and audiences with a clear focus, 

logically related ideas, and adequate supporting details 

AAa.1 Write for a variety of purposes and audiences with a clear focus 

logically related ideas, and adequate supporting details 

AAa.2 Speak for a variety of purposes and audiences with a clear focus, 

logically related ideas, and adequate supporting details 

AAb. Express themselves using standard English and appropriate vocabulary for 

a variety of purposes and audiences 

AAc. Utilize appropriate means, including technology, media, and the arts, to 

communicate ideas and information 

AAd. Express themselves in a second language 
 

CIVIC 
Students will: 

C. Demonstrate respect 

 Ca. Respect themselves, others, and property 

  Ca.1 Respect themselves 

  Ca.2 Respect others 

  Ca.3 Respect property 

CC. Demonstrate responsible membership in society 

 CCa. Obey rules 

 CCb. Work cooperatively in a variety of situations 
 

SOCIAL 
Students will: 

S. Express emotions appropriately 

Sa. Use proper verbal and nonverbal communication 

Sb. Exercise control over actions 

SS. Practice intelligent decision-making 

SSa. Establish career goals that are in alignment with personal skills, values and interests 

SSb. Make appropriate choices 

SSc. Accept consequences for their actions 
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ACADEMIC 
 

A.  STUDENTS WILL ACCESS, ANALYZE, AND UTILIZE INFORMATION EFFECTIVELY   

      ABOUT THEMSELVES, OTHERS, AND THE WORLD 
 

Aa. Read, listen, and view critically for a variety of purposes 

Aa.1   Read critically for a variety of purposes 

5 Reader consistently and effectively demonstrates an insightful understanding of the central, and  

supporting ideas being conveyed in the written work, with well-drawn citations from the text.  

3 Reader effectively conveys the literal meaning of the text and adequately states the implied 

meaning with supporting evidence from the text. 

1 Reader shows little understanding of ideas in the work; provides little or inappropriate 

supporting evidence. 

 Aa.2   Listen critically for a variety of purposes 

5 Listener consistently and effectively summarizes the main idea and supporting arguments, 

distinguishes relevant from irrelevant information, identifies the speaker‘s purpose and point 

of view, and evaluates the presentation for validity and clarity.  Listener responds 

consistently and appropriately to differing or challenging viewpoints. 

3 Listener identifies main ideas and supporting arguments, distinguishes between fact and 

opinion, and draws and supports some conclusions from the presentation.  Listener 

sometimes responds to differing or challenging viewpoints. 

1 Listener cannot identify main ideas and supporting arguments, distinguish fact from opinion, 

or draw conclusions about the presentation.  Listener cannot respond to differing and 

challenging viewpoints.  

Aa.3    View critically for a variety of purposes 

5 Viewer can identify the main idea of a visual work/presentation and demonstrate his/her 

understanding in a relevant manner. 

3    Viewer can identify the main idea of a visual work/presentation. 

1 Viewer cannot identify the main idea of a visual work/presentation. 

      Ab.   Use a problem solving process 

5 Student identifies and analyzes a problem, develops ideas for solutions and creates a plan of 

action for implementation of solutions.  The plan of action includes inquiry, research, 

formulating hypotheses, making connections and establishing relationships. 

3 Student identifies and analyzes a problem, tests ideas and solutions, and makes decisions on 

the basis of experience and supporting evidence. 

1     Student has difficulty identifying a problem and suggesting a solution. 

Ac.   Apply research skills 

5 Student effectively locates information from a variety of sources, analyzes the relevant ideas, 

evaluates the usefulness and accuracy of the source, and uses the information to support a 

thesis or solve a problem.  The student prepares a list of works cited in appropriate form. 

3 Student locates information from a variety of sources, discovers some relevant ideas, 

evaluates the usefulness and accuracy of the source, and uses the information to support a 

thesis or solve a problem.  The student prepares a list of works cited in appropriate form. 

1 Student needs assistance locating information in relevant resources and using the information 

to support a thesis or to solve a problem.  The student prepares a list of works cited. 

Ad.   Use appropriate technology effectively and ethically according to established guidelines  

5 Student uses technology to identify, locate, gather, store, retrieve, and process information 

according to established guidelines. 

3 Student is able to select the appropriate technology to gather and process information 

according to established guidelines. 

1 Student has difficulty using technology to gather information according to established guidelines. 
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AA. STUDENTS WILL COMMUNICATE EFFECTIVELY THROUGH VARIOUS MEANS 
 

AAa.  Write and speak for a variety of purposes and audiences with a clear focus, logically related 

ideas, and adequate supporting details 

AAa.1  Write for a variety of purposes and audiences with a clear focus, logically related ideas, 

and adequate supporting details 

5 Writing conveys the purpose and point of view for a variety of audiences and demonstrates 

effective selection, organization, and development of ideas. The writing is clear, concise, and 

interesting and demonstrates an effective use of detail. 

3 Writing conveys the purpose and point of view for a variety of audiences and shows basic ability 

to select, organize, and develop ideas clearly.  The writing demonstrates sufficient use of detail. 

1 Writing lacks purpose, the intended audience is unclear, and the writing demonstrates limited 

ability to adequately select, organize and develop ideas and inadequate use of detail. 

AAa.2 Speak for a variety of purposes and audiences with a clear focus, with logically related 

ideas, and adequate supporting details 

           5 The speaker conveys the purpose for a variety of audiences, consistently maintains a clear 

focus, and demonstrates effective selection, organization, and development of relevant 

supporting details.  The speaker engages the audience through distinctive voice, expressive 

tone, and appropriate gestures. 

 3 The speaker conveys the purpose, maintains a focus, and demonstrates adequate selection,  

organization and development of supporting details. The speaker occasionally engages the 

audience. 

1 The speaker does not convey the purpose, is not able to establish a clear focus, and   

demonstrates poor organizational and limited use of details.  The speaker does not 

engage the audience.  

AAb. Express themselves using standard English and appropriate vocabulary for a variety of 

purposes and audiences 

5    Student consistently uses correct grammar, mechanics, sentence structure, and rich, varied  

 vocabulary in speaking and writing for a variety of purposes and audiences. 

2 Student generally uses correct grammar, mechanics, sentence structure, and effective 

vocabulary in speaking and writing for a variety of purposes and audiences. 

1    Student seldom uses correct grammar and mechanics, uses sentence structure with simplistic 

vocabulary in speaking and writing, and shows an inadequate understanding of purpose or 

audience. 

AAc. Utilize appropriate means, including technology, media, and the arts, to communicate 

ideas and information  

           5 Student is proficient at using a variety of means effectively to communicate ideas and information. 

           3     Student uses appropriate means to communicate ideas and information. 

1 Student choice of means to communicate ideas and information is not effective. 

AAd. Express themselves in a second language 

5 Student understands and converses clearly and demonstrates appropriate cultural and social 

aspects of the language in most situations. 

3 Student understands and converses with moderate skill and demonstrates some understanding 

of cultural and social aspects of the language. 

1 Student understands and converses in a limited manner and demonstrates insufficient 

understanding of cultural and social aspects of the language. 
 

CIVIC 
C.  STUDENTS WILL DEMONSTRATE RESPECT 

Ca.   Respect themselves, others, and property 

Ca.1    Respect themselves  

5 Student consistently treats self with care and concern, displays positive character, and 
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      accepts and appreciates own success. 

3 Student generally treats self with care and concern, displays positive character, and 

accepts and appreciates own success. 

  1    Student seldom treats self with care and concern, and seldom displays positive  

  character or accepts and appreciates own success. 

   Ca.2    Respect others 

5 Student consistently treats others and authority with consideration and courtesy. 

3 Student generally treats others and authority with consideration and courtesy. 

1 Student seldom treats others and authority with consideration and courtesy. 

 Ca.3    Respect property 

 5     Student consistently treats property with care.  

3     Student generally treats property with care.  

1 Student seldom treats property with care. 

CC.  STUDENTS WILL DEMONSTRATE RESPONSIBLE MEMBERSHIP IN SOCIETY 
 

CCa.  Obey Rules 

 5 Student consistently obeys rules. 

 3 Student generally obeys rules. 

 1 Student seldom obeys rules. 

CCb.  Work cooperatively in a variety of situations 

5 Student willingly and effectively participates in group tasks, assumes various roles 

including a leadership role, contributes useful ideas, listens actively, and is helpful in 

improving group efforts and task completion. 

3 Student takes part in group tasks, assumes various roles, contributes useful ideas, 

listens actively, and shares responsibility for group effort and task completion. 

1 Student inconsistently and inadequately participates in group tasks and sometimes 

resists assuming assigned roles, listening to others, and/or contributing ideas. 
 

SOCIAL 
S. STUDENTS WILL EXPRESS EMOTIONS APPROPRIATELY 

Sa.     Use proper verbal and nonverbal communication 

               5 Student consistently selects appropriate words and uses acceptable volume, tone, and 

gestures to convey emotions. 

               3 Student generally selects appropriate words and uses acceptable volume, tone, and 

gestures to convey emotions. 

    1 Student seldom selects appropriate words and seldom uses acceptable volume, tone, 

and gestures to convey emotions. 

   Sb.    Exercise control over actions 

5 Student consistently demonstrates control in emotional situations by utilizing appropriate 

coping strategies successfully. 

3 Student generally demonstrates control in emotional situations by utilizing appropriate 

coping strategies successfully. 

1 Student seldom demonstrates control in emotional situations by utilizing appropriate 

coping strategies successfully. 
 

SS. STUDENTS WILL PRACTICE INTELLIGENT DECISION MAKING 

SSa.    Establish career goals that are in alignment with personal skills, values, and interests 

5 Student selects a realistic career goal based on personal skills, values, and interests; 

pursues the training, education, and mentorship needed for the chosen goal; and can 

assess that experience in relation to the chosen goal. 
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3 Student selects a realistic career goal and relates it to personal skills, values, and 

interests; needs guidance in pursuing the training, education, and mentorship needed 

for the chosen goal; and needs assistance in assessing progress toward that goal. 

1 Student is unable to select a realistic career goal aligned with personal skills, values, 

and interests. 

SSb.    Make appropriate choices 

5 Student understands relationship between personal interest and learning and consistently 

makes appropriate behavioral decisions. 

3 Student understands relationship between personal interest and learning and generally 

makes appropriate behavioral decisions. 

1 Student does not understand relationship between personal interest and learning and 

is unable to make appropriate behavioral decisions.       

SSc.    Accept consequences for their actions 

5 Student consistently demonstrates knowledge of expectations and responsibilities; 

effectively adapts behavior to meet these expectations and responsibilities; acknowledges 

mistakes, failures, and inappropriate behavior; and accepts consequences for actions in a 

positive manner. 

3 Student generally demonstrates knowledge of expectations and responsibilities; adapts 

behavior to meet these expectations and responsibilities; acknowledges mistakes, failures, 

and inappropriate behavior; and accepts consequences for actions in a positive manner. 

1 Student seldom demonstrates knowledge of expectations and responsibilities and 

rarely acknowledges mistakes, failures, and inappropriate behavior or accepts 

consequences for actions in a positive manner. 
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Mahar Middle School Mission Statement 
 

The Mahar Middle School will provide an environment that meets the 

developmental, educational and social needs that emerge throughout 

adolescence.  In partnership with parents and the community, our program 

promotes responsibility, independence, self-esteem and self-confidence for the 

challenges of today and tomorrow. 

 

 

Guiding Principles 

   We believe in: 

 

Working collaboratively with dedication and knowledge to create exciting 

possibilities for all students. 
 

Building a strong sense of community that actively cultivates respectful, 

supportive relationships among students, teachers, and parents to help all 

students reach their potential. 
 

Creating an integrative, challenging, and exploratory curriculum that is 

student-centered and taught in a nurturing, caring, and structured setting. 
 

Teaching study habits and the skills of communication, research, technology, 

problem-solving, critical thinking, and social interaction in a manner that actively 

engages students in relevant learning experiences. 
 

Providing guidance programs that support the social, emotional, and academic 

needs of middle level students.  
 

Providing a wide range of opportunities which emphasize maximum involvement, 

group unity, good sportsmanship, and the well-being of students. 
 

Incorporating cooperative learning experiences that cultivate an appreciation for 

and acceptance of the diversity among individuals.  
 

Establishing networks of communication for the exchange of ideas and 

information and sharing of experiences among staff and the community that 

will enhance student achievement and success. 

 

 

2/27/07 
 

 

 

 

 



  11 

THE SCHOOL IMPROVEMENT PLAN 
  2009-2010 

 
The School Improvement Plan for 2007 – 2009 will focus on the following areas: 1) MCAS 
regulations and results 2) drop out rate, and 3) discipline. 
 
1) MCAS Regulations: 

a) Students in the class of 2010 must prove proficiency, not just passing, in order to 
qualify for a high school diploma.  The new regulations require that beginning with 
the class of 2010, students will need to either score a minimum of 240 (Proficient) on 
the English and Math MCAS exams, or at least score 220 (Needs Improvement) and 
complete an “Educational Proficiency Plan” before they can graduate.  The Science, 
Technology and Engineering exam is also added to the competency determination 
beginning with the class of 2010.   
 
Educational Proficiency Plan (EPP) includes: 

 Review of a student’s strengths and weaknesses based on MCAS and other 
assessments 

 The courses the student will be required to take and successfully complete in 
grades 11 and 12 in the relevant content area 

 A description of the assessments the school will administer to the student 
annually to ensure he or she is making progress 

                          We will: 

 Continue to ensure students achieve at higher levels 

 Continue to schedule students for courses with class assessments 
determining incremental progress toward proficiency 

 Continue with the proactive and appropriate delivery of the course of 
improvement in grades 9 and 10 already in place 

 Target appropriate professional development to address needs identified by 
teachers to support the instruction for these at risk students 

 
b)    Adequate Yearly Progress will be calculated using the graduation rate as a factor 
beginning August, 2007.  This factor is measured by use of annual drop out data and 
using a minimum 4-year graduation rate. 

 Action plan to reduce the drop out rate is included in section 2. 

 Special Education service delivery model being studied and planned for 
implementation in 2008 is an inclusion model.  A component of this 
implementation plan will be to look at graduation requirements and the 
services mandated in the student’s Individual Education Plan; these will 
then be reviewed with the focus on the possibility of completing high 
school in four years.  

MCAS Results: 
                     MCAS results in the middle school have not shown sufficient incremental progress.               
                     The mathematics scores are lower than the English Language Art scores.  The      
                     analysis of these results, in combination with additional data and discussions with    
                     personnel involved, are the basis for recommendations that were made to raise       
                     MCAS scores and achievement at the middle school level. 

 Implement an ongoing schedule of meetings with the principals of the 
elementary schools for the purpose of curriculum articulation and 
assessment needs 
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 Schedule meetings with grade 6 teachers to articulate grade level 
expectations and curriculum coordination 

 Emphasize techniques for answering open-response questions in all 
curriculum areas 

 Provide professional development on differentiated instruction and best 
practices 

 Stress content area vocabulary with emphasis on differing ways to 
express same concept 

 Examine student responses to MCAS questions to identify reasons for 
incorrect responses 

 Emphasize test-taking skills in all curriculum areas with targeted  focus 
on reading strategies 

 Continue curriculum mapping and standards based planning 

 Include Accelerated Math instruction to target and remediate individual 
weaknesses of students 

 Plan a transition program for students below grade level – with emphasis 
placed on math and ELA remediation 

 Continue services of Title I academic paraprofessionals in the math 
program 

 Continue to provide Title I English Language Arts services 

 Addition of two academic aides to accommodate the needs of students 

 Use Holt Math Series in tandem with Connected Math 

 Create enhanced opportunities for parents to become aware of grade 
level learning expectations, standard-based learning outcomes, and grade 
reporting 

 
2.  Drop Out Rate: 
 The annual drop out data will be the measurement used to determine the graduation rate 
which is a factor in calculating Adequate Yearly Progress for all secondary schools beginning with 
the 2007 AYP reporting in August.  The state will use a minimum four year graduation rate.  There 
are two proposals to address the student drop out rate: middle school with grade 7 and 
transition/support for grade 9. 
 
Middle School 
  Purpose:  Our studies show that Mahar students drop out of school at different times after the age 
of 16 for a variety of reasons.  However, one indicator found in the vast majority of dropouts is 
failing marks in middle school core academics.  Using middle school grades as an indicator, we can 
start to address students at risk. 
Many of our students fail or are allowed to fail due to lack of structure in their approach to 
schooling.  This plan is to create structure and accountability on a more individual, personal level.  
Academic studies have shown that close advisors/mentors are key to helping students at risk. 
Plan: Student Coaching.  Seventh grade students who receive a failing grade in one or more core 
academic classes will receive an Academic Coach.  

 A volunteer teacher will take on an advisor/ coaching role for up to 3 students for a stipend. 

 Parents of an “at risk” student will be required to sign-off on an Academic Coaching 
Contract and attend at minimum, two mandatory meetings. 

 Students will be required to stay every Wednesday from 2-3 p.m. with their academic coach.  
At this meeting, coaches will help organize, communicate missing work, and create a focused 
study period. 
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 Academic coaches will create a tracking system to monitor a student’s progress in each of 
the academics.  Coaches will send an email home at the end of the Wednesday session.  
Parents without access to email will have the email sent home. 

 Incorporate a group activity program to build relationships. This program may target 
personal and social behaviors that might include skills in one or more of these areas – 
problem-solving, leadership, responsible decision making, and enhancement of self-efficacy 
and self-esteem, all of which should build internal locus of control.  Active involvement on 
the part of the participants will be required. 

 Create a parent support group that will be facilitated by a school counselor. 
Cost:  The Academic Coach stipend will be determined based on the job description. The group 
building activity program will also require funding. 
 
  Grade 9 
  Another area of identified concern is grade 9.  A student’s performance in grade 9 is an indicator of 
success or failure in the high school.  Success in grade 9 would reduce the potential for dropping 
out.  Below are some ideas to be implemented that would contribute to a successful transition from 
middle school, improve behavior, achievement, and reduce the desire to drop out.  These ideas 
incorporate the response to grade 9 teachers concerning the challenges of working with these 
students.  A meeting was held this year that included the discussion of the needs of the students, 
what kinds of teaching methods are successful with challenging, problem individuals and groups, 
ways to increase the level and effectiveness of parent involvement and cooperation, and the need to 
set up a network of teachers. 
 
Proposal: 

 Create a team of teachers whose main responsibility/assignment is to teach grade 9 students. 

 Provide Professional Development targeted for identified, specific needs.  Establish a 
professional learning community that would focus on developing instructional strategies and 
rigorous, relevant lessons. 

 Schedule only ninth graders for ninth grade classes, no repeaters. 

 Provide additional supports and resources such as counseling. 

 Create a mentoring program for ninth grade students. 

 Set up activities and training for students and parents to assist them through a seamless 
transition to grade 9, as well as to support them throughout the year. 

 Set up a cluster of classrooms for the ninth grade to ensure monitoring and to facilitate 
important sharing by teachers of problem solving strategies.  

 
3)  Discipline 

 Study the feasibility of in school suspension for grades 7-12 with counseling and behavior 
modification components. There should be clear guidelines and staffing qualifications set to 
meet the goals of the program.   

 Student Support Team:  Establish a Student Support Team for grades 7 and 8 and  another 
for grades 9-12.  The team members use a collaborative problem solving approach to 
identify academic and behavioral intervention supports that the teacher may implement to 
help the student.  The expertise of the team members will be used to design an 
implementation plan that includes monitoring and evaluation components to determine 
effectiveness. 

            Purpose: 
            To focus on helping students with learning and behavioral difficulties participate and  
            progress in the general education curriculum by providing assistance to the teachers as  
            they work with the students 
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            Benefits: 
            Implementation will reduce discipline problems, change behavior, achieve increased  
            student success in classes, increase parent involvement, yield  a higher graduation rate,  
            and support successful inclusion of special education students in regular classrooms. 
 

 Increase counseling services for students.  The population of students with needs for 
behavior management counseling has increased. 

 Employ an additional full time guidance counselor to increase counseling contact hours.  

 Allot time for the development, implementation and monitoring of behavior intervention 
plans. 

 
Voted unanimously by the School Council, June 6, 2007 
Voted unanimously by the School Council to continue for 2008-2009, May 7, 2008 
Voted unanimously by the School Council to continue for 2009-2010 with addendum, May, 2009 
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Addendum to School Improvement Plan 2009-2010 

 
Approach Results 

Action Step Point Person Start Date Target Completion 
Date 

Outcome Data Status 

 
1.   Implement PTS3 web-based 
assessment in the middle school to align 
assessment review with MCAS data. 

 
Administrative Team 
and middle school 
teachers and paras 

 
  September 2009  

 
   Ongoing 

 
1.  Data reports 
2.  Use of data to inform  
     instruction 
 

 Achieved 
 

 Continued 
 

 Discontinued 

 
2.  Connect priority areas of low 
performance to curriculum and instruction 
to improve student achievement. 

 
Administrative Team 
and middle school 
teachers 

 
  September 2009 

 
  October 2009 

 
1.  Student achievement 
     data. 
2.  Alignment  of the  
     curriculum with the  
     State frameworks. 
      
     

 

 Achieved 
 

 Continued 
 

 Discontinued 

 
3.  Design and implement increased 
instructional block of time in the middle 
school focusing on identified low 
performing sub-groups in Mathematics and 
ELA. 

 
Administrative Team 
and middle school 
teachers 

 
September, 2009 

 
Ongoing 
 

 
1. Improved MCAS scores in 
Math for identified sub-
groups 
2.  Improved MCAS score in 
ELA for identified sub-
groups 

 

 Achieved 
 

 Continued 
 

 Discontinued 

 

R. C. Mahar School Improvement 
Goal # 1 

To improve student performance on various assessments 

Guiding Principles 

1.  Student assessment and program evaluation are essential for continuous improvement. 
2.  Setting high academic standards and being committed to proficiency for all students. 
3.  Providing the opportunity for students to reach their full potential. 
 

 
Expected Outcomes 

1.  Students will be actively engaged in standards based learning. 
2.  Individual needs of students will be met. 
3.  The use of best instructional practices which are research based and informed by relevant student data. 
4.  Increased levels of performance and academic growth. 
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R. C. Mahar School  
Improvement Goal # 2 

 To implement corrective actions as specified by statute. 

 
 

Guiding Principles 
 

 

Corrective Actions for schools specified by the statute include the following: 

1. School Structure - Restructure the internal organization of the school 

2. Expert Assistance in Planning and Implementation - Appoint one or more outside experts to advise the school (1) 
how to revise and strengthen the improvement plan it created while in school improvement status; and (2) how to 
address the specific issues underlying the school’s continued inability to make AYP (§1116(b)(7)(C); §200.42) 

 

 
Expected Outcomes 

1. Provide greater autonomy to middle school Houses. 
2. Improve supervision and evaluation of teachers. 
3. Provide professional development. 

 
Approach Results 

“Corrective Action” Step Point Person Start Date Target Completion 
Date 

Outcome Data Status 

 
1.   Provide stipend House leader positions 
(4) for each middle school House.  

 
Principal  

 
 January 2010 or 
 August, 2010  

 
January 2010 or 
August, 2010 

 
*Improved student   
 performance 
 *Improved communication             
between teachers, admin, 
parents, and students 
*Facilitation, monitoring and 
analysis of student data 
* Facilitate collaboration 
within House, grade level, 
and content area 
*Scheduling, planning, 
coordinating, and taking 
notes at House meetings 

 

 Achieved 
 

 Continued 
 

 Discontinued 
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School Council, Approved November, 2009 

 
 
 
 
 
 
 
 
 
 
 

 
2.  Reconfigure departmental supervision 
and evaluation model to expand to grades 
7-12.  
 

 
Principal, 
Department 
Coordinators 

 
January 2010 or  
August,  2010 

 
January 2010 or 
August, 2010 

 
*Improved teacher 
performance  
*Facilitate articulation of 
curriculum 7-12 
 * Facilitate discussion on 
best practices and common 
assessments    
     

 

 Achieved 
 

 Continued 
 

 Discontinued 

 
3. Hire outside consultants to provide 
professional development.  

 

 
Principal, Director of 
professional 
development, Dean 
of Middle School 

 
 
October, 2009 

 
 
June , 2010 

  
*Improved MCAS scores in 
Math for identified sub-groups 
  *Improved MCAS scores in 
ELA for identified sub-groups 

 

 Achieved 
 

 Continued 
 

 Discontinued 
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Ralph C Mahar Regional School District 

Improvement Planning Template  2010-2011 Additional 
 

R. C. Mahar School 
Improvement Goal 

To study and develop a model for RTI to be implemented and better meet the needs of the 

students. 

  

 
Expected Outcome 

To increase the success and achievement level of targeted students. 

 
Actual Outcome 

 

 

 

Approach Results 

Action Step Point Person Start Date Target Completion 
Date 

Outcome 
Data 

Status 

 

Faculty members will 

attend sessions explaining 
and demonstrating RTI 

models. 

Admin Team August, 2010  
Model program for 
middle school – 
Spring 2011 

Improved 
achievement 
and early, 
targeted 
intervention 

 Achieved 

 

 Continued 
 

 Discontinued 

 
Establish a committee of 6-8 
members (MS teachers)to study 
RTI models in depth and create a 
pilot model for the middle school. 

Curriculum 
Director  
 
Consultant;  Dr. 
Margaret Reed 

August, 2010 Model program for 
middle school – 
Spring 2011 

 
Early, 
targeted 
intervention 
Succesful 
progress or 
referral to 
next step 

 Achieved 

 

 Continued 
 

 Discontinued 
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Ralph C Mahar Regional School District 

Improvement Planning Template  2010-2011 Additional 
 

R. C. Mahar School 
Improvement Goal 

To establish Professional Learning Communities for the purpose of increasing opportunities for 

structured and regular professional dialogue. 

  

 
Expected Outcome 

Develop a collaborative norm for sharing best practices and discussing 
sound educational strategies. 

 
Actual Outcome 

 

 

 

Approach Results 

Action Step Point Person Start Date Target Completion 
Date 

Outcome Data Status 

 
Department organized and 
facilitated PLCs 

Department 
Coordinator 

August 2010 Ongoing 

 
Increased 
collaboration and 
communication to 
improve student 
achievement 

 Achieved 

 

 Continued 
 

 Discontinued 

School-wide PLCs 
 

Principal 
Curriculum 
Coordinator 
Deans of 
Students 

August 2010 Ongoing Increased 
collaboration and 
communication to 
improve student 
achievement 

 Achieved 

 

 Continued 
 

 Discontinued 

  
 

 
 

 
 
 

  Achieved 

 

 Continued 
 

 Discontinued 
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RALPH C. MAHAR REGIONAL SCHOOL DISTRICT 

ORANGE, MASSACHUSETTS 
CALENDAR 2010-2011 

                                                                                    
AUGUST (2010)                           (5)   

 
M 

 
T 

 
W 

 
T 

 
F 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
24 

 
25 

 
26 

 
27 

 
30 

 
31 

 
  

 24-Teachers report 
 25-Whole School, Day 1 
 
NOVEMBER  (19) 

 
M 

 
T 

 
W 

 
T 

 
F 

 
  1 2 3 4 5 

8 9 10  12 

15 16 17 18 19 

22 23 24   

29 30    

11- Veteran's Day Observed 
24 – ½ day  
25-26 - Thanksgiving Recess  
 
FEBRUARY  (15) 

 
M 

 
T 

 
W 

 
T 

 
F 

 
 1 2 3 4 

7 8 9 10 11 

14 15 16 17 18 

 
     

28     

21 - President's Day 
21-25 – February Recess 
  
MAY   (21) 

 
M 

 
T 

 
W 

 
T 

 
F 

 
 2 3 4 5 6 

9 10 11 12 13 

16 17 18 19 20 

23 24 25 26 27 

 
 31    

30- Memorial Day 
 
 
 
 
 
 
 
 
 

SEPTEMBER                           (21) 

 
M 

 
T 

 
W 

 
T 

 
F 

 
 

 
 1 2 3 

 7 8 9 10 

13 14 15 16 17 

20 21 22 23 24 

27 28 29 30  

6- Labor Day 
 
DECEMBER  (13) 

 
M 

 
T 

 
W 

 
T 

 
F 

 
  1 2 3 

6 7 8 9 10 

13 14 15 16 17 

     

 
 
    

20-31- December Recess 
 
MARCH   (23) 

 
M 

 
T 

 
W 

 
T 

 
F 

 
  1 2 3 4 

7 8 9 10 11 

14 15 16 17 18 

21 22 23 24 25 

28 29 30 31  

 
 
JUNE   (8) 

 
M 

 
T 

 
W 

 
T 

 
F 

 
    1 2 3 

6 7 8 9 10 

13 14 15 16 17 

 
 
 

 
   

     

10– Tentative Last Day of School 
                  
 
 
 
 
 
 
 
 
 
 

OCTOBER  (19) 

 
M 

 
T 

 
W 

 
T 

 
F 

 
       1 

4 5 6 7 8 

 12 13 14 15 

18 19 20 21 22 

25 26 27 28  

11 - Columbus Day  
29-Franklin County In-Service Day  
 
JANUARY  (2011)  (20) 

 
M 

 
T 

 
W 

 
T 

 
F 

 
  

 
      

3 4 5 6 7 

10 11 12 13 14 

 18 19 20 21 

24 25 26 27 28 

31     

1 – New Year’s Day  
17- Martin Luther King Day 
 
APRIL   (16) 

 
M 

 
T 

 
W 

 
T 

 
F 

 
      1 

4 5 6 7 8 

11 12 13 14 15 

     

25 26 27 28 29 

18- Patriot's Day 
18-22 – April Recess 
 
 
This calendar is based on a 180 day 
school year plus 5 days for inclement 
weather. 
   
Teachers report August 24. 
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ROTATING SCHEDULE 1ST SEMESTER - 2010-2011 
 

         
 

                     1st Quarter - 10 weeks - 45 days 

      August September 
    Date 25 26 27   30 31 1 2 3   7 8 9 10   13 14 15 16 17   20 21 22 23 24 
    Day W R F   M T W R F   T W R F   M T W R F   M T W R F 
    Color B R B   R B R B R   B R B R   B R B R B   R B R B R 
    Block I E/F A/B E/F   A/B E/F A/B E/F A/B   E/F A/B E/F A/B   E/F A/B E/F A/B E/F   A/B E/F A/B E/F A/B 
    Block II G/H C/D G/H   C/D G/H C/D G/H C/D   G/H C/D G/H C/D   G/H C/D G/H C/D G/H   C/D G/H C/D G/H C/D 
    Block III C/D G/H C/D   G/H C/D G/H C/D G/H   C/D G/H C/D G/H   C/D G/H C/D G/H C/D   G/H C/D G/H C/D G/H 
    Block IV A/B E/F A/B   E/F A/B E/F A/B E/F   A/B E/F A/B E/F   A/B E/F A/B E/F A/B   E/F A/B E/F A/B E/F 
    

                                 September     October                                                                                       End of Quarter 1                             

  Date 27 28 29 30 1   4 5 6 7 8   12 13 14 15   18 19 20 21 22   25 26 27 28 

   Day M T W R F   M T W R F   T W R F   M T W R F   M T W R 

   Color B R B R B   R B R B R   B R B R   B R B R B   R B R B 

   Block I E/F A/B E/F A/B E/F   A/B E/F A/B E/F A/B   E/F A/B E/F A/B   E/F A/B E/F A/B E/F   A/B E/F A/B E/F 

   Block II G/H C/D G/H C/D G/H   C/D G/H C/D G/H C/D   G/H C/D G/H C/D   G/H C/D G/H C/D G/H   C/D G/H C/D G/H 

   Block III C/D G/H C/D G/H C/D   G/H C/D G/H C/D G/H   C/D G/H C/D G/H   C/D G/H C/D G/H C/D   G/H C/D G/H C/D 

   Block IV A/B E/F A/B E/F A/B   E/F A/B E/F A/B E/F   A/B E/F A/B E/F   A/B E/F A/B E/F A/B   E/F A/B E/F A/B 

   
                                                   

   2nd Quarter -  10 weeks - 46 days 

     November December   

   Date 1 2 3 4 5   8 9 10 12   15 16 17 18 19   22 23 24   29 30 1 2 3 

    Day M T W R F   M T W F   M T W R F   M T W   M T W R F 

    Color R B R B R   B R B R   B R B R B   R B R   B R B R B 

    Block I A/B E/F A/B E/F A/B   E/F A/B E/F A/B   E/F A/B E/F A/B E/F   A/B E/F A/B   E/F A/B E/F A/B E/F 

    Block II C/D G/H C/D G/H C/D   G/H C/D G/H C/D   G/H C/D G/H C/D G/H   C/D G/H C/D   G/H C/D G/H C/D G/H 

    Block III G/H C/D G/H C/D G/H   C/D G/H C/D G/H   C/D G/H C/D G/H C/D   G/H C/D G/H   C/D G/H C/D G/H C/D 

    Block IV E/F A/B E/F A/B E/F   A/B E/F A/B E/F   A/B E/F A/B E/F A/B   E/F A/B E/F   A/B E/F A/B E/F A/B 

    
                                 December  January                                                       End of Quarter 2    

 Date 6 7 8 9 10   13 14 15 16 17   3 4 5 6 7   10 11 12 13 14   18 19 20 21 

  Day M T W R F   M T W R F   M T W R F   M T W R F   T W R F 

  Color R B R B R   B R B R B   R B R B R   B R B R B   R B R B 

  Block I A/B E/F A/B E/F A/B   E/F A/B E/F A/B E/F   A/B E/F A/B E/F A/B   E/F A/B E/F A/B E/F   A/B E/F A/B E/F 

  Block II C/D G/H C/D G/H C/D   G/H C/D G/H C/D G/H   C/D G/H C/D G/H C/D   G/H C/D G/H C/D G/H   C/D G/H C/D G/H 

  Block III G/H C/D G/H C/D G/H   C/D G/H C/D G/H C/D   G/H C/D G/H C/D G/H   C/D G/H C/D G/H C/D   G/H C/D G/H C/D 

  Block IV E/F A/B E/F A/B E/F   A/B E/F A/B E/F A/B   E/F A/B E/F A/B E/F   A/B E/F A/B E/F A/B   E/F A/B E/F A/B 
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ROTATING SCHEDULE 2ND SEMESTER - 2010-2011 
         

  

                    

   3rd Quarter - 9 weeks - 45 days 
    January February March 

 Date 24 25 26 27 28   31 1 2 3 4   7 8 9 10 11   14 15 16 17 18   28 1 2 3 4 
 Day M T W R F   M T W R F   M T W R F   M T W R F 

 
M T W R F 

 Color R B R B R   B R B R B   R B R B R   B R B R B 
 

R B R B R 
 Block I A/B E/F A/B E/F A/B   E/F A/B E/F A/B E/F   A/B E/F A/B E/F A/B   E/F A/B E/F A/B E/F 

 
A/B E/F A/B E/F A/B 

 Block II C/D G/H C/D G/H C/D   G/H C/D G/H C/D G/H   C/D G/H C/D G/H C/D   G/H C/D G/H C/D G/H 
 

C/D G/H C/D G/H C/D 
 Block III G/H C/D G/H C/D G/H   C/D G/H C/D G/H C/D   G/H C/D G/H C/D G/H   C/D G/H C/D G/H C/D 

 
G/H C/D G/H C/D G/H 

 Block IV E/F A/B E/F A/B E/F   A/B E/F A/B E/F A/B   E/F A/B E/F A/B E/F   A/B E/F A/B E/F A/B 
 

E/F A/B E/F A/B E/F 
                                  March April End of Quarter 3     

 Date 7 8 9 10 11   14 15 16 17 18   21 22 23 24 25   28 29 30 31 1 

       Day M T W R F   M T W R F   M T W R F   M T W R F 

       Color B R B R B   R B R B R   B R B R B   R B R B R 

       Block I E/F A/B E/F A/B E/F   A/B E/F A/B E/F A/B   E/F A/B E/F A/B E/F   A/B E/F A/B E/F A/B 

       Block II G/H C/D G/H C/D G/H   C/D G/H C/D G/H C/D   G/H C/D G/H C/D G/H   C/D G/H C/D G/H C/D 

       Block III C/D G/H C/D G/H C/D   G/H C/D G/H C/D G/H   C/D G/H C/D G/H C/D   G/H C/D G/H C/D G/H 

       Block IV A/B E/F A/B E/F A/B   E/F A/B E/F A/B E/F   A/B E/F A/B E/F A/B   E/F A/B E/F A/B E/F 

       
                                                       

 4th Quarter - 9 weeks - 44 days 

   April May 

 Date 4 5 6 7 8   11 12 13 14 15   25 26 27 28 29   2 3 4 5 6   9 10 11 12 13 

 Day M T W R F   M T W R F   M T W R F   M T W R F   M T W R F 

 Color B R B R B   R B R B R   B R B R B   R B R B R   B R B R B 

 Block I E/F A/B E/F A/B E/F   A/B E/F A/B E/F A/B   E/F A/B E/F A/B E/F   A/B E/F A/B E/F A/B   E/F A/B E/F A/B E/F 

 Block II G/H C/D G/H C/D G/H   C/D G/H C/D G/H C/D   G/H C/D G/H C/D G/H   C/D G/H C/D G/H C/D   G/H C/D G/H C/D G/H 

 Block III C/D G/H C/D G/H C/D   G/H C/D G/H C/D G/H   C/D G/H C/D G/H C/D   G/H C/D G/H C/D G/H   C/D G/H C/D G/H C/D 

 Block IV A/B E/F A/B E/F A/B   E/F A/B E/F A/B E/F   A/B E/F A/B E/F A/B   E/F A/B E/F A/B E/F   A/B E/F A/B E/F A/B 

                                                         

   May June                                End of Quarter 4  

 Date 16 17 18 19 20   23 24 25 26 27   31 1 2 3   6 7 8 9 10   13 14 15 16 17 
 

 
Day M T W R F   M T W R F   T W R F   M T W R F   M T W R F 

  Color R B R B R   B R B R B   R B R B   R B R B R   B R B R B 
  Block I A/B E/F A/B E/F A/B   E/F A/B E/F A/B E/F   A/B E/F A/B E/F   A/B E/F A/B E/F A/B   E/F A/B E/F A/B E/F 
  Block II C/D G/H C/D G/H C/D   G/H C/D G/H C/D G/H   C/D G/H C/D G/H   C/D G/H C/D G/H C/D   G/H C/D G/H C/D G/H 
  Block III G/H C/D G/H C/D G/H   C/D G/H C/D G/H C/D   G/H C/D G/H C/D   G/H C/D G/H C/D G/H   C/D G/H C/D G/H C/D 
  Block IV E/F A/B E/F A/B E/F   A/B E/F A/B E/F A/B   E/F A/B E/F A/B   E/F A/B E/F A/B E/F   A/B E/F A/B E/F A/B 
  Tentative last day June 10
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              2010-2011 Bell Schedule/Lunch Schedule/Delayed Openings 

 

7:15 a.m.   Doors open for breakfast 

7:30 a.m.    Report to lockers 

7:40 a.m.    Breakfast ends 

Block I   7:45 a.m.       8:26 a.m. 

    8:29 a.m. 9:10 a.m. 

Block II   9:15 a.m.        9:56 a.m. 

    9:59 a.m. 10:40 a.m. 

Block III   10:44 a.m.     12:35 p.m.  

 

Block III   Lunch Schedule 

Lunch 1   10:44 a.m. – 11:06 a.m. Middle School 

Lunch 2   11:10 a.m. – 11:32 a.m. Middle School 

 

Dismissed from class at 11:36 a.m. – Return 12:06 p.m. 

Lunch 3   11:40 a.m. – 12:02 p.m. High School 

     

Dismissed from class at 12:09 p.m. 

Lunch 4   12:13 p.m. – 12:35 p.m. High School 

   

Block IV   12:40 p.m. – 1:21 p.m. 

  1:24 p.m. – 2:05 p.m. 

 

What is the difference between a weather delay, a professional development delay, and MCAS 

delay? 

 

 A weather delay is normally 1 to 2 hours.  The bus would pick you up at your bus stop 1 or 2 

hours later then the normal pick up time.  For example, if you were picked up at 7:00 a.m., then 

for a one-hour delay the bus would be there at 8:00 a.m., for a two-hour delay the bus would be 

there at 9:00 a.m.  Classes would begin at 8:45 or 9:45 a.m.   
 

 On professional development delays, there is a 2-1/2 hour delay.  For example, if the bus 

normally picks you up at 7:00 a.m., then the bus will pick you up at 9:30 a.m.  Doors open at 

10:00 a.m. and classes begin at 10:15 a.m. 
 

The professional development days for the school year 2010-2011 are as follows: 

October 29, 2010 ~ Full day  

December 9, 2010, January 11, 2011, February 15, 2011, March 15, 2011, April 12, 2011 ~ Delay 
 

 On MCAS delayed opening days there is a 2-hour 55-minute delay.  For example, if you are 

normally picked up at 7:00 a.m., the bus will pick you up at 9:55 a.m., if you are normally 

picked up at 7:15 a.m. the bus will pick you up at 10:10 a.m. Doors open at 10:30 a.m. and 

classes begin at 10:40 a.m. 
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R-- 8/25/2010 

Sun Mon Tue Wed Thu Fri Sat 

    1 2 3 
 
 
 
 
 
 

4 5 6 7 8 9 10 
 
 
 
 
 
 

11 12 13 14 15 16 17 
 
 
 
 
 
 

18 19 20 21 22 23 24 
 
 
 
 
 
 

25 26 27 28 29 30 31 
 

4
th
 Annual 

Senators Road 

Race 

 
 
 
 
 

2010  

July  
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Sun Mon Tue Wed Thu Fri Sat 

1 
 

2 3 4 5 6 7 
Key Club at 

Winchendon 

Kiwanis Family 

Fun Day 

8 9 10 
New Staff 

Induction 

 
 

11 
New Staff 

Induction 

12 13 14 
Key Club Easter 

Seals Volleyball 

 
 
 
 
 

15 16 17 
7
th
 grade tour 

6:30 p.m. 

18 
7
th
 grade tour 10 

a.m. 

19 20 21 
 
 
 
 
 
 

22 
Football Parent 

mtg. 6 p.m. turf 

23 
F.Ball Practice 

5-8 p.m. 

24 
Teachers 

Report 
Coor.mtg.2:15 HS 

Conf.Rm. 

F.Ball Practice 

5-8 p.m. 

25 
School Begins 

Key Club mtg.7 

pm H18 

Calendar Sales 

8/25-9/3 

CAPS 

Collaborative 

Conf. 8 ï 4 lib. 

 

26 27 28 
F.Ball Scrimmage 

away 

 
 
 
 
 

29 30 
Coor.Mtg.2:15 HS 

Conf. Rm. 

31 
 
 
 
 
 
 

    

       

2010  

August  
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Sun Mon Tue Wed Thu Fri Sat 

   1 
Sports Physicals 

8 am 

SC mtg. 

Key Club 7pm H18 

2 3 4 
 
 
 
 
 
 

5 6 
Labor Day 

7 
Class mtgs. 

Sch.Com. 6:30 pm 

8 
School Picture 

SC Elec. Nominations 

Available 

MS SC 2:10 M05 

FishôN Game mtg.- 

magazine drive 

Key Club Welcome 

Reception 2 pm 

Key Club 7 pm H18 

9 
School Pictures 

Peer Med.Sem. 

9:15 café 

Intôl Club 2-3 

SADD 2:05 

10 
NJHS mtg. ï 

Elect officers 

Key Club Welcome 

Dance 7-10 cafe 

11 
 
 
 
 
 
 

12 13 
Coor.mtg.2:15 HS 

Conf.Rm. 

14 
Par.Group 6 pm 

Adult Ed. 6-9 

15 
SC mtg. 

Nomination 

papers due 

Key Club 7pm H18 

16 
7
th
 Grade Open 

House 6:30-7:30 

café/class rms. 

17 
Par. Group Store- 

lunch 

SC Elec. Lunch 

SC Lunch Social 

Key Club Spaghetti 

Supper 5:30-7 pm café 

F.Ball at Dean Tech 

18 
 
 
 
 
 
 

19 20 
 

21 
MWCC College Fair-

Sr. F.Trip 8-11 am 

Intôl Club 2-3 ï 

Elections 

JETS 2:10-3 

Jr.Lip Sync 5 pm 

gym 

Adult Ed. 6-9 

22 
H.Com. Reh.6:30 

pm 

Key Club 7pm H18 

23 
TAB Trainer 

Training 

SADD 2:05 

Jr.Lip Sync 5 pm 

gym 

24 
TAB Trainer 

Training 

James Otis Law 

Seminar Mock Trial 

MS Welcome Dance 

6:30 ï 8:30  

F. Ball vs. Palmer 

25 
TAB Trainer 

Training 

 
 

26 
FishôN Game Big 

MOE 

Jr.Lip Sync 4-6 

pm gym 

27 
FishôN Game ï End 

Magazine Drive 

Coor. mtg. 2:15 HS 

Conf. Rm. 

Jr.Lip Sync 5pm 

gym 

28 
Jr. Banner 2:10  

Adult Ed. 6-9 

29 
MS FishôN Game 2pm 

HS FishôN Game 6 pm 

Jr. Banner 2:10 

Lip Sync 5 pm gym 

Key Club 7 pm H18 

Sch. Council 6 pm 

lib. 

30 
Jr. Banner 2:10 

 

  
 
 
 
 
 
 

       

2010  

September  
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Sun Mon Tue Wed Thu Fri Sat 

     1 

RSAC 

F.Ball vs. 

Frontier 

2 
 

3 
FishôN Game Trap 

Shoot 

Jr.Lip Sync 4-6 

pm gym 

4 
Faculty mtg. 

2:15 C.Ryan 

 

5 
SADD speaker (tent) 

JETS 2:10-3 

Jr.Banner 2:10 

Lip sync 5 pm gym 

Sch. Com. 6:30 pm 

Adult Ed. 6-9 

6 
SC mtg. 

MS FishôN Game 

Trip 

MS SC 2:10 M05 

Jr.Banner 2:10 

Key Club 7pm H18 

7 
Rachelôs Challenge 

Assemblies ïMS & 

HS;Training 

NHS mtg. 

Jr.Banner 2:10 

Lip Sync 5 pm gym 

Rachelôs Challenge 

Evening Program 

8 
F.Ball at 

Monument 

9 

10 11 
Columbus Day 

12 
Par.Group 6 pm 

Adult Ed. 6-9 

Jr.Lip Sync 7 pm 

13 
PSAT ï jr. 7:45 

café 

MS FishôN Game 2-3 

HS FishôN Game 6pm 

H.Com Reh. 6 pm 

Key Club 7pm H18 

14 
Peer Med. Sem. 10 

am café 

SADD 2:05 

Homecoming Lip 

Sync 7:30 pm aud. 

15 
Par. Group Store ï 

lunch 

SC Officer Wk.Shop 

Homecoming Parade, 

Tailgate 

F.Ball vs. 

Belchertown 

16 
Homecoming 

Alumni games 

Dance 7-10 

17 18 
Sr.F.Raiser 10/18-

22;Cow Flop 

Title 1 Par. Night 

6:30 pm TD Rm. 

V.Ball Dig Pink 

F.Raiser Breast 

Cancer 7 pm 

 

19 
JETS 2:10-3 

Adult Ed. 6-9 

 

20 
Measure Caps & 

Gowns 7 am lib 

SOS mtg. 2:10-3 

Key Club 7pm H18 

21 
10 th gr. Art Trip 

 

22 
Sr. Cow flop 

23 
Annual Mahar 

Cancer Walk 

F.Ball at Sci. 

Tech. 

 

24 25 
Coor.mtg.2:15 HS 

Conf.Rm. 

26 
NJHS Reh. 9:15 am 

Induction 7 pm 
Adult Ed. 6-9 

 

27 
SC mtg. lunch block 

SC Ice Cream Social 

Key Club 7pm H18 

Sch.Council 6 pm lib. 

28 
End of 1

st
 quarter 

SADD 2:05 

Intôl Club Pot 

Luck 6-9 

MS Costume Social 

3-5 pm small gym 

29 
Franklin 

County In 

Service Day 
WMASC Fall 

Conference 

F.Ball at Mohawk 

30 

31       

 

2010  

October  
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Sun Mon Tue Wed Thu Fri Sat 

 1 
Intôl Key Club Wk. 

11/1-5 

7
th
 gr. F.Raiser  

11/1-5 

Faculty mtg. 2:15 

C.Ryan 

2 
JETS 2:10-3 

Adult Ed. 6-9 

Sch.Com. 6:30 pm 

3 
MCAS Retest 

SC mtg. 

Key Club Good 

Deeds 2 pm 

Key Club 7pm H18 

4 
MCAS Retest 

NHS mtg. 

5  
MCAS Retest 

RSAC 

Key Club Spaghetti 

Supper 5:30-7 café 

Art Reception 

Petersham Town 

Hall 7-9 pm 

F.Ball vs. Turners 

6 
Art Show 

Petersham Town 

Hall 10 am- 5 pm 

 
 
 
 

7 
Art Show 

Petersham Town 

Hall 12-5 pm  

 

8 
MCAS Retest 

NHS Induction 

Ceremony 

Coor.mtg.2:15 HS 

Conf.Rm 

9 
MCAS Retest 

MS SC 2:10 M05 

SADD mtg. 2-3 

MS FishôN Game 2pm 

HS FishôN Game 6pm 

Key Club 7pm H18 

Adult Ed. 6-9 

10 
Veterans Day 

Assemblies 

 

11 
Veteranôs 

Day 

12 
F.Ball at 

Greenfield 

13 
Key Club 

Christmas 

Decorating 

 
 
 

14 15 
Key Club 

Thanksgiving Drive 

11/15-23 

HS/MS Comb. Reh. 

Volleyball Banquet 

6:30 pm cafe 

16 
HS/MS Comb.Reh. 

Intôl Club 2-3 

JETS 2:10-3 

V & JV Girls 

Soccer Banquet 

6:30-8:30 

Adult Ed.6-9 

Par.Group 6 pm 

17 
New Peer Med. 

Training 

SC mtg. 

Key Club 7pm H18 

Sch.Council 6pm 

lib 

18 
New Peer Med. 

Training 

Peer Med. Sem. 

10am café 

Parents Night 

19 
New Peer Med. 

Training 

JV F.Ball vs. 

Athol 

20 
NHS Pancake 

Breakfast 

 
 
 
 

21 22 
MS SC Spirit Days 

11/22-24 

Deer Hunting 

Permisstion Slips 

Coor.mtg. 2:15 HS 

Conf.Rm. 

23 
Key Club 6:30 pm 

H18 

Adult Ed. 6-9 

24 
Early 

release day 
Key Club delivery 

of boxes 

SC Pep Rally 

25 
Thanksgiving 

Football at 

Athol 10 am 

26 27 
 
 
 
 
 
 

28 29 
Key Club Santa 

Fund 11/29-12/3 

First Day of 

Winter Sports 

30 
JETS 2:10-3 

Adult Ed. 6-9 

    
 
 
 
 
 
 

       

2010  

November  
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Sun Mon Tue Wed Thu Fri Sat 

   1 
Key Club 7pm H18 

2 
NHS mtg. 

Intôl Club 2-3 

3 
RSAC 

4 
Key Club at AOTV 

 
 
 
 
 

5 6 
HS/MS Comb. Reh. 

NHS F. Raiser 

12/6-10 

Faculty mtg. 

2:15 C. Ryan 

7 
HS/MS Comb.Reh. 

Mock Trial 

Adult Ed. 6-9 

Sch. Com. 6:30 

pm 

8 
MS SC 2:10 M05 

SOS mtg. 2:10-3 

MS FishôN Game 2pm 

HS FishôN Game 6pm 

Key Club 7pm H18 

9 
Delayed opening 

Peer Med. Sem.10 

am café 

SADD mtg. 2:05 

Mock Trial 

10 
Par. Group Store- 

lunch 

MS Social 6:30-

8:30 

Key Club Holiday 

Dance 7-10 

11 
Key Club Adopt-a-

Family Shopping 

Jr. Class V.Ball 

3-0n-3 tournament 

(tent.) 

Intôl Club Bowling 

French King 

 

12 13 
Gr. 8 F. Raiser 

12/13-17 

Coor.mtg.2:15 HS 

Conf. Rm. 

14 
Mock Trial 

JETS 2:10-3 

Winter Concert 

6:30 pm 

Adult Ed. 6-9 

Par. Group 6 pm 

15 
SOS mtg. 2:10-3 

Key Club 7pm H18 

Sch.Council 6pm 

lib. 

16 
Key Club X-Mas 

cards 

Mock Trial 

MS Movie Might 3-5 

aud. 

Football Banquet 

6:30 pm (tent.) 

17 
Key Club Holiday 

Sundaes - lunch 

18 
 
 
 
 
 
 

19 20 
December 

Recess 

12/20-31 

21 22 23 24 25 
 
 
 
 
 
 

26 27 28 29 30 31 
 
 
 
 
 
 

 

       

2010  

December  
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Sun Mon Tue Wed Thu Fri Sat 

 
  

   1 
New Yearôs 

Day 

 

2 3 
W.Car. Reg.1/3-7 

Faculty mtg. 2:15 

C. Ryan 

4 
Mock Trial 

Adult Ed. 6-9 pm 

Sch.Com. 6:30 pm 

5 
MS SC 2:10 M05 

Mock Trial 

Key Club 7pm H18 

6 
NHS mtg. 

Intôl Club 2-3 

Mock Trial 

Ski Trip 3-8 

7 
RSAC 

8 

9 10 
Coor. mtg. 2:15 HS 

Conf. Rm. 
Art Space Student 

Show 1/10-2/8 

11 
Delayed opening 

Mock Trial 

JETS 2:10-3 

Intôl Club Pot 

Luck 6-9 

Adult Ed. 6-9 

Par. Group 6 pm 

12 
SC mtg. 

Jr. Prom Com. mtg.2:10 

M21 

SOS mtg. 2:10 

Mock Trial 

MS FishôN Game 2pm 

HS FishôN Game 6 pm 

Key Club 7pm H18 

13 
Peer Med. Sem. 10 am 

café 

SADD mtg. 2:05 

Mock Trial 

Ski Trip 3-8 

Band Level IV 

Recitals 7 pm 

14 
 

15 
 

16 17 
Martin 

Luther King 

Day ï No 

School 

18 
Mock Trial 

Adult Ed. 6-9 pm 

19 
SOS mtg. 2:10-3 

Mock Trial 

Key Club 7pm H18 

20 
Mock Trial 

Ski Trip 3-8 

21 
End of 2

nd
 quarter 

Par. Group Store - 

lunch 

Winter Carnival 

Assembly last pd. 

22 
Winter Carnival 

Hockey, V.Ball, 

Dance 7-10 pm 

23 
FishôN Game Ice 

Fishing Derby 

24 
Key Club Intôl Staff 

Appreciation Week 

1/24-28 

Vision/hearing/ 

posture/BMI Screening 

1/24-28 

Coor.mtg.2:15 HS 

Conf. Rm. 

25 
Mock Trial 

JETS 2:10-3 

Adult Ed.  

Exhibit  6-9 

Attendance appeals 

26 
SOS mtg. 2:10-3 

Mock Trial 

Key Club 7pm café 

Parents Night 

Attendance Appeals 

Sch. Council 6pm lib 

Adult Ed. Exhibit (alt) 

 

27 
SADD mtg. 2:05 

Mock Trial 

Ski Trip 3-8 

Attendance appeals 

28 
Art Space 

Reception & Awards 

5-7 pm 

29 

30 31 
Key Club daffodil 

sale 1/31-2/4 

 

     

 

2011  

January  
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Sun Mon Tue Wed Thu Fri Sat 

  1 
MCAS Biology 

Sch. Com. 6:30 pm 

2 
MCAS Biology 

MS SC 2:10 M05 

Mock Trial 

Musical Auditions 

2:15-5 

Key Club Good 

Deeds 2 pm 

Key Club 7pm H18 

3 
NHS mtg. 

Musical Auditions 

2:15-5  

Ski Trip 3-8 

4 
RSAC 

5 
 
 
 
 
 
 

6 7 
NJHS F. Raiser 2/7-11 

Flower bulbs 

MS SC Valentine Gifts 

Lunch Sale 2/7-11 

Faculty mtg. 2:15 

C.Ryan 

Mus. Reh.6-9 

8 
Mock Trial 

JETS 2:10-3 

Mus. Reh. 6-9 

9 
Sr. Art Trip 

SC mtg. 

Jr. Prom Com.2:10 M21 

SOS mtg. 2:10-3 

Mock Trial 

Key Club 7pm H18 

Mus. Reh. 6-9 

10 
Peer Med. Sem. 10 

am café 

SADD mtg. 2:05 

Mock Trial 

Ski Trip 3-8 

Mus. Reh. 6-9 

 

11 
MS Social 6:30-

8:30 

Mus. Reh. 6-9 

12 
 
 
 
 
 
 

13 
Par. Group mtg. 

6pm (off site) 

14 
Par. Group Store-lunch 

Valentine Flower Sale 

Gr.8 F.Raiser 2/14-18 

SC Valentines Lunch 

Social 

MS SC Valentine gifts ï 

lunch 

Coor.mtg.2:15 HS Conf. Rm 

Mus. Reh. 6-9 

15 
Delayed opening 

Mus. Reh. 6-9 

 

16 
SOS mtg. 2:10-3 

MS FishôN Game 2pm 

HS FishôN Game 6pm 

Key Club 7pm H18 

Sch. Council 6pm 

lib. 

Mus. Reh. 6-9 

17 
SADD mtg. 2:05 

Intôl Pot Luck 6-9 

Ski Trip (make up) 

Mus. Reh. 6-9 

18 
Mus.Reh. 6-9 

19 
 
 
 
 
 
 

20 21 
February 

Recess 

2/21-25 

22 23 24 25 26 
 
 
 
 
 

27 28 
Sci. Dept. Seed 

Sale 2/28-3/4 

Coor.mtg.2:15 HS  

Conf. Rm. 

Mus. Reh. 2:15-5 

     
 
 
 
 
 
 

       

2011  

February  



  32 

 

 

Sun Mon Tue Wed Thu Fri Sat 

  1 
JETS 2:10-3 

Mus. Reh. 3-5 

Indoor Track 

Awards 6pm aud. 

Sch. Com. 6:30pm 

2 
MCAS Retest 

SC mtg. 

Mus.Reh.3-5 

Key Club 7pm H18 

3 
MCAS Retest 

NHS mtg. 

Mus.Reh.3-5 

4 
MCAS Retest 

RSAC 

Key Club Cans for 

Kids 

JETS (tent.) 

Key Club Spaghetti 

Supper 5:30-7 cafe 

5 
 
 

6 7 
MCAS Retest 

Gr. 10 F. Raiser 

3/7-11 

Big E College Fair  

Faculty mtg. 2:15 

C. Ryan 

Mus.Reh.2:15-5 

 

8 
MCAS Retest 

Mus.Reh.3-5 

Key Club Dist. 

Project 6pm gym 

9 
MS/HS Comb. Reh. 

Jr. Prom Com. 2:10 

M21 

MS SC 2:10 M05 

SOS mtg. 2:10-3 

Mus.Reh. 3-5 

MASC Hyannis 3/9-11 

Key Club 7pm H18 

10 
MS/HS Comb.Reh. 

Peer Med. Sem. 10 

am café 

SADD mtg. 2:05 

Intôl Club 2-3 

Mus. Reh. 3-5 

11 
Key Club Cans 

for Kids 

JETS (tent.) 

12 
NHS Pancake 

Breakfast 7-9 

Key Club E. 

Seals V.Ball 

 
 
 

13 14 
Sr. Speech Contest 

2:10 
Coor.mtg.2:15 HS 

Conf. Rm. 

Mus. Reh. 2:15-5 

15 
Delayed 

opening 

Mus. Reh. 3-

5 

16 
MWCC Jr. Symposium in 

Gardner 

Spring Sports Coaches 

mtg. 

MS FishôN Game 2pm 

HS FishôN Game 6pm 

Mus. Reh. 3-5 

Key Club 7pm H18 

Par.Group 6 pm 

17 
Par.Group store  

Lunch 

St. Patôs Day 

Flowers 

SADD mtg. 2:05  

Mus.Reh. 3-5 

18 
Key Club Cans for 

Kids 

Mus.Reh. 2:15-5 

19 
10

th
 gr. F. 

Raiser Bread 

Baking 

Jr. Class 3-on-3 

B.Ball 

Tournament 

(tent.) 

 

20 21 
Health Fair & 

Blood Drive 

1
st
 day Spring 

Sports 

Mus.Reh. 2:15-5 

22 
MCAS ELA Comp. 

Delayed opening 

Mus.Reh. 3-5 

23 
MCAS ELA 

Delayed opening 

Mus. Reh. 3-5 

Key Club 7pm H18 

24 
MCAS ELA 

Delayed opening 

Mus.Reh. 3-5 

Costume Check 

25 
Key Club Spring 

Dance 7-10 cafe 

26 
Key Club Big 

Brother Big 

Sister Bowling 

(tent.) 

 

27 28 
Gr.9 F.Raiser 

3/28-4/1 

Coor.mtg. 2:15 HS 

Conf. Rm. 

Mus. Reh. 2:15-5 

29 
Mus. Reh. 3-5 

30 
SC mtg. 

Mus. Reh. 3-5 

Key Club 7pm H18 

Sch.Council 6pm 

lib. 

31 
Comp. Make Up 

Mus.Reh. 3-5; 

Tech Reh. 

FishôN Game 

Supper 

  
 
 
 
 
 
 

       

2011  

March  
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Sun Mon Tue Wed Thu Fri Sat 

     1 
End of 3

rd
 quarter 

RSAC 

SC Elec. Nonimation 

Forms Available 

Mus. Reh. 3-5 

MS Social/Movie 3-5 

Key Club N.Eng. D. 

Conf. 4/1-3 

2 
 
 
 
 
 
 

3 4 
Faculty mtg. 

2:15 C.Ryan 

Mus.Reh.2:15-

5;Full Run 

MWCC HS Student 

Art Show 4/4-4/15 

5 
Cabaret Auditions 

2:10 C. Ryan 

Mus.Reh.3-5 Run 

Sch. Com. 6:30 pm 

6 
MS SC 2:10 M05 

Cabaret Auditions 

2:10 C. Ryan 

Mus.Reh. 3-5 

Key Club 7pm H18 

7 
NHS mtg. 

Mus.Reh. 3-5 

Full Dress 

8 
Government Day 

SC Nomination 

Forms due 

6
th
 Grade 

Orientation 

Musical 7 pm 

9 
 
Musical 7 pm 

 
 
 
 

10 
Musical 2 pm 

11 
7
th
 gr. F. Raiser 

4/11-15 

Coor.mtg.2:15 HS 

Conf. Rm 

12 
Delayed opening 

13 
SC mtg. 

Jr. Prom Com.2:10 M21 

SOS mtg. 2:10-3 

MS FishôN Game 2pm 

HS FishôN Game 6pm 

Key Club 7pm H18 

14 
X pd. Elec.Speeches 

Peer Med. Sem.10am 

café 

SC Lunch Social 

SADD mtg. 2:05 

MWCC Art Show Rec.& 

Awards 6-8 pm 

15 
 

16 
Key Club Cans 

for Kids Canvass 

 
 

17 
 

18 
April Recess 

4/18-22 

19 
Key Club 

Shriners Trip 

20 21 22 23 
 
 
 
 
 
 

24 
Easter 

25 
SADD F. Raiser 

4/25-30 

Coor.mtg.2:15 HS 

Conf. Rm. 

26 27 
Jr. Prom Com.2:10 

M21 

SOS mtg. 2:10-3 

FishôN Game Trip 

Prep 

Key Club 7pm H18-

New members 

Sch. Council 6pm 

lib 

28 
FishôN Game Deep 

Sea Trip 

Maharôs Got 

Talent 7pm aud. 

29 
SADD Day of the 

Dead/Speaker 

WMASC Spring Conf. 

Key Club Spaghetti 

Supper 5:30-7 cafe 

30 
Hall of Fame 

Banquet Elks Club 

 
 
 
 
 
 

       

2011  

April  



  34 

 

 

Sun Mon Tue Wed Thu Fri Sat 

1 2 
MS/HS Comb. Reh. 

Faculty mtg. 2:15 

C. Ryan 

3 
MS/HS Comb.Reh. 

Deep Sea Trip 

(alt.) 

Sch.Com. 6:30 pm 

4 
AP Calculus 7:45 

SC mtg. 

Jr.Prom Com.2:10 

M21 

Key Club 7pm H18 

5 
AP Eng. Lit.7:45 

NHS mtg. 

Jr.Prom Decorating 

5 pm 

ELL Par.Night HS 

Conf. Rm 

Par. Group 6pm 

6 
AP US Hist. 7:45 

AP Studio Art 

deadline 

RSAC 

Par.Group Store ï

lunch Mothers Day 

Flowers 

Junior Prom 

7 
Key Club 

Ultimate Frisbee 

SOS Northampton 

Parade March 

 
 
 

8 9 
AP Biology 

SC Spirit Week 

5/9-13 

NHS Academic 

Awards Banquet 

Coor.Mtg.2:15 HS 

Conf. Rm. 

10 
MS/HS Art Show 

5:30 pm 

Spring Concert 

6:30 pm 

11 
AP Eng. Lang. 7:45 

AP Statistics noon 

MS SC 2:10 M05 

SOS mtg. 2:10-3 

MS FishôN Game 2 pm 

HS FishôN Game 6 pm 

Key Club 7 pm H18 

12 
Intôl Club F. 

Trip Boston 

7:30-7:30 

Peer Med. Sem. 

10 am café 

SADD mtg. 2:05 

13 14 
Key Club Bike 

Rodeo 

 
 
 
 

15 16 
MCAS Gr.8 

STE 

(tent) 

17 
MCAS Math 

Delayed opening 

18 
MCAS Math 

Delayed opening 

Key Club 7pm H18 

19 
Sr. attendance 

appeals 

20 
SC Senator Games 

21 
 
 
 
 
 
 

22 23 
Coor.mtg.2:15 HS 

Conf. Rm. 

Outdoor Track 

Awards 6pm aud. 

24 
 

Intôl Club Pot 

Luck 6-9 

25 
SOS mtg. 2:10-3 

Key Club ï 

Lasagna supper 

Sch. Council 6 

pm lib 

26 
Seniors last day 

Key Club Senior 

Sundaes ï lunch 

Band Level IV 

Recitals 7 pm 

27 
Sports Physicals 

8 am 

28 
Senior Prom 

 
 
 
 
 

29 30 
Memorial Day 

31 
Gr.8 Washington 

Trip 5/31-6/3 

Music Awards 7pm 

Attendance 

appeals 

    
 
 
 
 
 
 

       

2011  

May  
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Sun Mon Tue Wed Thu Fri Sat 

   1 
MCAS STE 

Awards Night 

Attendance 

appeals 

2 
MCAS STE 

Senior Picnic 

SADD mtg. 2:05 

Attendance 

appeals 

3 
Graduation 

4 
 
 
 
 
 
 

5 6 
Faculty mtg. 

2:15 C. Ryan 

7 
Whale Watch Trip 

7
th
 gr. Field Day 

Sch. Com.6:30 pm 

Par. Group 6pm 

8 
8
th
 gr. Field Day 

8
th
 Gr. End of 

year BBQ & 

Social 6-9 

Key Club 7pm H18 

9 
8
th
 gr. F. Day 

(alt.) 

7
th
 gr. Field Day 

10 
End of 4

th
 

quarter 

Last day of 

school 

(tent.) 

7
th
 gr. F. 

Day (alt) 

11 
SADD End of Year 

Picnic 

 
 
 
 

12 13 14 15 16 17 18 
 

19 20 21 22 23 24 25 
 
 
 
 
 
 

26 27 28 29 30   
 
 
 
 
 
 
 

       

2011  

June  
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Sun Mon Tue Wed Thu Fri Sat 

     1 2 

3 4 5 6 7 8 9 

10 11 12 13 14 15 16 

17 18 19 20 21 22 23 

24 25 26 27 28 29 30 

31       

 
 

2011  

July  
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2010ï2011 Schedule for MCAS and MEPA Testing  
(Revised 7/21/2010) 

 

Grade Test  

Allowable 
Administration 

Dates * 
Number of 
Sessions 

Session 
Length  
(Avg. #  

of Minutes) 

 Fall 2010 MEPA 

Grades 1–12 

MELA-O October 4–25 NA NA 

MEPA-R/W   October 18–25 Gr. 1–2: 2 
 (1 Reading;  
1 Writing) 
Gr. 3–12: 4 
(2 each) 

45 

 November 2010 MCAS ELA and Mathematics Retests 

High school 

ELA Composition, Sessions A and B November 3 2 45 

ELA Reading Comprehension,  
Sessions 1 and 2 

November 4 2 45 

ELA Reading Comprehension, Session 3 November 5 1 45 

Mathematics, Session 1  November 8 1 60 

Mathematics, Session 2  November 9 1 60 

 February 2011 MCAS High School Biology Test 

High school 
Biology, Session 1 February 1 1 60 

Biology, Session 2 February 2 1 60 

 March 2011 MCAS ELA and Mathematics Retests 

High school 

ELA Composition, Sessions A and B March 2 2 45 

ELA Reading Comprehension, Sess. 1 and 
2 

March 3 2 45 

ELA Reading Comprehension, Session 3 March 4 1 45 

Mathematics, Session 1 March 7 1 60 

Mathematics, Session 2 March 8 1 60 

 Spring 2011 MEPA 

Grades K–12 

MELA-O  Feb. 14– March14 NA NA 

MEPA-R/W March 7–14 Gr. K–2: 2 
(1 Reading;  
1 Writing) 
Gr. 3–12: 4 

(2 each) 

45 

 2011 MCAS Alternate Assessment (MCAS-Alt)  
Grades 3–12 MCAS-Alt April 1 (Deadline for submitting portfolios) 

continued on next page 
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2010ï2011 Schedule for MCAS and MEPA Testing continued 

 

Grade Test 

Allowable 
Administration 

Dates * 
Number of 
Sessions 

Session 
Length  
(Avg. #  

of Minutes) 

 MarchïApril 2011 MCAS Tests 

Grades 4, 7, 10 
ELA Composition, Sessions A and B March 22 2 45 

ELA Composition Make-Up  March 31 2 45 

Grades 3, 5, 6, 
and 8 
 
 
Grades 4 and 7 

ELA Reading Comprehension March 22– April 4 
 
 
 

March 23– April 4 

2 60 

Grade 10  

ELA Reading Comprehension, Sess. 1 
and 2 

March 23 2 45 

ELA Reading Comprehension, Session 3 March 24 1 45 

 May 2011 MCAS Tests 
Grades 3–8 Mathematics May 10–May 24 2 Grades 3–6: 45 

Grades 7–8: 50 

Grades 5 and 8 
 

Science and Technology/Engineering 
(STE) 

May 11–May 24 
 

2 45 

Grade 10  
Mathematics, Session 1 May 17 1 60 

Mathematics, Session 2 May 18 1 60 

 June 2011 MCAS: High School STE Tests  
Biology, Chemistry, Introductory Physics, Technology/Engineering 

High school 
High School STE, Session 1 June 1 1 60 

High School STE, Session 2 June 2 1 60 

 

ANNOUNCEMENTS AND NOTICES 

1. Information to be posted on the daily announcements must be submitted to the main office by 2:00 

p.m. on the previous day.  The daily announcements will be posted on the Z Drive.  

2. Daily announcements will be read each morning over the P.A. at 7:45 a.m. 
 

BUILDING ACCESS AND SECURITY     

Keys: 

All building keys and security access cards (swipe cards) are issued through the maintenance 

department for a specified period of time. Upon the conclusion of the specified time period, access 

cards and/or keys must be returned directly and immediately to the maintenance office. Under no 

circumstances are keys, access cards, or access codes to be passed or shared with other faculty, staff 

members, or persons outside of the school. 

Athletics:  

A coach must request the key(s) necessary for his/her coaching duties through the athletic director. 

Upon approval, the key(s) will be assigned though the maintenance department for the specified 

sport‘s season. Upon the conclusion of the season, access code(s) will be disabled and the key(s) must 

be returned directly and immediately to the maintenance office. 
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End of school year key return:  

In order to maintain building security as well as an accurate inventory, faculty and staff must return all 

access cards and school issued keys to the maintenance office no later than the final work day for 

teachers and staff members in June.  Prior to the final work day, calendar year employees must have 

their keys inventoried and re-issued through the Director of Facilities. 

Hours of building access during summer vacation: 

The building is accessible through the high school entrance to employees Monday through Friday 

between the hours of 7:15 a.m. and 3:30 p.m., holidays excluded.  Teachers requiring keys to gain 

temporary access to their classroom/work area may do so through the main office.  Teachers must sign 

in upon entering the building and return keys to the main office before leaving the building. 

 

EMERGENCY EVACUATION INSTRUCTIONS 

GENERAL STATEMENT OF POLICY Reference: Chapter 18, Section 28, of the General Laws Relating to Education   

All students, school personnel, including nursing, cafeteria, and custodial staff members will, upon hearing 

the fire alarm, cease whatever they are engaged in and immediately evacuate the building. 

It should be clearly understood that the maximum amount of time allowed for complete evacuation of this 

building should not exceed one minute and thirty seconds.  Consequently, immediate and direct exit is necessary. 
 

ROOM EXIT ROUTE 

Art Dark Room 

Art Finish Room 

Turn left out of room.   

Enter hall, Turn right.  

Turn right at first intersection.   

Exit building. 

Art Suite  

Interior Hall 

Turn right out of suite.   

Turn right at first inersection.  

Exit building. 

Art Kiln Room 

Turn left out of room.  

Enter hall & Turn right.  

Turn right at first intersection.  

Exit building. 

Athletic Director 
Turn right out of room.  

Turn right at first intersection.  

Exit building. 

Auditorium 

Seating (north) 

Climb stairs to left.  

Turn right out of stairwell.  

Turn left in hall.  

Turn left again into lobby.  

Turn right in lobby to exit  building. 

Auditorium 

Seating (south) 

Proceed straight through door to hall. 

Turn right in hall.  

Turn right again into lobby.  

Turn left in lobby to exit building 
Auditorium 

Seating (west) 
Proceed straight through doors to 

   exit building. 
Auditorium Stage 

(north) 
Turn left out of room.   

Exit building. 
Auditorium Stage 

(south) 
Turn right out of room.  

Exit building 
  

 

 

C01 

 

Turn left out of room.  

Turn left at high school lobby.   
Exit building through south set of doors. 

C02 & C03 
Turn right out of room.   

Exit building. 

 

C09 (Reading) 

Turn right out of room.  

Turn right at first intersection.  

Exit building 

 

C10 (Title I) 

Turn left out of room.  

Turn left at first intersection.  

Exit building. 

C11 

 (Title I) 

Turn left out of room.  

Turn  left at first intersection.  

Exit building. 

C12  

(Foods Room) 

Turn left out of room.  

Turn right in MS lobby.  
Exit building through north set of doors 

C13, C14, C15 
Turn left out of room.  

Turn right in MS lobby.  
Exit building through north set of doors 

CAD Lab C04 

CAD Lab Office 

Exit through north door into woodshop.  

Proceed across woodshop.  

Turn right at fire exit.  

Exit building. 
Cafeteria Exit through west door to Hayden St. 

Cafeteria (alt.) 
Exit through south doors.  

At auditorium lobby turn right.  
Exit building through north set of doors 

Choral Theater 

Seating (C08) 
 

Choral Theater 

Turn right out of room.  

Proceed straight down hall.  

Turn right in lobby.  

Exit through north doors. 
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Stage 

 

Coaches Room  

(N) & (S) 

 

Turn left out of room.  

Turn right at intersection past  

   gym lobby. 

Exit building. 

Counseling Room, 

Library Area 

Turn left out of room.  

Turn left in high school lobby.  
Exit building through south set of doors 

Counseling Room, 

MS Area 

Turn right out of room.  

Exit building through doors  

   directly ahead. 

English Bookroom 
Turn right out of room.  

Turn left at first intersection.  

Exit building. 

Foods Room 

Office 

Turn right to hall.  

Turn right in hall.  

Exit building through doors at  

   end of hall. 

Foods Room 

Storeroom 

Exit room through door straight 

ahead.  

Turn left out of room.  

Turn right in middle school lobby.  

Exit through north set of doors. 

Guidance 

Conference Room 

Turn left out of room.  

Exit to hall.  

Turn left in hall.  

Turn left at first intersection.  

Exit building 

Guidance 

Counselor 1 and 2 

Turn left out of room.  

Turn left at hall.  

Turn left at first intersection.  

Exit building. 

Guidance 

Counselor 3 

Proceed straight from room.  

Turn left at hall.  

Turn left at first intersection.  

Exit building. 

Guidance 

Counselor 4 

Turn right out of room.  

Turn right again to hall.  

Turn left in hall.  

Turn left at first intersection.  

Exit building. 

Guidance 

Conselor 

5 

Turn left out of room.  

Exit to hall.  

Turn left in hall.  

Turn left at first intersection.  

Exit building. 
Guidance Library 

and Guidance 

Reception 

Turn left in hall.  

Turn left at first intersection. 

Exit building. 

Gym, New (east) 
Exit building through fire doors 

    in southeast corner of gym. 

Gym, New (west) 
Turn right in hall.  

Turn right at first intersection 

    past gym lobby.  

Exit building. 

Gym, Main (east) 
Proceed through fire doors in 

   southeast corner of gym. 

 Exit straight ahead. 

Gym, Main (N) 
Proceed straight through doors 

   to exit building. 

Gym, Main (W) 

Turn right in hall.  

Turn right at first intersection 

   past gym lobby.  

Exit building. 

H01 and H02 
Turn right in hall.  
Exit building through north set of doors 

H03 
Turn left in hall.  
Exit building through north set of doors 

H04 
Turn right in hall.  

Exit building. 

H05, H07, H09, 

H11 

Turn right in hall.  

Turn left at end of hall.  

Exit building. 
H06 & H06 Prep Rm 

H08 & H08 Prep Rm 

H10 & H10 Prep Rm 

H12 & H12 Prep Rm 

H13 & H13 Prep Rm 

Turn left in hall.  

Turn left at end of hall.  

Exit building. 

H14, H15, H16, 

H17, H20, & H21 
Turn right in hall.  

Exit building. 

H22 
Turn right out of room.  

Turn right in hall. 

 Exit building 

H23 & H24 
Turn left out of room.  

Turn right in lobby.  
Exit building through north set of doors 

Kitchen 
Exit building through loading 

  dock doors in northwest  

  corner of kitchen. 
Locker Rooms 

   HS Boys 

   HS Girls 

   MS Boys 

   MS Girls 

Turn left out of room.  

Turn right at first intersection 

   past gym lobby.  

Exit building. 

M01, M03 
Turn left out of room.  

Turn left in lobby. 

Exit through south set of doors. 

M02 

Turn left out of room.  

Turn left in hall.  

Turn left in lobby.  

Exit through south set of doors. 

M04 

Turn right out of room.  

Turn left in hall.  

Turn left in lobby.  

Exit through south set of doors 

M05 
Turn right out of room.  

Turn left to fire exit across hall.  
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Exit building 

 

 

M06 & M07 

 

Turn right out of room. 

Exit building through fire exit 

   straight ahead. 

M08 
Turn left out of room.  

Turn left again to fire exit.  

Exit building. 

M09 & M10 
Turn right out of room. 

Turn left in lobby.  

Exit through south set of doors. 

M11, C16 
Proceed straight into hall.  

Exit through fire doors to right. 

M12 & M13 

Turn left out of room.  

Turn left at first intersection.  

Exit through fire doors down  

   hall to the left. 

M14 
Turn right out of room.  

Turn right again to fire exit.  

Exit building. 

M15 & M16 
Turn left out of room.  

Exit building through fire door 

ahead. 

M17 
Turn left out of room.  

Turn right to fire exit across hall.  

Exit building. 

M18 

Turn left out of room.  

Turn right in hall.  

Turn left at first intersection.  

Exit through fire doors down  

   hall to left. 

M19 

Turn right in hall.  

Turn left at first intersection.  

Exit through fire doors down  

   hall to left. 

M20 

Turn right out of room.  

Turn right in hall.  

Turn left at first intersection.  

Exit through fire doors down to 

    hall to left. 

M21 

Turn right out of room.  

Turn left in intersection.  

Exit through fire doors down  

   hall to left. 

HS Main Office 

Curriculum 

Director 

HS Main  Office 

Work   Room 

Turn left out of room.  

Proceed left through reception area.  

Turn right in hall.  

Turn right in lobby.  

Exit through north set of doors. 

HS Main Office 

Secretaries 

Proceed through reception to hall.  

Turn right in hall.  

Turn right in lobby.  

Exit through north set of doors. 

HS Main Office 

HS Dean of  

 

Students 

Turn right out of room.  

Proceed through reception to area.  

Turn right in hall.  

Turn right in lobby.  

Exit through north doors. 
HS Main Office 

Conference(N) 

Conference (S) 

Interior Hall 

Proceed to high school hall.  

Turn right in hall.  

Turn right in lobby.  

Exit through north set of doors. 

HS Main Office 

Reception 

Turn right out of room.  

Turn right in lobby.  

Exit through north set of doors 

HS Main Office 

Work Room 

Exit room through door to high 

   school hall.  

Turn right in hall.  

Turn right in lobby.  

Exit through north set of doors. 

Media Center 

(east) 

Turn left out of library.  

Turn right at intersection past  

  gym lobby.  

Exit building. 

Media Center 

(south) 

Turn left out of library.  

Turn left at first intersection.  

Turn right at first intersection 

   past gym lobby.  

Exit building 

Media Center 

(west) 

Turn right out of library.  

Turn left in lobby.  

Exit through south set of doors. 

Media Center 

 A/V Room 

Turn left out of room.  

Turn right at first intersection. 

Exit building. 

Media Center 

Classroom 

Success Center 

Proceed across library to west 

   entrance.  

Turn right out of library.  

Turn left in lobby.  

Exit building. 

Media Center 

Office 

Proceed through AV room to hall.  

Turn left in hall.  

Turn right at first intersection.  

Exit Building. 

Media Center 

Storeroom 

Proceed across library to west 

   entrance.  

Turn right out of library.  

Turn left in lobby.  

Exit building. 

Menõs PE Office 

Proceed to gym hall.  

Turn left in hall.  

Turn right at first intersection 

   past gym lobby. Exit building. 
Technology Ed 

Metal Shop (C05)  

Metal Shop Office 

Proceed through wood shop via  

  connecting door between shops.  

Exit building through fire doors 
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Metal Shop  

Storeroom 
   straight ahead. 

Middle School 

School Work 

Room 

 

Turn left out of room.  

Turn left in lobby. 

Exit through south set of doors. 

 
MS  Office 

MS Deans of 

Students 

Secretaries 

MS Office 

Conference 

Proceed through reception to hall.  

Turn right in hall.  

Turn right in lobby.  

Exit through north set of doors. 

Middle School 

Office Reception 

Turn right in hall.  

Turn right in lobby.  

Exit through north set of doors. 
Multipurpose 

Room 
Exit building through outside  

   door on east side of room 

Music Ensemble 

Room 

Exit music room to hall.  

Turn left in hall.  

Proceed past first intersection to     

   fire exit.  

Exit building. 
Music Office 

Music Practice  

Room 1 

Room 2 

Room 3 

Room 4 

Exit music room to hall.  

Turn left in hall.  

Proceed past first intersection to 

   fire exit.  

Exit building 

Music Room (C07) 

Turn left in hall.  

Proceed past first intersection to 

   fire exit.  

Exit building. 

Music Storeroom 

Exit music room to hall.  

Turn left in hall  

Proceed past first intersection to 

   fire exit.  

Exit building 

Nurseõs Desk Area 
Turn right in hall.  

Exit building. 
Nurse Medical 

Suite  

Exam Room (N) 

Exam Room (S) 

Nurseõs Treatment 

Area 

Exit nurse‘s office to hall.  

Turn right in hall.  

Exit building. 

 

Special Education 

School Store 

Classroom S02 

 

Turn left out of room.  

Turn left in lobby. 

 Exit through south set of doors. 
Special Education 

Office S01/Esped 
Conference Room 

Counseling/Psychol

Proceed across reception area to 

   fire exit in southeast corner.  

Exit building. 

ogist 

 

SPED Reception 

 

Proceed to fire exit in southeast corner. 

 Exit building. 

SPED Speech 

Room 

SPED Storeroom 

Proceed across reception area to 

   fire exit in southeast corner.  

Exit building. 

SPED Suite 

Directorõs Office 

(Classroom) 

Turn left out of room.  

Exit building. 

Storeroom, Art 
Turn left out of room.  

Turn right at first inersection.  

Exit building. 

 

Storeroom, 

Language 

Turn left out of room.  

Turn right in lobby.  

Exit building through north set  

   of doors. 
Storeroom, Main 

Gym 
Proceed to gym lobby.  

Exit through east set of doors. 
Storeroom, 

Maintenance  

(Auditorium  Area) 

Turn left out of room.  

Turn left in lobby.  

Exit through south set of doors. 
Storeroom, 

Maintenance 

(Main) 

Turn left out of room.  

Turn right in vestibule.  

Exit building 

Storeroom 

Middle School 

Turn left out of room.  

Turn right at intersection.  

Exit through fire doors down  

   hall to left. 

Storeroom 

New Gym (NE) 

Turn left out of room.  

Exit building through fire doors 

   to left. 

Storeroom 

 New Gym (SW) 

Turn right out of room.  

Proceed across gym.  

Exit through fire doors straight 

    ahead. 

Student Activities 

Classroom 

Turn left out of room.  

Turn left in lobby.  

Exit through south set of doors. 
Super intendentõs 

Office 
Reception& Work 

Room 
Secretary, Human 

Resources, 

Treasurer 

Exit office to hall.  

Turn left in hall.  

Turn left at intersection.  

Exit building 

 

 

Teachers Dining 

Room 

 

 

Turn right out of room.  

Turn right in lobby.  

Exit through north set of doors. 
Teachers Lounge 

(N) 
Turn left out of room.  

Proceed across lobby to exit through 
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Work Room north set of doors. 
Teachers Lounge 

(w) 

Work Room 

Turn right out of room.  

Turn left in lobby.  

Exit through south set of doors. 

Tech Office (C04) 
Turn left out of room.  

Turn right at first intersection.  

Exit building. 

Treatment Room 
Exit building straight ahead 

   through fire door. 

Fitness Room 
Turn right at door on north side 

   of room.  

Exit building. 

Womenõs PE 

Office 

Proceed to gym hall.  

Turn left in hall.  

Turn right at first intersection 

   past gym lobby. Exit building. 

Wood Shop (C06) 
Exit building through fire doors 

   in northwest corner of shop. 

Wood Shop  

Finish Room 

Turn left out of room 

 Exit through fire doors straight 

   ahead. 

Wood Shop Office 

Wood Shop 

Storeroom 

Proceed scross woodshop to exit 

   through fire doors in northwest 

   corner of shop. 
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FIRE EXIT DRILL PROCEDURE                       

Emergency Response Team (ERT) will be headed by the building principal or his/her designee in charge.        

The ERT will include:   

Principal-Scott Hemlin                Resource Officer-Chad Softic           Nurse-Lydia Bartlett  

Dean of Student-James Trill        Facilities Manager-Tom Bates         Adjustment Counselor-Mary Ramon  

Dean of Students-Eric Dion        Athletic Director-James Woodward Guidance Counselor-Paula Swenson 

Curriculum Director-Judy Curley                                                       Designated Staff -2 Counters/Checkers 

      

The Ralph C. Mahar Regional School District has defined and documented the Fire Exit Drill Procedure 

according to the requirements of the fire code and the Orange Fire Department.  

 The Orange fire code and building code requires that every school in the District have a fire exit drill 

4 times per school year.   

 A record of fire exit drills must be maintained.  Accidental or unexpected fire alarms may be counted 

as the monthly practice drill as long as the school follows established evacuation procedures.   

 Each fire exit drill should be timed and evaluated.  Any problems discovered with the evacuation 

should be resolved quickly and completely.   

This document is created with the cooperation and review from the Facilities Department, the 

Superintendent, Ralph C Mahar Regional School Administration and the Orange Fire Department.   
 

The procedure consists of three major sections.  The first section is Fire Exit Drill Preparation. This 

section addresses safe assembly locations, exit routes from each classroom and from the school building 

and classroom monitor assignments. 
 

The second section is Fire Exit Drill Training.  This section contains training information and frequently 

asked questions that are used in the training. 
 

The third section is the Fire Exit Drill Procedure.  This section addresses the steps required to complete a 

Fire Exit Drill.  This includes the notification process to the Fire Department, as well as the steps for a 

successful evacuation, the completion of the drill and the required documenting of the drill. 

SECTION 1 - Fire Exit Drill Preparation 

The following information of the Fire Exit Drill Preparation section is necessary to prepare for a successful 

Fire Exit Drill. 

Establishment of the Safe Assembly Locations:  The school must establish Safe Assembly Locations 

outside of the building where students, staff and visitors will gather after they have evacuated the building.  

This location must be approximately 300 feet from the building (Refer to the Emergency Flip Chart).  

Classroom attendance and ―head counts‖ will be taken at this location. See map on page 42. 

Establishment of Exit Routes for all Areas and Rooms of the School:  There must be an established exit 

route from each classroom/room in the school to a specific Safe Assembly Location outside of the school 

building that is located at least 300 feet from the building (Refer to the Emergency Flip Chart).  These 

emergency routes and the specific Safe Assembly Location must be posted in each room. 

Classroom Monitor Assignments:  The school should require teachers to appoint responsible students to  

act as monitors to assist in the evacuation of the school.  The teachers should also appoint two substitutes  

for each monitor position in case the monitor is not present at the time of the drill or emergency.  The 

monitors‘ responsibilities include: 

 Open and hold open doors during the evacuation 

 Close the doors after the class evacuates 

 Assist the teacher as requested 

SECTION 2 - Fire Exit Drill Training 

Training for Staff, Students and All Personnel Assigned to the School:  Training and classroom discussion 

on the correct Fire Exit Drill procedures to evacuate the school and assemble at the Safe Assembly 

Locations are required for all students, visitors and staff.  This includes Students, Paras, Security Personnel, 
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School Nurses, School Based Health Center Personnel, Food Service Personnel, Custodial Staff, and 

Volunteers.  The training should include but is not limited to the following questions and answers: 
Question:  Why have Fire Exit Drills? 

Answer: This is the best way to ensure that everybody is as prepared as possible in case evacuation of the school 

 is required.  It is also the law. 

Question:  How many Fire Exit Drills are required each year? 

Answer: Four Fire Exit Drills per year. This is a Fire Code requirement. 

Question:  Should the Fire Exit Drills be scheduled at the same time? 

Answer: No. The Fire Exit Drills should occur on different days and at different times of the day. 

Question:  Should the teacher appoint monitors and why. 
Answer: Yes.  During an evacuation of the school, the teacher is responsible for moving their students to a safe 

 location.  The Monitor can help make that job easier.  The Monitor can make sure that the doors are 

 closed.  They can assist classmates that may need some help.  Things like this will enable the teacher to  

 spend more time ensuring that all of the students are out of the classroom and school building quickly 

 and safely.  

Question:  Why have a pre-determined Safe Assembly Location for each classroom? 

Answer: Having a place to go to in the case of an evacuation is an integral part of the evacuation plan.  The 

 students and staff don‘t have to think about where is a safe place to go.  They already know.  Time and 

 lives are saved. 

Question:  What are students supposed to do when the fire alarm sounds and they are between 
 classes, or in the hall? 
Answer: Please follow directions in Section 3 – Emergency Evacuation During Passing, page 45. 

Question:  What personal discipline is required during a drill and evacuation? 

Answer: All students should keep calm, follow instructions, and evacuate as planned.  They should not run, push  

 or hinder the evacuation of others.  They should offer assistance to fellow students who may be  

 panicking or may need help. 

Question:  What should you do if a fellow student cannot keep up with the rest of the class during the  

 evacuation? 

Answer: If the teacher is aware of the circumstance, assign a fellow student to help keep the student moving.  If  

 the teacher is not aware of the situation, fellow classmates should help keep their classmate calm and  

 moving. 

Question:  What should students take with them during the evacuation and why? 

Answer: Students should not take anything that they do not have with them at the time of the alarm.  They  

 should not go to their lockers to get coats, purses, etc.  These drills simulate an actual fire condition.   

 Students or staff going to their lockers or offices will only cause confusion in the hall and could cause  

 hazards, like tripping over coats during the evacuation. 

Question:  When can students and staff return to the building? 

Answer: The all clear to return to the building will be given by the Principal or their designee when the Fire  

 Department, Police, and Security have said that it is safe to return.  It is important  to be sure that  

 Security is included because there may be other safety issues that need to be addressed that does not  

 involve the Fire Department or Police Department. 

SECTION 3 - Fire Exit Drill Procedure 

The Principal or his/her designee, in coordination with the Facilities Manager, will notify the Orange 

Fire Department, 978-544-3145, that the school is going to be conducting a Fire Exit Drill. This 

notification must take place at least 30 minutes prior to the scheduled start of the Fire Exit Drill.  The 

following information will be necessary for the Security Dispatch.   

 Your name and job position.  

 The school name. 

 The day/date that the drill will take place. 

 The time that the drill will take place. 

 Activate alarm: Note: Horns and strobes may not be deactivated for a Fire Drill. 
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 Maintenance staff is the first responders to a fire and are the immediate liaison to the arriving fire 

fighters. 

 Evacuate the building(s) and have the teachers and students meet at the predetermined Safe 

Assembly Locations. Teachers carry class sign-out book with cards and their attendance roster 

with them. Please walk your class quietly along the side of the hallways. Please assist 

substitute teachers in their duties 

 The evacuation includes all people in the building(s) at the time of the drill.  (Paras, visitors, 

volunteers, food service personnel, secretaries, nurses, custodial staff, maintenance personnel, etc.) 

 The Principal and Deans of Students will initiate a sweep of the facility to ensure that everyone 

did evacuate the building(s).   

 Main office designee carries laptop with critical data including student contact information and 

that day‘s attendance – stays with principal or designee.  

 Students that are not in a classroom will exit the building with the closest class to them and then 

go to their regular scheduled Safe Assembly Location. 

 Teachers will take a roll call of their student rosters. 

 Representatives from all Safe Assembly Locations should report to the ERT that everyone in 

their area has been evacuated. 

 When the building evacuation sweep is complete and no other issues need to be addressed the 

All Clear signal will be given.  Students and staff should then return to their classroom(s) and 

others can return to their work area(s) via the Middle and High School main entrances. 

 Record and document the following information on the Ralph C Mahar Regional School Fire 

Exit Drill Log Sheet: 

o Date of the drill. 

o Time that the drill began and ended. 

o Elapsed time for evacuation. 

o Additional comments regarding the results of the drill (i.e.: Specific problems, areas of 

confusion, students/staff that did not evacuate and should have, etc.). 

o Note:  These areas or problems will need to be corrected for the next drill. 

o The Principal or his/her designee should initial or sign the log for this drill. 

 

PLEASE NOTE: Emergency Evacuation Procedure During Passing Time 
 

When the fire alarm sounds: 

 

1. Everyone evacuates the building using the nearest exit. 

2. Students should make their way to the closest parking lot (High School or Middle School) and 

report to the designated site that corresponds to their previous class.  

3. Students who are unable to report to a designated site because their previous class is located in 

the opposite parking lot should report to the ―General Assembly Area‖ for attendance. 

4. All teachers and staff are to report to the designated site that corresponds to their previous 

class. 

5. Teachers and staff are to assist in moving students in an orderly manner out of the building and 

to the closest parking lot.  

6. Once students are assembled, teachers are to take attendance for their previous class and report 

any missing student to an administrator/checker.  
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SECTION 4 - Additional Notes and Information 

1. The Fire Exit Drill may include prior notification to the teachers, staff, students, and other Ralph 

C Mahar Regional School employees.  It is recommended that at least one fire drill is a surprise 

to the staff, students, and other Ralph C Mahar Regional School employees. 

2. If the Fire Exit Drill is the first or second drill and is scheduled to include the participation of the 

Fire Department for the actual evacuation of individuals with disabilities then the same 

procedural steps for a Fire Exit Drill will be followed with the following exceptions. 

 The Principal/FM will notify the Orange Fire Department that the Fire Alarm Exit Drill will 

include the Fire Department responding to the school as if it were a real fire. 

 The fire alarm transmitters will not be disconnected. 

 The Orange Fire Department Dispatch should be notified in advance of this specific fire exit 

drill. 

 This will meet the training requirement for the evacuation of individuals with disabilities.  

 The Orange Fire Department will reset the Fire Alarm Box at the end of the Fire Exit Drill 

and before they leave the school. 

The evacuation of the individual or student may not be in the best interest of the student due to 

their situation. The decision to evacuate these individuals and students will be made by the Fire 

Department personnel on hand.  The fire department will return the individuals that need 

assistance into the school at the completion of the drill. 

3. Unscheduled evacuations (false alarms) may be counted as and replace a scheduled Fire Exit 

Drill if all Fire Exit Drill steps and procedures are followed and documented.  This is not true for 

the ―Surprise Drill‖ or for the drill that includes the evacuation of the disabled with the 

participation of the Fire Department personnel. 

4. The requirement for recording the ―elapsed time for evacuation‖ is an Orange Fire Prevention 

Department requirement.  It is not a fire code requirement. 

5. The Fire Exit Drill Record form is to be maintained in the Fire Alarm Manual 3-ring binder that 

is located at or near the fire alarm panel.  After the final fire drill of the school year a copy of the 

completed form should be sent to the Orange Fire Department. Please keep a copy for your 

records.   

A new form should be inserted into the binder prior to the beginning of the new school year. 
Any problems with the Fire Alarm System must be documented and reported to Orange Fire 

Department at 978-544-3145 as soon as possible.  Created:  September 20, 2007 ~ Updated: June, 2010 

 

MEDICAL EMERGENCY PROCEDURES (During school day – have a pre-
designated emergency student helper in all classes. Refer to First Aid Booklets on 
the Z drive.) 
An Emergency Occurs: 

TEACHER IN CHARGE* 
If student is unconscious and/or has severe bleeding:  immediately call 911, then notify the office by dialing 0.  

If injury occurs outside, use the radio device.   

*When a teacher or staff member is in need of medical attention, students should find the nearest teacher or 

staff member and /or notify the office by dialing 0. 

Do not move the victim. 
SCHOOL NURSE 
 Receives emergency call.  If initial call to nurse indicates need for outside medical assistance, nurse will then 

tell main office to call (9)-911. 

 Notifies Student Services‘ secretary to cover nurse‘s office and to locate injured student‘s medical records and 

registration form. 

 Reports to the scene. 

2005  
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 Determines whether to notify ambulance, police, or fire department as well as the Emergency Support Team 

(EST).  The EST consists of the school nurse and assigned staff members.   

 Notifies high school (209.210) office to call (9)-911 and/or other appropriate resources.   

 Notifies main office when emergency is concluded. 

 Documents incident on accident report and health record. 

HIGH SCHOOL OFFICE 
 Announces ―EST report to room* _______‖ over the public address system.  (If outside, indicate specific 

location.)  

 Calls ambulance and /or other appropriate resources when directed to do so by school nurse or designee 

indicating nature of injury and location in building or outside area. 

 Notifies administrators regarding emergency. 

 Informs all incoming calls to the high school office of a medical emergency.  Transfers all calls not related to 

the emergency to the middle school office.  Middle School Office transfers any call it receives related to the 

emergency to the High School Office. 

 Assigns someone to wait for ambulance to direct it to the appropriate school entrance. 

ADMINISTRATION 
 Principal or his/her designee from the administrative team reports to the high school office.  

 Assigns escort to the ambulance (in most cases ambulance should be met at the entrance nearest to the 

incident; this should be communicated at the initial call to outside services). 

 Notifies parents/guardians or emergency contact if parents/guardians not available.  (Phone number(s) in 

computer.)  

 Serves as liaison between outside resources and the school. 

 If the situation warrants, makes contact with the school doctor (Dr. Matthews, 249-2119) and hospital (Athol 

Memorial, 249-3511, ext- emergency room). 

 Deans of Students (or designee) and Athletic Director report to incident site for crowd control. 

 Student Services‘ secretary reports to nurse‘s office to provide temporary coverage and locates injured 

student‘s registration and medical records. 

 Guidance counselor or designee follows in own car to the hospital and stays with child until parent/guardian 

arrives. 

STUDENT SERVICES’ SECRETARY 
 Reports to the nurse‘s office to provide coverage.  Instructs waiting / arriving students to return to class, if 

they are not in need of immediate care. 

 Makes a copy of the injured student‘s registration form and medical record to be sent with the ambulance. 

 

EMERGENCY SUPPORT TEAM (EST) 
 EST reports to the incident area when notified.  Any teacher near an EST member‘s room is requested to 

cover his/her class.  Other personnel may be assigned if needed and/or are available. 

 Provides emergency assistance as needed.  This assistance is under the direction of school nurse if he/she is 

already present. 

 When call for EST is heard, all teachers on CP BLOCK should report in person to the high school office for 

assignment.  Teachers must keep their students in the classroom until further instructions are given over the 

public address system.  This is to ensure that the corridors and outside traffic ways are clear for emergency 

personnel. This is the Lockdown: ―Secure All Doors and Continue Instruction.‖  This order remains in effect 

until another announcement is made. 
 

EMERGENCY PHONE CALL SCRIPT/OUTLINE FOR HIGH SCHOOL OFFICE 
 

1. State who you are:  ―I am__________________, the (a) Principal / nurse / teacher / secretary‖  

2. State where you are:  room number in school - school (name, address and city if to outside medical services). 

3. State what appears to be wrong with the child and what care has been provided.  Do not move injured person. 

4. Give specific directions to outside services. 

5. Don‘t hang up until the information has been repeated back to you.  Always hang up last. 
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EMERGENCY PHONE CALL SCRIPT/OUTLINE FOR CLASSROOM 
 

1. ―This is ____________ in room _______.‖ 

2. State what appears to be wrong with the victim (bleeding, unconscious, shock) and if any care has been 

provided. 

3. Do not move injured person.  
4.   Give specific directions to outside services. 

5.   Don‘t hang up until the information has been repeated back to you.  Always hang up last. 

 

EMERGENCY PHONE CALL SCRIPT/OUTLINE FOR OTHER SITES  
1.  ―This is ____________.  I am in (Give location.)_____________.‖ 

2.   State what appears to be wrong with the victim (bleeding, unconscious, shock) and if any care has   

      been provided. 

3.   Do not move injured person.  Do not leave the victim. 
4.   Give specific directions to outside services. 

5.   Don‘t hang up until the information has been repeated back to you.  Always hang up last. 
 

 

BUILDING LOCKDOWN PROCEDURE 
LOCKDOWN: Secure All Classrooms 

Secure All Classrooms is to be used when an intruder is in the building or on school grounds or when a 

situation of actual violence is occurring and /or when violent weapons are observed in a person‘s possession. 

1. Notify office personnel by phone and describe the situation and location. 

2. Person receiving the call in the office will immediately notify the Principal or one of the Deans of 

Students.  That person will then make the following announcement, ―At this time, teachers are 

instructed to Secure all Classrooms‖. 

3. Police are immediately notified. (911) 

4. Upon hearing this announcement: Secure All Classrooms 

a) Teachers will immediately bring any students in the hallway into their classroom, lock and 

close all classroom doors, shut off classroom lights, close and lock windows, close window blinds, 

and move all students away from the door and toward the wall closest to the hall, out of view from 

the hallways.  Students in the hallway should report to the nearest classroom. 

b) The physical education teachers will move classes, if inside, to the Weight room and Multi-

Purpose room.  If classes* are outside they will move immediately to the white storage garage. 

5. If the bell rings to signal the end of the period, ignore the bell and keep students in place until the   

―Secure All Classrooms‖ has ended.  Ignore all fire alarms if sounded until ―Secure All Classrooms‖ 

has ended. 

6.  An announcement will signal the end of a lockdown:  ―Secure All Classrooms has ended‖.   

DO NOT release any students or open/answer the door for any reason until you 

get the official announcement ñSecure all classrooms has ended.ò   
If possible, we will send a notice to each classroom to explain to teachers what occurred and include a 

brief statement to be read to the class.  
 

LOCKDOWN:  Secure All Doors and Continue Instruction    

Used during Lockdown Drills, Canine Searches, **Bomb Threat (See additional bomb threat 

procedures), and/or other emergency situations that may require the hallways to be clear.  
 

Following the announcement, ―Secure All Doors and Continue Instruction‖, teachers are to bring any 

students who are in the hallway into their classroom, lock and close the classroom door, and continue with 

instruction.  Do not allow any students out of the room until you have been instructed to do so.  If the bell 

rings to signal the end of the period, ignore the bell and keep students in place until the ―Secure All Doors 

and Continue Instruction‖ has ended. If physical education classes are outside, the teachers will be 

informed by the Deans of Students or a designee.  Ignore all fire alarms and bells if sounded until ―Secure 
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All Doors and Continue Instruction‖ has ended. At the appropriate time, an announcement will be made 

―Secure All Doors and Continue Instruction has ended.‖ If physical education classes are outside, the 

teachers will be informed by the Deans of Students or a designee. 
 

**BOMB THREAT PROCEDURES  

If a bomb threat is received by message, note or phone, the threat is to be reported to an administrator 

immediately.  Please take the threats seriously and report them immediately. 
 

The administrator will notify the appropriate authorities (fire, police, superintendent, etc...) and announce 

over the P.A. for teachers to ―Secure All Doors and Continue Instruction.‖The proper authorities will 

search the building.  Evacuation will occur only if appropriate.  In inclement weather, the students may 

be relocated to the gymnasium if deemed necessary.  If physical education classes are outside, the 

teachers will be informed by the Deans of Students or a designee.   
 

The principal will make a P.A. announcement for all teachers to check their e-mails.  This e-mail will 

contain confidential information about the threat with further instructions, as needed.  E-mail notices are 

not to be shared with students unless you are directed to do so.  If there is a statement to be read to the 

students, please read it verbatim.  The Deans of Students will notify any substitute teachers.  If you have any 

questions or concerns after reading the e-mail, you are asked to reply via e-mail immediately.  If you hear or 

see anything suspicious, call ext. 209 immediately.  If physical education classes are outside, the teachers 

will receive printed e-mails delivered by the Deans of Students or a designee.  
 

If a threat is received, be prepared to have your sign-out sheets available for collection by the general aides.   

For any emergency, call the office at ext. 209 for immediate assistance.   

If you are unable to reach someone at ext. 209, call ext. 210. 
 

―Secure All Doors and Continue Instruction‖ will remain in effect until you are given further instructions 

for evacuation or the announcement is made ―Secure All Doors and Continue Instruction has ended.‖ 

*The Deans of Students or a designee will contact substitutes and physical education teachers. 

The superintendent will communicate with parents and guardians through the Connect Ed System. 
 

CANINE SEARCH 
School Committee Vote: First Vote: 3/2/10 (Approved) Second Vote: 4/6/10 (Approved) 

Canine Searches 

The R.C. Mahar Regional School is a drug-free school.  The guidelines for student conduct and 

discipline have been adopted to create and maintain an optimal learning environment as well as protect 

students from the irresponsible behavior of others.  A common method of detecting marijuana or other 

illegal drugs or contraband is the use of trained canines.  To ensure the safety and security of all 

students and faculty in the school or on school grounds, the R.C. Mahar Regional School reserves the 

right to conduct random canine searches of any area within the school or on school grounds.  These 

areas include but are not limited to lockers, hallways, classrooms, and bathrooms.  It should be noted 

that the United States Supreme Court has determined that dogs sniff the air of a common area (an area 

where no one has an expectation of privacy).  Canine searches are seen as non-intrusive since there is 

no expectation of privacy in the air around objects.  Drug-sniffing dogs only explore what is within 

―plain smell.‖  

 

Protocol for canine searches 

Prior to a canine search, the principal or designee will make an announcement over the P.A. for 

teachers to ―Secure All Doors and Continue Instruction‖.  Once the hallways are confirmed to be clear 

of students, the canines with their trained handlers will enter the building and begin the search of 

designated areas.  The principal or designee will accompany each officer throughout the duration of the 

search.  

Classrooms designated for search will be selected by a random process.  Prior to canines and their 

handlers entering a classroom, the principal or designee will clear the classroom of students.  The 
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students and teacher will be instructed to stand and move into the adjacent classroom, leaving all 

personal belongings behind.  Personal belongings include but are not limited to coats, jackets, 

backpacks, purses, and book bags.  Also note, any vehicle parked on school property is considered a 

personal belonging and may be subject to search.  

Once the classroom is clear of students, the canines with their handlers will enter the room and conduct 

the search.  Once the search is complete and the canines have left the room, the students will be 

allowed to return to the room at a time the principal or designee deems appropriate.  

Once the search is complete, the canines along with their handlers will exit the building.   At the 

appropriate time, the principal or designee will make the announcement over the P.A. that ―Secure All 

Doors and Continue Instruction Has Ended.‖   
 

Protocol if a canine alerts to drugs or contraband. To be conducted prior to terminating ―Secure 

all doors and continue instruction‖ 
 

Student Locker: 

1. The locker number will be noted. 

2. After the canine search is complete and the canines along with their handlers have left the 

building, an administrator along with an accompanying staff member will conduct a more 

thorough search of the locker. 

3. Following the search of the locker, the student to which the locker is assigned will be 

located and escorted by the principal or designee, along with their personal belongings, to 

the office.   

4. Once in the office, an administrator with an accompanying staff member will question and 

search the student along with their personal belongings for drugs or contraband.  

5. If no drugs or contraband are found, the student will be allowed to return to class.  The 

principal or another administrator will contact the student‘s parents/guardians by the end of 

the day to explain the procedure that occurred.  

6. If drugs or contraband are found, the student will be disciplined according to R.C. Mahar‘s 

drug and alcohol policy. 
 

Personal belongings: 

1. The items in question will be immediately brought to the office by an administrator. 

2. As discretely as possible, the student to which the items belong will be located and escorted 

to the office by the principal or designee. 

3. Once in the office, an administrator along with an accompanying staff member will 

question and search the student along with their personal belongings for drugs or 

contraband.  

4. Following the search of the student‘s personal belongings, the student‘s locker will also be 

searched by an administrator and accompanying staff member. 

5. If no drugs or contraband are found, the student will be allowed to return to class.  The 

principal or another administrator will contact the student‘s parents/guardians by the end of 

the day to explain the procedure that occurred.  

6. If drugs or contraband are found, the student will be disciplined according to R.C. Mahar‘s 

drug and alcohol policy. 
 

CRISIS INTERVENTION GUIDELINES 

I. CRISIS TEAM 

A.  Regular Members 

 Superintendent 

Principal 

 Deans of Students 

   Curriculum Director 
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   Director of Student Support Services 

   Student Counselors 

   School Adjustment Counselors 

   Nurse 

B.  Adjunct Members 

 Community personnel/minister, priest, rabbi, police, etc. 

Peer leader advisor 

Staff members identified as helping personnel 

Teacher Representative 

II. PROCEDURES 

A. Initial Organizing 

1. Notification of the principal of the event, who verifies details. 

2. After verification of the event, notify the superintendent of schools. 

3. If emergency services are needed, notification of the police department if the 

school learns of the event before they do. 

4. The principal activates the first tier of the phone tree.  The crisis team members 

arrange a meeting time to develop a strategy. 

5. At the meeting of the crisis team, the principal and the members of the team will 

determine an action plan using the suggested procedures. 

B. Developing The Action Plan:  Time is of the essence. 

1. Should we have school?  If yes, go to step 2. 

2. Develop script with the facts and appropriate expressions of feeling to be 

distributed to staff. 

3. Decide when and where to share information with students.  Evaluate whether 

the following procedure is appropriate for this situation.  Each event contains its 

own unique variables. 

a. Attach these instructions to the script for teachers: 

 Read to class, when prompted by intercom 

 Please feel free to discuss this with the students after you have read it. 

 Anyone wishing help holding a class discussion, call student services and we 

will send a member of the crisis intervention team to speak with your class. 

 Please notify student services of any student who is experiencing distress and 

an escort for that student will be provided to an appropriate counseling site. 

4. Decide how to distribute script to the staff.  For example, holding a brief staff meeting 

before school, or having coordinators pass them to the staff in their departments.  

Include teaching staff, secretarial, cafeteria, custodial, bus contractor, outside coaches 

and Resource Officer. 

5. Develop special plans for classes directly affected. 

6. Identify students who may be at risk. 

7. Identify teachers who may need support. 

8. Develop appropriate support systems within the school (group rooms, individual 

counseling, staff support center). 

9. Consider the following questions: 

a. Are outside services needed? 

b. Will students be allowed to leave school? 

c. Does the Crisis Team need to meet periodically during the day? 

d. How will the team protect family‘s/families‘ privacy? 

e. What public statements will be made? 
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f. Should there be any change in the school day? (MTA needs to vote on any 

changes to the school calendar.)  Should activities be cancelled? 

10. a) Determine whether all parents should be notified, or just certain parents, and   

   let them know what is being done at school.  Designate a liaison to parents. 

b) Decide what will be said to the press, who will say it, and designate one person 

to handle all inquiries from press. 

c) Designate liaison to police and other community services, if needed. 

11. a) In cases of death, obtain funeral information and share it. 

b) In case of a death, the principal or his/her designee will have contact with the family. 

    The team will talk about arrangements for students, faculty, and staff attending   

    wakes, funeral, memorials; even to the point of discussing with the family and/or  

    funeral director, the possibility of holding services at a more convenient time for  

    students and faculty 

c) How will dismissals be handled for staff and students attending the funeral? 

12. a) Make a plan to cover teachers‘ classes in the event some teachers cannot  

    function during the school day.  Who will help staff members in need of support? 

b) Plan coverage for teachers who are not in attendance during school day for services, etc. 

13. Schedule a team meeting at the end of the day. 

14. Assess long term effects on school 

III. INDIVIDUAL TEAM MEMBER RESPONSIBILITIES 

A. Principal 

1. Convene crisis team. 

2. Serve as media liaison or designate a spokesperson. 

3. Make contact with the family or assign whomever has the best relationship with the family. 

B. Dean of Students 

1. Organize coverage for identified staff. 

2. Explain purpose of crisis team to staff early in academic year. 

3. Oversee collection of personal effects, regular and gym lockers. 

C. Student Support Services Department 

1. Identify and work with close friends affected and coordinate help with other 

personnel.  Identify siblings, foster, step-, and relatives. 

2. Identify sites to be used for individual and group conference. 

3. Notify principals in other area schools. 

4. Recruit outside resources if applicable. 

5. See students/staff if appropriate. 

D. Director of Student Support Services 

1. Organize identified staff and prepare them to handle crisis. 

2. Meet with individuals and/or group. 

3. Who will help/support students in crisis? 

E. Nurse 

1. Assess medical attention. 

2. Make medical referrals – call in additional help? 

3. Assist in seeing students. 

F. Community Liaison Person 

1. Clarify police and/or fire department issues. 

2. Organize necessary community support.                          4/14/08 
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Curriculum Director 
Judy Curley 
978-544-3673 

 

Counselors 
Caitlin McKenna     413-774-5077 
Paula Swenson              413-773-8411  
Sara Capodagli        978-342-2508             
 

Spec. Ed. Cnslr: Mary Ramon   413-665-2898 
Spec. Ed. Cnslr: Victoria Elliot  978-544-8494 
School Nurse:   Lydia Bartlett  978-355-6234 
SS Secretary:    Marleen Billings  978-575-0736 
 
 

MS Dean of Students 
Eric Dion 

774-230-1096 (cell) 
 

Coordinators             
Arts:    Linda Ganson  978-724-3341 
Librarian:  Karen Thorn          413-773-8441 

   

Crisis Phone Tree 
 

Please note that some numbers are non 
published (NPU) and therefore confidential.  

Superintendent 
Michael Baldassarre 

Principal 
Scott Hemlin 

978-939-5446 

Office Staff 
Rhonda Whitney  978-249-2594 
Karrie Hammond  978-724-6601 
Vicki Levasseur  978-249-7194 

Principal’s Secretary 
Elaine Mitchell 

978-544-3607 

Maintenance Super:  Tom Bates             978-544-3760 
Cafeteria Manager:  Jacki Dillenback      413-659-3388 
Coordinators/Directors 
English/Title I:          Judy Curley  978-544-3673 
Math/Business:          Dereck Dowler   978-544-9671 
Science/Tech. Ed.:     Kurt Enko  978-544-3307 
Languages:             Judy Curley  978-544-3673 
Social Sciences:           Matt Parsons  978-633-4054 
Athletic Director/ 
Phys Ed/Health:        James Woodward 978-544-3630 
Special Ed. Dept.:      Sandra Page          978-724-3273 

  

HS Dean of Students 
James Trill  

413-768-7840 
  

 

Robin Briand  978-249-6034 
Stacey Mousseau 413-648-9170 
JoAnn Tresback 978-544-8928 
Gary Bunker  413-665-4140 
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THE TEACHER’S ROLE IN HELPING STUDENTS GRIEVE 

Following the death of a student or staff member, the usual protocol will be for teachers to read a statement 

prepared by the administration with facts pertaining to the situation.  If funeral arrangements are not 

available at this time, let the students know that they will be informed when this information is available. 

 Following the reading of this statement, the most helpful intervention a teacher can make is to 

encourage and allow for the expression of feelings related to death.  For many of your students 

this may be their first encounter with death.  They will look to you for guidance and modeling. 

 It is valuable to share with students your own feelings – your shock, your sadness, your confusion – 

when you were told of the death.  To reminisce about your relationship with the deceased student, if 

you knew him/her is important.  Share with students what you will remember about him/her. 

 Encourage students to send a note to the family, you might provide time in your classroom for them 

to write notes.  Students may appreciate some guidelines for writing such a note:  sharing personal 

memories, short and simple, ―I‘m thinking of you during this time,‖ etc.  Drawing or creating a 

banner to send to the family also helps students cope with the loss of a classmate or teacher. 

 Discuss possible feelings of guilt or responsibility.  Let students know these feelings are normal.  

Reassure them that they are not responsible for what happened. 

 Ask students to be supportive of one another and to escort any friend who is upset to a teacher or 

the guidance office.  Reassure them that many adults in the building are available to help them.  

Finally, encourage them to discuss their feelings with their parents. 

 An excellent way to help students through the grief process is to be an active listener.  This 

technique encourages students to recognize the normalcy of their feelings. 

 Normal grief is generally characterized by a progression from and initial state of shock or 

disbelief, to one of rage and anger, to one of disorganization and despair, and finally to a state of 

acceptance and hope.  Complete acceptance may not be reached for two years. 

 Students may arrive at school already ―buzzing‖ with the news.  Rumors will have already started 

before school convened but there will also be many students who arrive today without any knowledge 

of what happened.  Some will be saying, ―I just can‘t believe it!‖  Not him/her.  It can‘t be!‖  ―This 

must be a joke.‖ 

 Others will quickly move to being angry.  They will want to blame anyone and everyone for the 

death-other friends, parents, police, teachers, the medical personnel, and finally, themselves. 

 Guilt will be a feeling many students may experience and want to discuss.  In the aftermath of an 

adolescent death, many teens go back and retrace their last encounter with the adolescent who has 

died and often blow out of proportion small fights that may have occurred which adds to their guilt. 

The most important thing teachers can do is allow some opportunity for students to acknowledge 

and discuss their feelings.  By acknowledging the pain and grief they are experiencing and by 

reassuring them of the normalcy of their feelings, you help them through the grief process.  You 

may ask the guidance office for help in talking to your students. 
 

 

HOUSEKEEPING RESPONSIBILITIES OF ALL CLASSROOM TEACHERS 

 In order to maintain uniformity and to establish responsibility for classroom appearance, the 

following guidelines are set forth: 

 At the close of the school day all room curtains should be half-way down from the top of the window. 

 All student desks and chairs should, if possible, be kept at least three feet from walls and cabinets. 

 Chair and desk alignment should be checked at the end of each period. 

 All chairs should be placed on top of the desks at the close of school.  Hold the class in room until  

this has been satisfactorily accomplished.  All chairs must be taken down at the beginning of each day. 

 Teachers are requested to clean whiteboards.  Board cleaner is available at supplies. 

 Check student desks daily to be sure that there is no waste paper in or around them. 
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 Book shelves, cabinets, and tables should be kept neat at all times.  Every effort should be made to 

avoid storing bulky materials on top of cabinets. 

 Each teacher is personally responsible for any room or building space which he or she is using 

during any period of time.  The teacher should check room/space each day before leaving. 

 The last teacher out of any classroom should make sure the door is locked. 

This should be carried out at all times. 
 

REQUESTS FOR CUSTODIAL SERVICES: 

For situations that affect safety or adversely impact the learning environment, please notify the main 

office immediately by dialing extension 209 or 210.  All other requests for service are to be directed to 

the maintenance department through the TSS system. 
 

Use of maintenance department materials and equipment: 

Maintenance department equipment may be borrowed at the discretion of the Director of Facilities. 

Equipment must be requested and signed out in person by the staff member.  Items will not be issued 

to students.  The borrower is fully responsible for the equipment. 
 

TEACHER RESPONSIBILITIES IN THE CORRIDORS 

1. Teachers must assume the responsibility of corridor supervision. 

2. Teachers should make it a point to go outside the classroom at the close of each period to supervise 

the passing of the students in the corridor. 

3. Whenever possible the lavatories should be checked for the possibility of loiterers, smokers, property 

damage, etc. 

4. Teachers in their respective corridor areas should ascertain for themselves the duties required for 

adequate supervision of the corridors and lavatories. 

5. Student conduct should be judged on the basis of responsible school behavior. 
 

SEXUAL HARASSMENT 

Sexual harassment is not tolerated at Mahar.  If you feel harassed, an administrator should be informed.  

Ask for the legal form on which a complaint of sexual harassment is to be reported.  
 

PROFESSIONAL DEVELOPMENT PLANS 

Chapter 71:  Section 38Q Professional development plans; statewide assistance plan Section 38Q.  Every 

school district in the commonwealth shall adopt and implement a professional development plan for all 

principals, teachers, other professional staff, paraprofessionals and teacher assistants employed by the district, 

to include the professional support teams established pursuant to section thirty-eight G, and annually shall 

update such plans and set forth a budget for professional development within the confines of the foundation 

budget.  Said plan shall include training in the teaching of new curriculum frameworks and other skills 

required for the effective implementation of this act, including participatory decision making, and parent and 

community involvement.  The plan shall also include training in:  (1) analyzing and accommodating diverse 

learning styles of all students in order to achieve an objective of inclusion in the regular classroom of students 

with diverse learning styles; and (2) methods of collaboration among teachers, paraprofessionals and teacher 

assistants to accommodate such styles.  The plan may also include training in the provision of pre-referral 

services within regular education.  Said plan shall also include training for members of school councils, 

pursuant to section fifty-nine C.  Said plan may include teacher training which addresses the effects of gender 

bias in the classroom. 
 

The commissioner of education for the commonwealth shall prepare each year a plan for providing statewide 

assistance in the preparation and implementation of professional development plans.  The commissioner shall 

consult with the board of higher education in developing said plan.  This plan shall evaluate the feasibility of 

obtaining assistance from institutions of high education and private service providers.  The plan shall be 

submitted to the board of education for approval.  A copy of said plan shall be submitted to the joint 

committee on education, arts, and humanities of the general court. 
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ABSENCE PROCEDURES FOR ALL STAFF MEMBERS 

1. Teachers and Non-Teaching Personnel 

Teachers and non-teaching personnel will notify the secretary responsible for substitutes or his/her designee of 

an anticipated absence on the day preceding the absence or sooner if possible.  Generally, in the case of illness, 

a staff member will be unable to notify the administration in advance. Therefore, on the morning of the illness 

or emergency, the staff member will call the secretary responsible for substitutes or his/her designee 

between 6:00 and 6:30 a.m.  Immediately following this call, the staff member will call their immediate 

supervisor in order to insure that detailed plans for the day have been made.  People who are absent 

because of illness are usually absent on a day-to-day basis.  In order to keep the school informed, to plan for the 

following day, and to make provisions for substitutes, staff must notify the secretary responsible for 

attendance by 1:30 p.m. as to whether or not they expect to return the following day.   
 

Staff should note that absences must be reported correctly to insure proper payment of their payroll 

check.  The Principal and the Superintendent will receive a weekly report from the secretary responsible 

for attendance.  At the end of each semester an attendance report will be provided to each employee for 

verification. 

2. Personal Days (3 days advance notice) 

Steps for requesting a personal day:  

 Check with Superintendent for availability of date 

 Inform immediate supervisor 

 Notify person in charge of subs whether a substitute is needed or not 

3. All Other Staff Members                

Cafeteria Manager, Chief Custodian, Cafeteria personnel, Custodial personnel will notify their 

immediate supervisors. 
CO-CURRICULAR ASSIGNMENTS 2010-2011 
 

 American Education Week    TBA 

 Class Advisors:      Graduation   Kathlyn Kilhart & Caitlin McKenna                         

               *Grade 12 (Class of 2011)  Matthew Parsons 

    *Grade 11 (Class of 2012) Sarah Woodward 

    *Grade 10 (Class of 2013) Pam Smith & Pennie Smith 

    *Grade 9   (Class of 2014) Tina Riddell   

    *Grade 8   (Class of 2015) House(s)  

    *Grade 7   (Class of 2016) House(s) Carole Normandin 

 Envirothon     Jennifer Langley & Christine Perham 

 *Fish ‘N Game Club - High School   Michael Roche 

 *Fish ‗N Game Club - Middle School  Al Mexcur 

 *International Club    Jessica Pruitt 

 *J.E.T.S. (Junior Engineering Technological Society)Barbara Schulze  

 *Key Club     Pamela Smith and Pennie Smith 

 Middle School Action Club    Paula Swenson 

 *Mock Trial     William Curtis 

 *National Honor Society    Erik Bjorn 

 *National Junior Honor Society   Judith Curley 

 National Honor Council (includes National Senior Pam Litchfield, Kurt Enko, Pam Smith 

            & Junior Honor Society)    Paula Swenson and Margaret Lawless 

 *Peer Mediation     Paula Swenson 

 *S.A.D.D.      Kelley McMurray & Samantha Lydiard 

 *S.O.S.      Randall Stewart 

 *Ski Club      Tina Riddell 

 *Student Council – Sr. High   William Curtis 

 *Student Council – Middle School   Penny Roche and Claire Reilly 

 *Yearbook     Daniel Guertin & Kate Darling 
 

* PAID POSITIONS 
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CHAIRPERSONS OF STANDING AND SPECIAL COMMITTEES 

 Activities-Coordinating and Fund Raising  Pam Smith 

 Attendance Committee  James Trill, HS Dean of Students, Erik Bjorn,             

                                                                                                         Pamela Smith, Matt Parsons, Kelley Ziomek 

 Title I Parent Advisory Council  Judith Curley 

 CO-OP Education Programs  Student Services 

 Health  Jim Woodward 

 Educational Material Selection Committee  Karen Thorn 

 Instructional Media-Library  Karen Thorn 

 Library Advisory Board  Karen Thorn 

 Professional Development Committee  Judy Curley 

 Chapter 622 and Title IX Committee  James Trill – Contact Main Office (see below) 

 Coordinator of 504   Jennifer Dougherty –Contact Main Office (see below) 

 Grievance Coordinator   Scott Hemlin-Contact Main Office (see below)  

       Safety Committee  Tom Bates, Robin Briand, Scott Hemlin 

 Induction / New Staff  Judy Curley 
   

TELEPHONE DIRECTORY 

Superintendent‘s Office   978-544-2920    Main Office   978-544-2542 

Fax Number:    978-544-8383   Fax Number: 978-544-8383 
 

Student Support Services 

Special Education Office    978-544-2535 

Special Education Fax Number:                978-544-2506 

Guidance/Student Services Fax Number:  978-544-5844 
      

       Menu Option 
Report Student Absence   1  
High School Dean of Students Secretary  1 then 2  
Middle School Dean of Students’ Secretary 1 then 3 
Principal’s Secretary    1 then 4 
Secretary to the Curriculum Coordinator 1 then 5 
Special Education Office   3 
Student Services/Guidance Office  4 
Nurse’s Office                  5 
Athletic Director                 6 
Technology Director    7 
Food Services Director    8 
Maintenance Department   9 

             

   Normal operating hours are 7:30 a.m. to 3:30 p.m., Monday through Friday. 
 

STAFF CONSUMPTION OF BEVERAGES 

Staff members are requested not to drink any beverages anywhere in the building as long as they are involved 

with students, between 7:40 a.m. and 3:00 p.m., except in the Teachers‘ Dining Room and Teachers‘ 

Lounge/Work Room.  Water in a clear bottle or container is acceptable. 

Students are not allowed to use the Teachers’ Lounge/Work Room at any time. 
 

STAFF SMOKING POLICY 

(Mahar Regional School District Policy – 10/5/93) 

―The superintendent of every school district shall publish the district‘s policies pertaining to the conduct of 

teachers and students.  Said policies shall prohibit the use of any tobacco products within the school 

buildings, the school facilities or on the school grounds or on school buses by any individual, including 

school personnel.  Copies of these policies shall be provided to any person upon request and without cost 

by the principal of every school within the district‖ 

Massachusetts General Laws, C. 71, S. 37H. 
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PROCEDURES FOR TAKING ACTION ON CHILD ABUSE CASES 
(CHAPTER 119 OF THE GENERAL LAWS – SECTION 51 – A-G) 

1. Purpose 

The purpose of the Child Abuse Law, Chapter 119, is to insure that the children of the Commonwealth 

are protected against the harmful effects resulting from the absence, inability, inadequacy, or 

destructive behavior of parents or parent substitutes, and to assure good substitute parental care in the 

event of the absence, temporary or permanent, inability or unfitness of parents to provide care and 

protection for their children. 

2. Definition of Abuse or Neglect (Department of Public Welfare) 

a. Abuse   

A physical or emotional injury by other than accidental means which creates a substantial risk of 

death, or emotional loss, or impairment of the function of a bodily organ, and the commission of a sex 

offense against a child as defined in the Criminal Laws of Massachusetts. 

b. Neglect 

A condition in which a caretaker responsible for the child either deliberately or by extraordinary 

inattentiveness permits the child to experience avoidable present suffering by failing to provide one 

or more of the ingredients generally deemed essential for developing a person‘s physical, 

intellectual, and emotional capacities, such as: 

(1) Adequate food, clothing, shelter, education, or medical care. 

(2) Proper supervision or guardianship; or 

(3) Physical dependence of a child upon an addictive drug at birth. 

c.  Reportable condition (Summary) 

A serious physical or emotional injury resulting from abuse inflicted upon a child, including sexual 

abuse; or a serious physical or emotional injury resulting from neglect, including malnutrition, or 

physical dependence of a child upon an addictive drug at birth; or emotional injury resulting from 

the threat of physical harm. 

3. Responsibility for Reporting 

Individuals having a mandated (MGL-Chapter 119) responsibility for reporting suspected child abuse 

include the Principal, Dean of Students, School Nurse, Physician, Guidance Counselor, Specialist, or 

Teacher.  According to MGL, Chapter 119, any mandated reporter is subject to a fine of up to $1,000 

for failing to file a report.  At the Mahar Regional School, any employee of the Mahar Regional 

School District suspecting a situation involving child abuse or neglect should report it immediately to 

a guidance counselor, the School Psychologist or the School Nurse. 

4. Procedure 

a.  The Mahar Regional School has a Child Abuse Committee comprised of the following personnel: 

Person making referral      Guidance Counselor 

Principal or Dean of Students (chair of the committee)  School Psychologist 

School Nurse       Any other personnel considered  

           appropriate by the committee  

b. The committee will discuss the reported case, a school report of suspected abuse or neglect will be 

completed, and if the decision is made to proceed, form CW-3C (51A) will be filled out.  Copies 

will be filed with the Nurse and the School Psychologist. 

c. The School Psychologist or designee will do the following: 

(1) Oral report, by phone, to the Department of Social Services, Greenfield area office, 1-413-   

774-5546.  Obtain the name of the person spoken to for future use and request written 

notice of results of screening by DSS. 

(2) File a written report, CW-3C (51A) to the area office of the Department of Social Services  
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within 48 hours after making the initial contact.  Forms are available from the School 

Psychologist.  This is in conformity with state law.   

All members of the committee will sign the completed form. 

       The 51A form should be sent to:  Department of Social Services 

       1 Arch Place 

       Greenfield, MA 01301 

(3) The parent will be called unless the DSS or the committee feels it is not in the best interest 

of the child. 

d. No one mandated to report suspected abuse under this statute is bound by an abuse committee 

decision not to file.  Individuals are free to follow their judgments in these matters.  If an 

individual elects to report suspected abuse, even if the committee feels it is not warranted that 

individual should notify the Principal. 

5. Follow-up 

a. At the time the verbal report is made to the Massachusetts Department of Social Services, an 

inquiry should be made regarding the case contact person and expected time when the report 

will be back to the school in writing. 

b. Periodic follow-up should be made by the Principal or his designee, if timely information on 

the case is not received. 

6. Clues to look for 

There are several clues that educators should look for when considering the possibility of child 

abuse.  One sign alone may not necessarily indicate abuse.  If a number of signs are present, it is 

prudent to consider the possibility of child abuse.   

Abuse may exist if the child: 
a. Is habitually away from school and constantly late. 

b. Arrives at school very early and leaves very late because he/she does not want to go home. 

c. Is shy, withdrawn, passive, and uncommunicative (perhaps having internalized his/her problem of dealing 

with adults). 

d. Is nervous, hyperactive, aggressive, disruptive, or destructive (perhaps acting out his /her hurt to secure 

attention). 

e. Has an unexplained injury – a patch of hair missing, a burn, limp, or bruises. 

f. Has an inordinate number of unexplained injuries such as bruises on his/her arms and legs over a period of 

time. 

g. Exhibits an injury that is not adequately explained. 

h. Complains about numerous beatings. 

i. Complains about the actions of a parent‘s significant other when a parent is not at home. 

j. Goes to the bathroom with difficulty. 

k. Is inadequately dressed for inclement weather with, for example, only a sweater in winter for outer wear. 

l. Wears a long-sleeve blouse or shirt during the summer months to cover bruises on the arms. 

m. Has clothing that is soiled, tattered, or too small. 

n. Is dirty and smells or has bad teeth, hair falling out, or lice. 

o. Is thin, emaciated, and constantly tired, showing evidence of malnutrition and/or dehydration. 

p. Is usually fearful of other children and adults. 

q. Has been given inappropriate food, drink or drugs. 

Educators should also suspect child abuse if the parents: 

a. Show little concern for their child‘s problems. 

b. Do not respond to the teacher‘s inquiries and are never present for the teacher visits or for Parents‘ Night. 

c. Take an unusual amount of time to seek health care for the child. 

d. Do not adequately explain an injury. 

e. Continue to complain about irrelevant problems unrelated to the injury. 

f. Suggest that the cause of an injury can be attributed to a third party. 

g. Are reluctant to share information about the child. 

h. Respond inappropriately to the seriousness of the problem. 
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i. Cannot be found. 

j. Are using alcohol or drugs. 

k. Have no friends, neighbors, or relatives to turn to. 

l. Are excessively strict disciplinarians. 

m. Were themselves abused, neglected, or deprived as children. 

n. Have taken the child to different doctors, clinics, or hospitals for past injuries. 

o. Show signs of loss of control or a fear of losing control. 

p. Or are unusually antagonistic and hostile when talking about the child‘s health problems. 

Please refer any questions or uncertainties to the Principal or any member of the Child Abuse Committee. 
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RALPH C. MAHAR REGIONAL SCHOOL DISTRICT 

CURRICULUM ACCOMMODATION PLAN 

The following information is provided to comply with the Massachusetts General Laws Ch. 71 

Section 38Q 1/2 mandating that school districts provide a District Curriculum Accommodation Plan 

designed to assist principals in ensuring that all efforts have been made to meet students' needs in 

regular education and avoid unnecessary referrals to special education.  In addition, Section 59C of 

Ch. 71 mandates that the school council will meet with the principal "for the development, 

implementation, and assessment of the curriculum accommodation plan" which should be 

individualized for each school building. 

Strategies Description 

Professional development for 

regular education classroom 

teachers to help them to analyze 

and accommodate various students' 

learning needs and to manage 

students' behavior 

 Mentors assigned for all new staff to ensure adherence to 

frameworks standards 

 Training for all staff in modifications and accommodations for 

regular education 

 Training for all staff in the requirements and methods of English 

Language Education for Limited English Proficient students 

Support services for students  Title I ELA, Math* 

 Before and After School Tutorials and Homework Clubs* 

 English Language Arts and Mathematics Academic Success 

Programs - During School Day and After School* 

 English Language Education services for Limited English 

Proficient students 

*    All students’ support services address specifics in the Individual 

Student Success Plans for intervention 

Direct instruction  Integration of study strategies and organization strategies 

during the school day 

 Use of MCAS test format in classroom assessments 

 Use of MCAS vocabulary in classroom instruction and 

assessment 

 Implementation of 7-12 research-based Mathematics program 

 Awareness and use of the principles of Sheltered English 

Immersion for the Limited English Proficient Student in the 

general education classroom 

Data analysis and curriculum 

review 
 Each year's MCAS/MEPA/MELA-O results are analyzed and 

compared to the previous year's results. Performance patterns 

are identified, including strengths and weaknesses.  Short and 

long term plans for curriculum changes in each academic area 

and for small group and individual student support are 

formulated, based on results of the analysis. 

Program planning  Administrator/teacher review of the Individual Student Success 

Plan  

 Classroom interventions that reflect the Individual Student 

Success Plan 

 Develop short and long term goals based on the Individual 

Student Success Plan 

Communication with parents  Guidance counselors and teachers advise students of options and 

opportunities for additional instruction in areas of weakness, 

and of specific programs available to improve test performance 

 Administrators discuss MCAS results with parents, along with 

student's performance in regular school program 

Document amended 12-01-2005 to include English Language Education 
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IDEA 2004 REFERRAL PROCESS 

According to section 28.03 (3)(a) of the Regulations of Public Law Chapter 766, the principal shall promote instructional 

practices responsive to student needs and shall ensure that adequate instructional support is available for students and 

teachers.  Instructional support shall include remedial instruction for students, consultative services for teachers, availability 

of reading instruction at the elementary level, appropriate services for linguistic minority students, and other services 

consistent with effective educational practices and the requirements of MGL c. 71B, §2.  The principal may consult with the 

Administrator of Special Education regarding accommodations and interventions for students.  Such efforts and their results 

shall be documented and placed in the student record.  Additionally, if an individual student is referred for an evaluation to 

determine eligibility for special education, the principal shall ensure that documentation of the use of instructional support 

services for the student is provided as part of the evaluation information reviewed by the Team when determining eligibility. 
 

This list is being offered to assist staff members prior to the Chapter 766 Referral Process: 

1. Conduct individual conference with the student to discuss learning, motivational, or behavioral problems. 

2. Consult with other staff members who are involved with the student to solicit their ideas and assistance. 

3. Discuss the situation with the department coordinator for suggestions and assistance. 

4. Consult with the guidance counselor who is assigned to service the student‘s grade level. 

5. Conduct parent conferences. 

6. Make use of the school psychologist and psychological services. 

7. Consult with the School Nurse if the problem is related to a medical or health area. 

8. Offer a short-term contract system to the student to improve academic or behavioral performance. 

9. Change instructional methods and vary instruction based on an analysis of student performance. 

10. Implement changes in student courses and scheduling. 

11. Consider the appropriateness of Title I placement. 

12. Use information from available student records to determine the problems. 

13. If a new Mahar student, check with school records and personnel from previous school to secure history 

of past school performance. 

14. Assign CO-OP or capable student to assist the student with academic support. 

15. Ask the Student Services Department to check to see if the student or family is receiving assistance or 

intervention from a social service agency. 

16. If chronic absenteeism is the problem, has the administration contacted the parents and utilized the truant 

officer to secure consistent school attendance? 

17. Refer student to the Mahar Screening Committee for an evaluation. 
METHODS OF MODIFYING ACADEMIC TASKS 

1. Reduce the number of problems on a page (e.g., five problems to a page; the student may be required to 

do four pages of work throughout the day if necessary.) 

2. Use a highlight marker to identify key words, phrases, or sentences for the student to read. 

3. Remove pages from workbooks or reading material and present these to the student one at a time, rather 

than allowing the student to become anxious with workbooks or texts. 

4. Outline reading material for the student at his/her reading level, emphasizing main ideas. 

5. Tape record material for the student to listen to as he/she reads along. 

6. Read tests/quizzes for the student. 

7. Tape record tests/quizzes for the student. 

8. Make a reading window from construction paper, which the student places over sentences or paragraphs 

in order to focus attention. 

9. Provide manipulative objects for the student to use in solving math problems. 

10. Rearrange problems on a page (e.g., if crowded, create more space between the problems). 

11. Use graph paper for math problems, handwriting, etc. 

12. Rewrite directions at a more appropriate reading level. 

13. Tape-record directions. 

14. Allow student to use a word processor for written communications skills. 

15. Allow more time to take tests or quizzes.
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Ralph C. Mahar Regional School 

Student Support Team 
Referral Process 

 

 

 

 

 

 

 

 

 

 

 

    

    

   

        DOES NOT   

                                                                                                         

 

 

              DOES 
 

   

                                                                               

       

 

 

Student referred to SST by teacher, parent, counselor, or 

administrator and submitted to guidance counselor 
If student is on an IEP, 

referral will be forwarded 

directly to the Special 

Education Director for 

immediate action 

Guidance counselor reviews SST referral and initiates 

the SST referral process 

Appropriate Assessment forms distributed  by Student Services 

to teachers, nurse, guidance counselor, and additional staff for 

feedback  IEP is reviewed at a special 

education team meeting and 

appropriate modifications 

are made and the plan is 

implemented and monitored 

Assessment forms completed and returned to guidance counselor within two 

school days 

Guidance counselor will set up 

meeting among counselor, 

student, and appropriate parties to 

discuss issue 

Guidance counselor 

determines if issue requires 

the attention of the SST. 

SST convenes meeting. Team 

reviews all assessment forms and 

completes the Initial Meeting 

Summary Form that identifies the 

SST‘s recommendations. 

Referral to 504 Coordinator 

504 coordinator reviews 

recommendation of the SST and 

evaluates the need for the creation and 

implementation of a 504 plan, and 

convenes meeting if necessary 

SST develops and 

implements an action plan to 

address concerns identified in 

the referral process.  SST 

follow-up meeting is 

scheduled. 

During follow-up meeting, 

results/progress of action plan 

are discussed and modifications 

are made if necessary. Schedule 

for continued monitoring is 

established. 

Referral to special education 

Student not on an IEP 

Team recommends special 

education evaluation for student 

SST meeting is used as initial 

step in pre-referral process 

Student not on a  

      504 plan 
Student currently on 

a 504 plan  

504 plan is reviewed by 

appropriate parties and  

plan is modified as necessary 
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Student Name:  ___________________________________ 

Ralph C Mahar Regional School District 

Student Support Team 

Teacher Assessment and Referral Form 

 
                          
Subject       Teacher Name       

Date________________ 

 

Please return to this student‘s guidance counselor:         

 

Sara Capodagli         Caitlin McKenna                                       Paula Swenson 
 

The SST meeting will be scheduled when the form is completed in full.    (Date 

Received________________) 

 

 

 
S = Strength  I = Inconsistent W = Weakness  UE = Unable to Evaluate 

 

 

LEARNING STYLE    SOCIAL/BEHAVIORAL STYLE  

 

_____ Prepared for class    _____ Follows classroom rules 

_____ Listening skills     _____ Respects authority 

_____ Following oral directions    _____ Accepts consequences 

_____ Following of written directions   _____ Respect for others 

_____ Willingness to follow directions   _____ Interactions with adults 

_____ Use of class time     _____ Interactions with peers 

_____ Classroom participation  _____ Awareness of social cues and boundaries 

_____ Completion of assignments/homework 

_____ Independent work habits 

_____ Organizational skills 

 

If Behavioral Weakness: Please name 1 - 3 specific behaviors that should be changed in your classroom 

to make things better. 

 

1. 

2. 

3. 

 

 

PROGRESS IN SUBJECT AREA – (Please specify subject) _________________________________ 

 
_____ At grade level           Comments: ______________________ 

_____ At grade level with accommodations 

_____ Below grade level with accommodations    ________________________________ 

_____ Requires modified program 

         

_________________________________ 
Teacher Form:  Page 1 of 2 
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Student Name:  ___________________________________ 

 ____________   _____________________    

Subject  Teacher Name      

 
PLEASE CHECK CLASSROOM AND ASSESSMENT ACCOMMODATIONS NEEDED BY STUDENT 

 

Classroom Accommodations Tried  
 

S = Successful       P = Partially Successful        N = Not Successful              

 

___  preferential seating ___  supported revision/editing ___  time extensions 

___  work sampling/reduction ___  no spelling penalty in spontaneous writing ___  stay on-task prompts  

___  step-by-step directions/say back       ___  small groups with teacher ___  copies of notes 

___  word processor w/spellchecker   ___  organizational assistance ___  a tentative  response 

___  use of place marker in reading  ___  cue cards for home use ___  concrete manipulatives 

___  highlighted text ___  other  

 

   

Comments:____________________________________________________________________________ 

 

______________________________________________________________________________________ 

 

______________________________________________________________________________________ 

 

Other Strategies Tried 
  

S= Successful       P=Partially Successful        N = Not Successful              

 

_____ Individual Conference with Student    _____ Referred to Guidance 

 

_____ Parent Contact      _____ Referred to Dean of Students 

 

Comments:____________________________________________________________________________ 

 

______________________________________________________________________________________ 

 

 

Assessment Accommodations 
Please Check all that apply: 

 

___  oral test option (w/out phonetics)    ___  test item sampling/item reduction ___  examples on board 

___  cue to key components of test ___  graphic organizer for essay/open-ended questions   ___  hands-on or pictorial cues 

___  scribing (for physical disability)     ___  mnemonic/topic cue reminder        ___  calculator on test 

___  like items grouped together ___  word processor w/spell-check for essay question ___  time extensions 

___other:                      ___________________________________________  

       

Comments:____________________________________________________________________________ 

 

______________________________________________________________________________________ 

 

______________________________________________________________________________________ 

 

 

Please attach work samples to this form.  Thank you.                                         

 

 
 Teacher Form:  Page 2 of 2 
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      Student Name:______________________________ 

SCHOOL NURSE Form 

 

 ___________________________   ________    _________________________ 
Nurse                       Date       Student Name 
    

 

MEDICAL 

 

Hearing P or   F  Date:___________  

 

Vision  P or F  Date:___________ 

 

Glasses Y or N  Worn consistently? _____________ 

 

 

 

Height & Weight:  __________________________________       (Date) 

___________ 

 

 

ADHD diagnosed?/any other diagnosis? _________________  

 

 

Medication(s)? 
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

Has the student had any bad accidents in the past? Please elaborate. 

 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Are there any other medical issues relevant to this student’s educational performance in 

the classroom? 

 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 
 

Nurseôs Form: Page 1 of  1  
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Student Name:  ___________________________________  

GUIDANCE COUNSELOR Form 
 

 ____________________ __________     
Counselor     Date      

 

OTHER SERVICES :  Please indicate if in school or out of school.       

 

____ ESL       ____   Counseling 

____ Speech      ____   Occupational Therapy  

____ 504 Accommodation Plan    ____   Physical Therapy  

____ Other services (please list)  

     

   

     

1. Please review school history and give a brief synopsis in the space provided below: 
(Include schools, attendance, any recommendation of retention/readiness classroom, any 

documented parent contact, most difficult and easiest subjects.) 

 

 

 

 

 

 

 

 

2. Guiding questions for the following three points of view: 

a) Please specify what the student is doing well and what areas are in need of 

improvement; b) Describe what diminishes the problem; c) Describe what school would 

be like if it was slightly better;  d) Include hopes for the future; i.e., career goal (parent 

and student). 

 

 

A. Student‘s View: 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

Counselor Form: Page 1 of 2 
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Student Name:  ___________________________________ 

 

B.  Parent‘s View:  

 

 

 

 

 

 

 

 

 

 

 

 

 

  

C.  School‘s View:  

 

 

 

 

 

 

 

 

 

 

 

Any other information relevant to the student’s education? (e.g. family history, lack 

of residency, etc.) 

 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

 

 

 

 

 

___ Attendance/Tardy (report attached) 

 

___ Disciple (report attached) 

 

___    School Resource Officer 

 

 



71 
 

Referral Action Form 

 
Ralph C Mahar Regional School District 

 

 
Student________________________    Grade ________     Date of Birth____________ 

 

Address________________________________________   Telephone #_____________ 

 

Parents Name___________________________________  
  

Counselor _______________________________________  Date Received________ 

 

 

Referred by:   
 

Teacher________________________              Parent______________________     Other ___________________ 

 

 

 

Reason for Referral: 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

 

Action Taken: 

 

o Initiated SST Teacher Referral Process  ___________________ 

Date 

 

o Referred to Special Education  ___________________________ 

Date 

 

o Guidance Counselor Intervention  _________________________ 

Date 

 

Copies:   

o Dean of Students 

o Teachers 

o Special Ed. Director/504 Coordinator 

o Nurse  
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Ralph C. Mahar Regional School District 

SST (Student Support Team) 

Summary 

 

Student:  _______________________________________             Date:  ____________ 

 

Grade:  _____________                               Reconvene Date:  _____________ 

 

 

Strengths in the Classroom 

 

 

 

 

 

 

 

Weaknesses in the Classroom 

 

 

 

 

 

 

 

 

Pertinent Facts in Student‘s Educational History: 

 

 

 

 

 

SST Interventions Selected 

 

 

 

 

 

 

Persons in Attendance     Role 

__________________________  ________________________ 

 

__________________________  ________________________ 

 

__________________________  ________________________ 

 

__________________________  ________________________ 

                                                                                                 

 

Rev 10/02/07 
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Ralph C. Mahar Regional School District 
 

Student Support Team Follow Up Summary 
 

Student ___________________________________   Grade _________ 

 

 

Date  ______________    Date of Follow up Meeting______________ 

 

 

 

Outcome: 

 

 

 

 

 

Suggestions: 

 

 

 

 

 

Referral to Special Education for evaluation    ______  Yes  _____  No 

 

Referral to 504 Coordinator for evaluation ______  Yes   _____  No 

 

Personal responsible for referral:  ________________________________ 

 

Any additional comments: 

 

 

 

List Meeting Participants: 

 

_________________________________  ___________________________ 

 

_________________________________  ___________________________ 

 

_________________________________  ___________________________ 

 

_________________________________  ___________________________ 

 

_________________________________  ___________________________ 

 

_________________________________  ___________________________ 

 

_________________________________  ___________________________ 
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(rev 10/02) 

DUTIES, RESPONSIBILITIES AND AUTHORITY 

1. Staff who may be placed in charge of the cafeteria or other rooms shall be in full charge, with 

authority to impose and enforce restrictions on students who violate the rules. 

2. Student Conduct in Corridors – All students are issued passes which are to be kept in 

hand.  Students must sign out from the room where he/she is and sign in again on return. 

3. Supervision of Students – Teachers will be certain that students are appropriately 

supervised at all times.  The faculty is reminded that they are responsible for the health and 

safety of their students. 

4. Visitors are allowed during the school day with prior approval of the administration.  All 

visitors must sign in at the office and receive an identification tag.  Upon seeing an 

unidentified visitor, teachers may greet the person asking their business and/or immediately 

notify the office. 
 

TEACHER EVALUATION INSTRUMENT 

A copy of the Evaluation Instrument is available in the teachers‘ room file. 
 

STUDENT ABSENCE, TARDINESS, AND MAKE-UP 

1. Attendance Policy:  (The following information is also stated in the student handbooks.) 

Attendance is required by law and by school committee policy.  See ABSENCES, 

DISMISSALS, and TARDY.  Upon arrival to school 7:30 a.m., students should enter through 

the appropriate doors (bus students – middle school entrance; walkers, parent drop off – 

main entrance) and proceed to first period by 7:45 a.m.  Grounds outside of the buildings are 

off-limits unless accompanied by a teacher.  Also, once on school grounds, students must 

remain on school grounds unless formally dismissed by the main office. 
 

At 7:15 a.m., the Breakfast Program begins and students may enter by the cafeteria side 

door. 
 

When a student is absent from school, the administration requires either a phone call to the 

Deans‘ office, high school and middle school at 978-544-2542 from a parent/guardian on 

the morning of the absence, or a note from a parent/guardian on the day he/she returns to 

school.  Failure to provide a note or phone call for absences upon returning to school will 

result in an office detention. 
 

If a Student is absent from class ten (10) times in a semester {five (5) for every-other-day 

classes}, he/she will lose credit for that class, even though he/she may have earned a passing 

grade in that class.  If a student misses more than fifteen (15) minutes of a class period, 

he/she will be considered absent.  Cutting a class is considered a class absence and will 

result in disciplinary action.  If a student violates this policy, he/she may need an additional 

course or courses to meet graduation requirements. 
 

If a student has an acceptable, documented excuse such as an illness certified by a doctor, or 

a documented situation that made attendance impossible, he/she must submit the appropriate 

documentation to the school‘s office within ten (10) business days following his/her 

absence.  Any documentation submitted later than ten (10) days following the student‘s 

absence will not be accepted. 
 

A half-way point letter will be sent to the parent/guardian of a student who has been absent 

five (5) times from an every-day class, or three (3) times from an every-other-day class.  

The letter will include a warning of credit loss as well as an invitation to meet with the Dean 

of Students or guidance counselor. 
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When a student is absent, arrives to school after 10:40 a.m., or is dismissed prior to 10:40 

a.m. on the day of the school-sponsored function, including athletic events, the student may 

not attend that function without prior approval by the administration. 
 

Make-up:  If you are absent, the responsibility for making up the work is yours.  After being 

informed by each teacher concerning the assignments and the work to be made up, and a 

schedule is arranged, you must meet the make-up schedule in order to receive credit. 
 

All make-up work must be completed to the satisfaction of the teacher within ten (10) 

school days.  If the work in question has not been satisfactorily made up as scheduled, the 

student  

will be given ―0‖ for the portion of work not completed.  In special circumstances, the 

administration may allow more time. 
 

Teachers will be available for after-school help and make-up work from 2:10-3:00 p.m. on 

Tuesday through Thursday, except on those days when meetings are scheduled. 

2.   Attendance:  Teacher‘s Responsibility 

Teachers are to issue a warning immediately to any student who has been absent five (5) 

times in a class which meets every day, or three (3) times in a class which meets every other 

day.  A report of these absences will be given to the dean of students using the appropriate 

form.  At the end of the semester attendance forms will be requested from teachers for any 

students who have been absent more than nine (9) times in a class which meets every day or 

more than four (4) times in a class which meets every other day. 

3. Tardiness: The first period of each school day begins promptly at 7:45 a.m.  Every effort 

should be made to avoid tardiness. 

Students arriving late to school must report to the appropriate office.  Each term, a student 

may be late to school up to three (3) times before receiving an office detention.  On the third 

tardy, a phone call will be made home to notify parent/guardian.  On the fourth tardy, he/she 

will be assigned a one-hour office detention.  On the fifth and any subsequent tardy, he/she 

will be assigned a two-hour office detention.  Failure to serve a one-hour detention will 

result in a two-hour detention.  Failure to serve a two-hour detention will result in 

assignment to the ―Success Center‖ for one full day.  Notes from a parent/ guardian will not 

excuse his/her child from serving the assigned office detention.   

High school students arriving late to any class during the school day, including first period, 

will be assigned a ½-class absence; fifteen (15) minutes or more of tardiness will constitute 

a class absence subject to the attendance policy. 
 

DISCIPLINE 
Discipline is an important part of every student‘s education.  Civility and mutual respect between 

teachers and students and between students is a constant goal at Mahar.  In the adoption of the 

Student Handbook, greater responsibility is placed upon students to live up to these expectations 

in their daily lives here, while teachers have a primary responsibility in teaching civic behavior as 

part of the student‘s education, along with course content.  Such teaching is part of classroom 

management and part of teacher-student relations. 
 

The Student Handbook describes our expectations of student participation in a democratic and 

civic society.  It spells out the importance of self-discipline, opportunities for participation in 

governance, and student rights in speech, assembly, and association, as well as basic rules such as 

those governing absences and tardies, among others.  Beyond these, teachers have discretion in 

developing rules in their own classrooms, together with means of corrections and encouragement.  

These latter may include counseling, time-out, detention, parent contact, etc.  Teachers may call 

upon administrative help as needed.  Suspension may be imposed only by the administration.  
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It is important not to refer less serious matters to administration without real need.  Students have 

more respect for teachers who show they can cope with interruptions or even disturbance, and use 

such instances to teach a better standard of behavior. 
 

It is important to recognize that small offenses grow and multiply if ignored; it is also important 

to involve students in identifying positive as well as negative consequences of student behavior.  

Often, even though repetitious, time taken in discussing and dealing with behavior problems will 

be well invested for ensuring a positive understanding of civility in a whole class and developing 

willing compliance with rules students may have had a role in shaping. 
 

At times a teacher may recognize that a troubled student needs more particular attention and 

should be asked to return after school.  In those situations parents should be consulted and a 

conference arranged as soon as possible.  The guidance counselors can offer information that may 

help the teacher understand the student.  Department coordinators can give valuable assistance.  

The teacher should use a referral form, providing full information on the situation and corrective 

measures taken.  Upon receipt of this referral the dean of students may schedule conferences with 

the teacher, student, and/or the parent(s) involved and take further action as necessary. 
 

CORPORAL PUNISHMENT 
Chapter 71:  Section 37G Corporal Punishment of Pupils Prohibited; Use of Physical Restraint; 

Regulations Section 37G. Such regulations shall require training of all personnel authorized to 

administer any forms of restraint.  Such regulations shall provide for procedures for notification 

to the department and to the parents 

(a) The power of the school committee or of any teacher or any other employee or agent of the 

school committee to maintain discipline upon school property shall not include the right to 

inflict corporal punishment upon any pupil. 

(b) The provisions of this section shall not preclude any member of the school committee or 

any teacher or any employee or agent of the school committee from using such reasonable 

force as is necessary to protect pupils, other persons, and themselves from an assault by a 

pupil.  When such an assault has occurred, the principal shall file a detailed report of such 

with the school committee.  Added by St. 1972, c.107, s l; amended by St. 1982, c.303. 

(c) The board of education shall promulgate regulations regarding the use of physical restraint 

for students.  Such regulations shall not preclude any teacher or employee or agent of the 

school from using reasonable force to protect pupils, other persons and themselves from an 

assault by a pupil as set forth above in section. 
 

PHYSICAL RESTRAINT 

Only school personnel who have completed the comprehensive restraint training shall 

perform restraints. 

Physical restraint shall be used only in emergency situations, after other less intrusive 

alternatives have failed or been deemed inappropriate, and with extreme caution.  If a restraint is 

necessary the office should be contacted as soon as possible.  School personnel shall use 

physical restraint with two goals in mind:  

 To administer a physical restraint only when needed to protect a student and/or a 

member of the school community from imminent, serious, physical harm; and  

 to prevent or minimize any harm to the student as a result of the use of physical restraint. 

(603 CMR 46.00) 
 

SE #46 Procedures for Suspension of Students with Disabilities 
DISCIPLINING STUDENTS WITH SPECIAL NEEDS (Mass. Law) 
Generally, students with special needs are expected to adhere to the same discipline regulations as non-special 

needs students.  At the same time, legislation has been enacted to provide procedural safeguards to students with 

disabilities. 
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School personnel can remove (suspend) a child with a disability for short periods of time as long as the removal 

does not constitute a change in placement.  A change of placement occurs if the removal is for more than 10 

consecutive school days or the child is subjected to a series of removals that constitute a pattern because they 

cumulate to more than 10 school days in a school year, and because such factors such as length of each removal, 

the total amount of time the child is removed, and the proximity of the removals to one another. 

 
 

School personnel may order, to the extent removal would be applied to children without disabilities, the removal  

of a child with a disability from the child‘s current placement for not more than 10 consecutive school days for 

any violation of school rules, and an additional removals of not more than 10 consecutive school days in that 

same school year for separate incidents of misconduct (as long as those removals do not constitute a change of 

placement). 

 

When a suspension constitutes a change in placement of a student with disabilities, District personnel, the 

parent, and other relevant members of the Team as determined by the parent and the District, will convene a 

behavior manifestation determination meeting  within 10 days of the decision to suspend to review all relevant 

information in the student‘s file, including the IEP, teacher observations, any relevant information from the 

parents, to determine whether the behavior was caused by or had a direct and substantial relationship to the 

disability or was the direction result of the Districts failure to implement the IEP.  

 
 

If District personnel, the parent and other relevant members of the Team determine that the behavior is NOT a 

manifestation of the disability, then the suspension or expulsion may go forward consistent with policies applied 

to any student without disabilities, except, after a child with a disability has been removed for more than 10 

school days in the same school year, the District must provide services to enable the student, although in another 

setting, to continue to participate in the general education curriculum and to progress toward IEP goals.  In 

addition, the LEA must conduct as appropriate a functional behavioral assessment and implement a behavioral 

intervention plan for the child.  If the child already has a behavioral intervention plan, the IEP team shall meet 

to review the plan and its implementation and modify as necessary. 

 
 

School personnel may order a change of a placement of a child with a disability to an appropriate interim 

alternative educational setting for not more than 45 days if the child carries a weapon to school or a school 

function or possesses or uses illegal drugs or sells or solicits the sale of a controlled substance while at school or 

a school function.  A hearing officer may order a change to an interim setting for not more than 45 days if the 

LEA demonstrates that maintaining the current placement is likely to result in injury to the child or others.  If an 

action is contemplated regarding a 45 day removal or other action that constitutes a change of placement the 

parents must be notified and provided procedural safeguards notice not later than the date on which the decision 

to take action is made.   

 

Immediately, if possible, but in no case later than 10 school days after the date on which the decision to take that 

action is made, a review must be conducted of the relationship between the child‘s disability and the behavior 

subject to the disciplinary action (manifestation determination). 

 
 

If the child‘s parent disagrees with the manifestation determination, the parent may request a hearing to 

appeal.  The State or local educational agency shall arrange for an expedited hearing before a hearing officer.  

If a parent requests a hearing or an appeal to challenge an interim alternative educational setting or the 

manifestation determination, the child must remain in the interim alternative educational setting pending the 

decision of the hearing officer or until the expiration of the time period provided (45 days), whichever occurs 

first unless the parent and local educational agency agree other wise. 

 

If District personnel, the parent and other relevant members of the Team determine that the behavior IS a 

manifestation of the disability, the Team completes a functional behavioral assessment and a behavioral 

intervention plan if it has not already done so.  If a behavioral intervention plan is already in place, the IEP 

Team reviews and modifies it as necessary to address the behavior. The student returns to the original 
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placement, except when the student has been placed in an interim alternative educational setting, (if the 

behavior involved illegal drugs, weapons, or the infliction of serious bodily injury on another person while in 

school or at a school function) unless the parents and District agree otherwise or a hearing officer orders a new 

placement.  

 
 

Chapter 766, Individuals with Disabilities Education Act (1997 Amendments), and case law such as Honig v. 

Doe, affect disciplining students with special needs.  The Massachusetts Department of Education and 

Legislature have also made recent changes to Special Education laws and regulations (effective September 

2000).  The section above is only an attempt to highlight applicable laws and regulations and is not meant to 

replace the actual documents.   

 

The reader should refer to the actual documents for the full text.  

(Federal Register Vol. 64, No. 48, March 1999 S. 300.519 - S. 300.529). 
 

For a discipline flow chart, see: http://www.doe.mass.edu/sped/IDEA2004/spr_meetings/disc_chart.doc 

   
 

Our responsibility is to maintain a safe, secure environment for everyone in the school.  Any behavior which 

jeopardizes any individual or the well being of the school as a whole will not be tolerated.  Students are to 

remain conscious at all times about their actions, behaviors, language, and the impact of these things on 

others. 

 
 

Discipline is an important part of every studentôs education.  Civility and mutual respect between teachers 

and students and between students is a primary goal at Mahar. 

 

 Breaking rules such as fighting, stealing, and showing disrespect for staff and other students will not be 

tolerated. The students involved in these types of incidents can expect severe disciplinary response from 

suspension to possibly expulsion from school.   

 

 

 SE 46 Description of the Continuum of IAES Options 
 

These following interim alternative educational settings (IAES) utilized by the District are designed 
to allow the student to continue progress in the regular curriculum, to meet the goals and 
benchmarks written in the current IEP, and to allow students to receive services and modifications 
designed to help the student address problem behavior. 

 
IAES for Long-Term Placement 

 

CAPS Education Collaborative  
CAPS works with the District to tailor programs for students needing both long-term and short-term 
placements. These requests include exclusions, long- term suspensions, IAES placements for 
students involved with weapons or drugs, and other interim placements needed by the District. 
Requests are handled on a case-by-case basis and are adapted to the needs of the student and the 
District. 

 
IAES for Short-Term Placement 

 
CAPS Education Collaborative: Described under long-term placements 

 

The District hires highly qualified teachers/tutors to offer academic support to maintain continuity of the 

student‘s educational program. The following are the Districts specific settings for Short-Term Removal. 

 

 

http://www.doe.mass.edu/sped/IDEA2004/spr_meetings/disc_chart.doc
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Communities Collaborative Partnership 

131 West Main Street, Orange, MA 

The Communities Collaborative, Inc. is a local support agency that has provided specialized services to 

students in the Ralph C. Mahar Regional School District.  This agency provides ―Wrap Around‖ support 

for students who are involved with multiple outside public service supports such as the Department of 

Children and Families (DCF), the Department of Youth Services (DYS), and the Department of 

Developmental Services (DDS).   

 

YES Biz Center (Young Entrepreneurs Center Inc.) 

28 South Main Street Orange, MA  

A Center that has been helping teens and young adults in rural Western Massachusetts USA find and 

follow their own paths to prosperity through entrepreneurship, job readiness and financial education.  

 

Orange Public Library 

49 East Main Street, Orange, MA 
 

DETENTION POLICY 

Office Detention 

a. See High School and Middle School Student Handbooks. 

b. Only the Administration can assign Office Detention. 

Teacher Detention 

a. A teacher who gives a detention should assign the student detention on that day, if 

possible; if not, then the next available day. 

b. Teachers are to call the parents to inform them of the detention to solve the problem and 

are urged to work together. 

c. Students who miss detention by being absent or dismissed are to report to detention on 

the next available day. 

d. Students who fail to serve the assigned teacher detention will be referred to the dean of 

students. 

Teacher Referral 

If, despite all action taken by the teacher, the student‘s behavior shows no improvement, then 

assistance from the Administration should be requested.  A ―Teacher Referral‖ sheet should be 

filled out and forwarded to the dean of students.  Incidents of fighting, assault, drug or alcohol 

use, and weapon possession will result in immediate teacher referral. 

Be sure that the information under corrective measures is complete.  Upon receipt of this form 

the dean of students may schedule conferences with the teacher, and/or student, and/or the 

parent(s) involved and take further action if necessary. 
 

CLASS CUTTING PROCEDURES 

If a student is suspected of cutting a class, the classroom teacher will submit a ―Class Cut Form‖ 

to the Dean of Students by the end of that day.  Upon verification of the class cut, a phone call 

will be made to the parent/guardian and he/she will be assigned to the ―Success Center‖ for one 

full day. 
 

PROCEDURES FOR SUSPECTED DRUG USE OR POSSESSION 

1. Teacher Responsibility 

a. Any teacher or staff member who has any knowledge concerning drug use/abuse, 

whether fact or rumor, is urged to inform the administration. 

b. Any student‘s conduct which appears, in the opinion of a teacher to be irregular or 

questionable, should be reported to the school nurse immediately, and the student sent or 

taken to the Medical and Health Department. 
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2. The Student Handbook lists the present policy on student use of drugs and/or controlled 

substances. (High school handbook: page 26. Middle School handbook: page 27.) 

  

3. All drug and alcohol incidents will be handled in accordance with the Memorandum of 

Understanding between the school and Orange Police Department.  This Memorandum of 

Understanding has been established to formalize procedures for communication and 

cooperation on incidents of weapons, drug and alcohol use, possession, sale and distribution.  
 

SUCCESS CENTER 

The Success Center is an alternative to out-of-school suspension where students can learn new 

behaviors and maintain continuity in their education.  The goal of the Success Center is to 

provide a positive and constructive atmosphere in which students are assisted in becoming 

responsible, successful, and productive members of the school community. 
 

Students who are assigned to the Success Center are subject to the same eligibility restrictions 

as students who receive an out-of-school suspension.  (Refer to Suspension in the High School 

and Middle School handbooks) 
 

DISCIPLINE PROCEDURE 

Criteria in determining a student who may be at risk: 

 Discipline Record 

 Attendance – tardy, absent and/or dismissal 

 Academic Performances 

                 Based on the criteria above the Dean of Students will determine if a student will  

                 meet the action plan level. 
 

Level 1:  Student Assistance Conference 

Who will attend? Dean of Students, parent, student, guidance counselor,  

                                           special education advisor when applicable and secretary. 
 

Results:  At this time a concrete action plan will be developed with the  

               student to be signed by all in attendance.      

                        To include:   

 Specific behaviors to be improved  

 Time limits 

 Frequency 

 IEP & special education, manifestation of disability 

The student‘s adherence to the action plan will determine if the student moves to the next phase. 
 

Level 2:  Formal Conduct Review 

Who will attend?  Principal, Dean of Students, special education director  

      when applicable, guidance, parents, student and secretary. 
 

Results:  At this time a total review of these student records will be conducted. 

                The previous action plan will be reviewed and a new action plan will  

                           be developed. 

Based on the student‘s adherence to the second action plan a determination will be  

made to forward the student to the Discipline Sub-Committee for possible exclusion. 
 

      Level 3:  Discipline Sub-Committee Review 

  Who will attend?  Student, parent, appropriate family members, administration,  

                                                      and Discipline Sub-Committee. 
 

  Results:  Possible recommendation for exclusion from school 

Student 
is 

following 
action 

plan 



81 
 

PEER MEDIATION 

The goal of the Mahar Peer Mediation Program is to help create a safe, non-judgmental, and 

confidential environment that is conducive to effective and productive communication and to 

foster peaceful solutions to conflict. 
 

Mediation is voluntary.  Student mediators have completed special training where they learned 

skills to help facilitate peer to peer conflict resolution.  Student mediators do not give advice but 

help students discover solutions that will work for them in a balanced and realistic way. 
 

Types of conflicts that are most often referred to peer mediators from students and staff involve 

disputes such as misunderstandings caused by rumors, disagreements, bias, boyfriend/girlfriend 

tensions, fighting, and threats.  Recognizing that students are competent to take part in the 

resolution of their own disputes encourages student growth and skills in listening, understanding, 

respect, critical thinking and problem solving, that are basic to all learning. 
 

The guidance counselors can help arrange a peer mediation.  Not all disputes are appropriate for 

peer mediation.  Situations that involve severe violence or illegal activities may not be suited for 

a student-mediated process and are handled by school staff. 
 

CLASS AND ORGANIZATION MEETINGS AND ACTIVITIES 

Procedures 

1.  Each class or activity is assigned one or more advisors.  Co-curricular and club activities 

usually have two faculty advisors, while each grade/class in the school has several advisors, 

one of whom is the chairperson. 

2. As many advisors as possible are to be present at all meetings of any group with which they are 

associated.  The chairperson will ensure that all class advisors carry out their fair share of the 

responsibilities. 

3. No group of students will conduct any business with the administration without the express 

knowledge of the advisory group chairperson. 

4. Executive committees and sub-committees will be responsible under an advisor‘s direction for 

the planning, organizing, and preparation related to all meetings. 

5. The president of a class activity or organization should be instructed to appoint, with the 

assistance of executive committee, members of both standing and special committees.  A cross-

section of a class or organization should be selected for committee composition whenever 

possible. 

6. The advisor and president, with the assistance of the executive committee, of any class, 

organization, or activity, must prepare a written agenda for all important meetings. 

7. The secretary of a class, activity, or organization will record accurate minutes of each 

meeting. 

8. The treasurer of a class, activity, or organization will be prepared to give a financial report at any 

time. 

9. The following standing committees will be established, providing there is a need, as soon as 

possible after an annual election: 

a. Budget Committee 

b. Ways and Means Committee 

c. Programs and Activities Committee(s) 

d. Executive Committee 

e. Any other found necessary 

Meeting Arrangements 

1. The class advisor will coordinate a schedule of meetings/activities with the Activity Committee 

in the spring of each year for the coming school year.  The schedule of class meetings, club 

meetings, and school organization meetings will appear in the daily announcements and in the 
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monthly calendar of events.  Make sure all necessary paper work is completed in a timely 

manner. (See high school secretary) 

2. During school hours there will be two meetings for each of the six classes; the Student Council 

will meet as needed.  All other club meetings or activities will be scheduled after school or 

evening through the Activities Scheduling Committee. 

3. Special meetings may be held from time to time with administrative approval and at least one 

week of prior notification. 

4. It is expected that class advisors and class executive committees will realize the importance of 

regular class meetings and assume the responsibility of planning and conducting them properly. 

Financial Records and Reports Of Student Activities and Organizations 

1. A Record Book will be maintained by all student treasurers.  However, all faculty advisors 

will be responsible for a procedure of continuous, up-to-date record keeping. 

2. Procedures for the accounting system will be outlined each year by the School Activity 

Account Treasurer at the beginning of school. 

3. All money received from any activity shall be turned over to the School Activity Account 

Treasurer as soon as possible after the conclusion of the event.  A receipt will be issued for any 

sum of money received.  Receipts must be retained in order to check any discrepancies and 

prove records.  When it is impossible to deposit money with the Activity Account Treasurer, the 

faculty advisor in charge of the activity or organization will be responsible for its safe keeping 

until such time as it is possible for the School Activity Account Treasurer to receive it.  Under 

no circumstances whatsoever will any money be left in school.  When making a deposit there 

will be two deposit slips; one is enclosed with the deposit, the other on the outside of deposit.  

Deposits will be given to the secretary in the main office and a receipt will be given based on 

the amount recorded on the outside deposit slip. 

4. At least twice a year the School activity Account Treasurer will publish a financial statement 

indicating the new balances carried forward.  Each class or activity will reconcile its records 

with the School Activity Account Treasurer‘s records. 

5. Handling of Money – Advisors and Treasurers 

 a) All money should be turned in to Stacey Mousseau in the Superintendent‘s Office. 

 b) Money must not be kept in student lockers or teachers‘ desks at any time. 

 c) All coins must be wrapped in the proper coin wrappers.  

d) Bills are to be sorted and bundled in $100.00 piles except for one-dollar bills which will be 

bundled in $25.00 piles.  Bills are to be arranged facing upwards and in the same direction. 

e) Items c and d above will usually be accomplished by the activity or organization 

treasurer. 

Classes, Clubs and Organization 

All classes and clubs will be limited to one major and one minor fund raising drive per year (until 

such time as funds are available in the district budget). 

1.  A Major Fund Raising Drive is defined as one making more than $300.00 net profit and, a Minor 

Fund Raising Drive as one making up to, but not more that $300.00 

2.  Upon a majority note of its members, a class may choose to set rates for and collect dues in 

lieu of another fundraiser. 

Objectives Of A Good Club Program 

Activities in keeping with the club purposes: 

1.  The purpose for the club‘s existence should be clearly defined. 

a)  Every club must be capable of identification with a worthy and acceptable educational 

purpose. 

b) Unity and cohesion within the groups are established and preserved through interests 

that are held in common by the members of the club.  These interests are specific and as 

such should be located and identified. 
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2. Projects and Activities initiated by students:  Club members should not be dominated by club 

advisors except to stimulate the membership into activity. 

3. Activities providing for individual and group interest.  Club activities must provide the 

impetus for working together as group together as a group, at the same time offer sufficient 

opportunity for the individual to promote his/her own particular interests.  This will result in 

specific, diversified but related activities. 

4. Emphasis on relationship of co-curricular club activities to classroom activities:  Whenever 

possible, club advisors should help club members discover whatever relationship exists 

between activities or projects the club is promoting and the broad educational objectives of 

the school. 

5. Dynamic Program:  Students join a club in order to participate in an action program.  Interest 

will be lost in any club unless there is something going on and every member is participating 

to some degree in the action. 

6. Educational value of club activities:  A set of values used in a classroom experience is not always 

applicable to a club program. 

Approval and Scheduling of Events by the Student Activities Committee 

1. In the beginning of April all staff members will receive blank calendar pages.  Any person 

planning an activity or event which takes students out of class, involves students after school 

hours, or uses a Mahar facility (i.e. club meetings and activities, games, field trips, class meetings 

and events, assemblies, ski trips, mandatory rehearsals, etc.) is asked to submit as much 

information as possible for the next year‘s calendar.  These calendars must be turned in on the last 

school day in April.  This information will be recorded on a master calendar.  Any immediate 

problems will be resolved with the people involved. 

2.  The Activity Scheduling Committee will review this calendar for any problems in the middle of 

May. 

3. The proposed calendar will then be reviewed by the entire faculty for any problems. 

4. The Activity Scheduling Committee and the principal will review the calendar again before 

considering it final in June. 

5.  Any person who has entered an item on the calendar which requires additional information (i.e., 

time, location etc.) will submit a written form. ―CHANGE/DELETION/CLARIFICATION‖ supplying 

that information as soon as possible in the fall. 

6.  All changes (i.e. additions or deletions) and clarifications (i.e., time, locations etc.) to the 

master calendar will only be made when the staff member involved completes a written 

request ―CHANGE/DELETION/CLARIFICATION‖ form and secures approval in the following 

sequence. 

a) Coordinator (if applicable) will review the proposed plan for appropriateness in view 

of the curriculum. 

b) The Activity Scheduling committee will review the proposed plan for educational 

value and for conflicts with items already scheduled. 

c) The Dean of Students will review all the information and suggest approval for entry on 

the master calendar. 

d) The principal will review all the information and grant approval for entry on the master 

calendar. 

7. All requests for changes and clarifications should be submitted as soon as possible, but they 

must be made at least one month prior to the date in question.  Requests will be acted on in the 

order in which they are received. 

8. The Activity Scheduling Committee will meet on the third Monday of each month to update 

the calendar for the upcoming month; the entire faculty will receive updated information. 

9. Emergency situations or sudden changes will sometimes arise, and the faculty will be notified 

in writing as soon as possible. 
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Service Projects 

In developing special service projects, all organized groups at the Mahar Regional School are 

encouraged to promote student interest in donating time, talent, and finances to groups less fortunate 

than themselves.  Therefore, the following conditions have been arranged: 

1) Special service projects may be approved by the ―Activities Committee‖ or 

Administration. 

2) Fund raising activities for approved service projects may be run for an extended 

period  

 of time; such time period to be designated by the Activities Scheduling Committee. 

3) The funds raised for approved service projects will not be considered as the group‘s 

major or minor fund raising project, but will be classified separately as a special, 

approved service project with an independent financial goal. 

4) A service project is one that does not financially benefit the student group involved 

in the fund raising activity.  Example:  Key Club Santa Fund. 
 

GRADUATION ACTIVITIES 
 

The following graduation expenses are assumed by the Mahar Regional School District: 

 Diplomas      Police    

 Programs (Graduation and Awards Night) Chair rental and lighting 

 Public Address System    Custodial services (overtime) 

All other graduation expenses are the responsibility of the graduation class. 

Graduation will take place on the Friday night of the last scheduled full week of school.  The 

exception to this is if the last scheduled day is a Friday.  Graduation will take place the previous 

Friday.  The last day for senior classes is the Friday before graduation. 
 

 

STUDENT AND CLASS TRIPS 

Field Trips or Educational Visits 
These trips are an extension of the curriculum and all students are expected to attend.  While many 

field studies require student to pay some portion of expenses, arrangements may be made to cover 

these expenses. 
 

Field Trips and educational visits, when scheduled as a part of the regular school program may 

be approved. Every effort should be made to plan and organize field trips well in advance of the 

date planned.  In fact, pre-planning as early as six months is desirable 
 

All out of state field trips must have prior approval from the School Committee. 

Procedure:  

1.  Application for any field trip must be in accordance with the procedures outlined by the 

Activity Scheduling Committee. 

2.  Permission for field trips requiring hiring of transportation.  There are three categories                  

involved:  

Category 1:  Trips that will be paid for out of the Mahar District Appropriated Funds are           

therefore budget items (the 2300 account). 

Category 2:  Trips that will be paid for out of School Account which contain the treasuries 

of all organizations (clubs, etc) within the school. 

Category 3:  Trips that will be paid for by students directly on a prorated, per capita basis,  

                     according to the size of the group. 

In category 1, the Coordinator of the department must be responsible for making the 

arrangements.  In categories 2 and 3, the advisor (or teacher-in-charge) must be responsible. 
 

Coordinators or advisors should obtain the TRIP COST FORM from the office. 
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a) The coordinator/advisor/or teacher in charge should contact the bus company to 

determine the cost of the trip and make arrangements.  Complete all necessary 

information including names of teachers who will be on the field trip. 

b) Submit completed forms to the dean of students two weeks prior to the field trip. 

3.  IMPORTANT!!  A list of students should be submitted to the Medical and Health Department 

two weeks prior to trip.  The nurse will then advise if students on the trip may need medical 

care. 

4.  Parent Permission Forms must be used for all non-athletic activity trips requiring students to 

be away from school on school sanctioned business  

5.  Students who are behind on their make-up work in accordance with a prescribed schedule of 

make-up or are on suspension may not be permitted to participate in a trip. 

a) The intent is to emphasize the importance of make-up work, sometimes prior to being out 

of school for a school sanctioned activity.  The intent is not to deprive a student from 

participating in a school activity (trip) if a conscientious effort is being made to make up 

work or if a student has not had an opportunity to make up the work.  It is impossible to 

guarantee that a student‘s work is up-to-date if the date of an activity (trip) is the day a 

student returns from an absence. 
 

It should also be realized that sometimes it is both desirable and possible for a student 

to complete some of the work planned for accomplishment on the day(s) a student will 

be involved in an activity (trip). 

a) In order to prevent problems from developing, a teacher who feels that a student‘s 

participation in a school-sanctioned activity (trip) cannot be approved shall bring the 

matter to the attention of the department coordinator. 
6.  Following the activity, a brief report (if requested) should be made in duplicate to the 

Principal, the copy going to the department coordinator. 

7. All permission slips and a list of all students (Passenger List) going on the trip will be 

submitted to the appropriate office containing the student‘s telephone number.  The teacher in 

charge should also bring a copy of this list with him/her in case there is a need to call the 

parent/guardian. 

8.  An alphabetical roster of participating students, by grade, will be provided for all staff 

members. 

Supervision 

1. Teacher-Chaperones:  There will be one responsible adult, preferably a teacher, assigned to 

each group of ten students. 

2. There will be an equal number of women and men assigned to supervision, unless the group 

consists entirely of girls or boys. 

3.  Each group of ten students is required to stay together under the special direction of the 

assigned chaperone.  This includes the lunch period or any rest period or break. 

4.  Any type of class trip or school activity is an extension of the school itself, and all school rules apply. 

5.  Any student who fails to comply with the reasonable regulations of any trip will receive 

disciplinary action as appropriate.  A written report of any serious misconduct will be 

submitted to the administration as soon as possible after return to school. 

6.  In the event of an accident, (automobile, bus or any other) requiring medical attention, the teacher in 

charge of the trip or group will call the Mahar main office and make a preliminary report to the 

administration. 
 

CONFIDENTIALITY OF STUDENT RECORDS 

The state regulations apply to all public elementary and secondary schools in the Commonwealth.  

Basically, the regulations allow parents, and students once they reach the age of 14 or the ninth grade, 

whichever comes first, to inspect, receive a copy of, add to, or request deletion of or amendment of 
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any information concerning the student that is kept by the school or school committee and that is 

organized in such a way that the student may be individually identified.  (The only exception to this 

automatic right of access concerns information kept in the personal files of a school employee and not 

shared with anyone else).  Parents and eligible students must be allowed access to the student record 

within two consecutive workdays after a request. 
 

Furthermore, with a few exceptions, the state regulations forbid the dissemination of information 

about the student from the records to any ―third party‖ without the informed, written consent of the 

parent or the eligible student.  A ―third party‖ under the regulations is any person or agency other 

than the parent, the eligible student, or ―authorized school personnel‖ employed by the school 

committee.  The state regulations divide the student record into two categories of information.  The 

―transcript‖ contains the minimum data necessary to reflect the student‘s educational progress, such 

as name, address, course titles, grades, and years completed.  It is to be kept by the school system for 

at least 60 years after the student leaves the system. 
 

All other information kept by the school system about the student is called the ―temporary record‖.  

This includes such things as standardized test results, class rank, extra-curricular activities, and 

evaluations.  A log is to be kept with each student‘s temporary record, and every instance of 

dissemination of the information in it is to be noted in the log.  The temporary record of any student 

enrolled in school from now on is to be destroyed by the school five years after the student leaves.  

Students and parents are to be notified, when the student leaves the school, that the temporary record 

will eventually be destroyed, and that they may receive copies of anything in the record before it is 

destroyed. 
 

Finally, the state regulations establish procedures whereby parents or eligible students may appeal a 

decision of the Principal about the student record.  The regulations also require that schools notify 

parents and students of the general provisions of the regulations within 90 days of their effective date, 

and at least once during every school year thereafter. 
 

LUNCH AND CAFETERIA PROCEDURES 
Control and Supervision 

Control and supervision of the cafeteria re the responsibility of the staff on duty.  Severe 

discipline and behavior problems will be referred to the deans of students as necessary. 

Classroom and Corridor Security During the Lunch Period 

1. All classrooms will be closed and locked when the teachers and class groups go to lunch. 

2. Teachers will make certain that no student remains in a classroom. 

3. No student will enter a classroom following lunch until the classroom teacher has returned. 

4. No student will enter any corridor, other than a specified lavatory area, without written 

permission. 

Lavatories Specified for Use During Lunch Period 

Students should use the lavatories near the auditorium during lunch. 
 

EDUCATIONAL MATERIALS SELECTION POLICY  

The mission of the Ralph C. Mahar School is to empower students to become effective users of 

information, provide a rich variety of materials to support the Massachusetts Curriculum 

Frameworks, and to promote enthusiasm for life-long learning in an ever-changing global 

society. The School Committee hereby states that it is the policy of Ralph C. Mahar Regional 

School to provide a wide range of instructional materials in its academic program. These 

materials will address all levels of difficulty and the diverse student population. Resources will 

be selected that will allow students to examine issues by presenting different points of view and 

opinions. The Committee will review challenged educational materials through procedures 

established by this Materials Selection Policy statement.  

Furthermore, Ralph C. Mahar Regional School endorses the following: (1) the American Library 
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Association Library Bill of Rights and Freedom to Read statements, (2) the American 

Association of School Librarians' Access to Resources and Services in the School Library Media 

Program: An Interpretation of the Library Bill of Rights, (3) the Statement on Intellectual 

Freedom from the Association for Educational Communications and Technology, and (4) the 

Ralph C. Mahar Regional School District Multicultural/Equity Statement for Learning 

Expectations. All library media center materials, regardless of format, will be selected according 

to these philosophies. (Appendix A)  
 

I. RESPONSIBILITY FOR SELECTION OF MATERIALS 

A. The Ralph C. Mahar School Committee is legally responsible for all matters relating to the 

operation of the school district. However, it delegates the responsibility for selection of 

educational materials to an administrator, coordinators, the curriculum coordinator, and a 

certified library media specialist employed by the school district.  
 

B. The library media specialist encourages and coordinates the recommendations for selection of 

library media center materials made by teachers, administrators, and students. The final 

responsibility for the selection decision, however, will rest with the coordinators and the 

curriculum coordinator in cooperation with the library media specialist. 
 

II. CRITERIA FOR SELECTION FOR EDUCATIONAL MATERIALS 
 

A. Materials will be evaluated by the following criteria as they apply.  
 

Materials shall:  

1. support and be consistent with the general educational goals and teaching strategies of Ralph 

C.   Mahar Regional School, 

2. Support the Massachusetts Curriculum Frameworks and the Ralph C Mahar Regional School  

    Curriculum Guides, 

3.  Support and be consistent with the objectives of specific courses, 

4.  Be relevant to today's world, current and up-to-date 

5.  Have aesthetic, literary, or lasting value, 

6.  Be appropriate for the subject area or theme, and for the age, reading level, diverse learning  

     styles, and social development of those for whom the materials are selected, 

7.  Be created by competent authors and producers, 

8.  Be chosen to foster respect for and gain an understanding of the contributions made to our  

     civilization by our many minority and ethnic groups, 

9.   Provide a stimulus to creativity, 

10. Represent differing viewpoints on controversial subjects with the goal of providing a balance   

      in the collection, 

11. Have a physical format and appearance suitable for their intended use, 

12. Be of acceptable technical quality with adequate documentation, 

13. Encourage higher level thinking skills, 

14. Encourage lifelong learning and self education, 

15. Represent a variety of formats with efforts to incorporate emerging technologies 
 

B. Although the School Committee recognizes that any item may offend some patrons, selection 

of materials on controversial topics will not be made based on any anticipated approval or 

disapproval but rather on the merits of the material and its value to the curriculum and students. 
 

III. THE SELECTION PROCESS FOR LIBRARY MEDIA CENTER MATERIALS 

A. During the selection process for library media center materials, the library media specialist 

shall evaluate the existing collection and assess curricular and recreational needs. Reputable 

professionally prepared selection tools and other appropriate sources will be used in this process. 

Standard selection tools shall include, but not be limited to the following: 
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1. Massachusetts Curriculum Frameworks 

2. Massachusetts School Library Media Associations Selection Connection 

3. Professional journals such as School Library Journal, Booklist, Kirkus, etc. 

4. Junior High School Library Catalog (Wilson) 

5. Senior High School Library Catalog (Wilson) 

6. National Awards Lists 

 

B. Recommendations for purchases shall be solicited from school personnel and students. 

 

C. Upon examination, materials that are found to be lacking in quality, content, or that have poor 

technical qualities, for example, poor sound or fuzzy images, will be returned. 

 

D. The school library media program shall accept gifts with the understanding that only those 

that meet regular selection criteria will be added to the collection. Materials that do not meet 

selection policy criteria will be disposed of by (a) offering them back to the donor, (b) donating 

them to public library book sales or other appropriate local groups, or (c) simply discarding. No 

lists or monetary value will be prepared or established for the donor. A letter of thanks will be 

sent to the donor. 

 

IV. COLLECTION EVALUATION OF THE LIBRARY MEDIA CENTER (WEEDING) 

 

A. Selection is an ongoing process that shall include the removal of materials no longer 

appropriate or accurate and the replacement of lost and worn materials still of educational value. 

This process includes the withdrawal of materials, which, by their presence can convey a sense 

that the size and content of the collection is adequate, when in fact, it is not. This process also 

helps ensure that the collection is attractive and accessible and that it contains minimal outdated, 

worn, or inappropriate materials. Decisions as to which materials may be withdrawn are the 

responsibility of the library media specialist in close cooperation with coordinators and the 

curriculum coordinator. All efforts will be made to ensure that Ralph C. Mahar Regional School 

teachers and students have consistent and equal access to materials that help students and 

teachers implement the Massachusetts Curriculum Standards. This is not a process that is to be 

used to remove controversial items from the collection. Among reasons for the withdrawal of an 

item are the following: 

 

1. Curricular changes have rendered the item superfluous. 

2. It has become historically or factually inaccurate. 

3. Newer, updated materials on the topic have been acquired. 

4. The format is obsolete. 

5. Changes in recreational reading interests have occurred. 

6. It is stylistically dated or inappropriate. 

7. It has become physically damaged or worn. 

 

B. Withdrawn materials shall be removed from the collection and labeled as withdrawn. 

Consideration should first be given to their possible usefulness elsewhere in the school, but items 

may be discarded or donated to other local public or charitable organizations. 

 

IV. OBJECTION TO MATERIALS 

 

Educational materials that may be deemed by some as objectionable may be considered by others 

as having sound educational value or worth. Any concerned district resident or employee may 
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request reconsideration of educational materials. The challenged material will not be removed 

from the school‘s collection while the reconsideration process occurs, though by request, the 

child of the objecting parent or guardian may be denied access to the item. 

 

1. All objections initially will be brought to the Educational Materials Selection Policy 

Committee. The Committee will consist of, but not be limited to, the following individuals: the 

school‘s library media specialist, a building administrator, a parent, a teacher, a coordinator, a 

staff member, a school committee member, and a student.  All complaints to staff members shall 

be reported to the building principal involved, whether received by telephone, e-mail, letter, or in 

personal conversation. An informal discussion should take place during which the specifics of 

the objection can be voiced. The selection process for educational materials should be reviewed, 

including the rationale for inclusion of the particular item. The complainant may be given a copy 

of the school‘s material selection policy. 

 

2. If after discussing the matter with the complainant informally, no resolution has been made, 

the Committee will ask the complainant to complete the Request for Re-evaluation Form 

(Appendix B). This form is based on the Student's Right to Read statement published by the 

National Council of Teachers of English and the American Library Association. 

 

3. The committee will be given the Instructions to Reconsideration Committee (Appendix C). 

 

4. The complainant and all members of the committee will read or view the material in its 

entirety. 

 

5. The complainant will put the specifics of the objection in writing, using the form provided. 

The completed form will be submitted to the committee within ten school days of the 

complainant‘s receiving it. (If no written statement is received within the stated time, the 

committee will consider the matter dropped by the complainant.) 

 

6. The committee will review the stated objections, referencing instructions in Appendix C, and 

provide the complainant with its decision regarding the item within ten school days of receiving 

the completed form. 

 

7. The committee will provide a copy of its report to the Superintendent of Schools. 

 

8. Should the complainant wish to pursue an objection further, the complainant may request that 

the Superintendent bring the issue before the School Committee for further consideration. Any 

decision to remove materials from circulation shall be referred to the Ralph C. Mahar School 

Committee for their review and approval. It is the School Committee who shall make the final 

determination to remove any materials from circulation. 

 

V.  EDUCATIONAL RELEVANCE OF MOVIES AND VIDEOS 

 

1. The showing of movies and videos MUST be limited to specific educational purposes. A full-

length movie video, or clip thereof, shall not be shown in school unless its content is relevant to 

the curriculum and specific educational objectives, is appropriate to the age and maturity of the 

students, is a productive use of class time and will not cause classroom disruption. 

                                                                 

Professional educators bear responsibility to ensure that educational activities and support 

materials are relevant to the curriculum, appropriate for the age and maturity of students, and 
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consistent with specific educational objects. 

 

2. Department-approved movies and videos (available through the Library Media Center) 

constitute the primary resource of audiovisual support materials and should be considered first 

by teachers who want to show movies or videos in the classroom. 

 

VI.  AGE APPROPRIATE MOVIES 

Middle School Level:  G and PG rated movies may be shown without parental permission.  

Educational purpose must be established and the movie must be listed on lesson plans that are 

approved administratively.  PG-13 movies must be approved by the building administrator and 

have educational purpose.  Signed, written permission must be granted by a parent/guardian 

before the student may view the video. (See Parent Notification and Waiver of Participation, 

Appendix D & E) 

High School:  G, PG and PG-13 may be shown without parental permission but must have 

educational purpose.  All movies must have educational purpose established and the movie must 

be listed on lesson plans that are approved administratively. Any R rated movie to be shown at 

the high school requires a note signed by a parent/guardian that must be kept on file before the 

student may view the video.  The R rated movie must have an educational purpose established 

and be listed on the lesson plans that are approved by the building administrator.    

Middle School Level and High School Level:  Reward Movies:  Reward movies are allowed 

but should not be excessive.  They must meet all the above standards, including parental 

permission.  They must also be approved by the building administrator with stated purpose for 

the reward.  

APPENDIX A 

The Library Bill of Rights of the American Library Association Adopted June 18, 1948, by 

the American Library Association Council. Amended February 2, 1961; June 27, 1967; and 

January 23, 1980. The history of this statement with interpretative documents appears in 

Intellectual Freedom Manual (4
th

 edition, American Library Association, 1992). Reprinted with 

permission of the American Library Association and the Office for Intellectual Freedom (50 E. 

Huron St., Chicago, IL 60611) from Intellectual Freedom Manual, 4
th

 edition, c1992. The 

American Library Association affirms that all libraries are forums for information and ideas and 

that the following basic policies should guide their services. 
 

1. Books and other library resources should be provided for the interest, information, and 

    enlightenment of all people of the community the library serves. Material should not be   

    excluded because of the origin, background, or views of those contributing to their creation. 
 

2. Libraries should provide materials and information presenting all points of view on current  

and historical issues. Materials should not be proscribed or removed because of partisan or 

doctrinal disapproval.  
 

3. Libraries should challenge censorship in the fulfillment of their responsibilities to provide  

    information and enlightenment. 

 

4. Libraries should cooperate with all persons and groups concerned with resisting abridgment of 

free expression and free access to ideas. 
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5. A person‘s right to use a library should not be denied or abridged because of origin, age,  

    background, or views.  

 

6. Libraries which make exhibit spaces and meeting rooms available to the public they serve 

should make such facilities available on an equitable basis, regardless of the beliefs or 

affiliations of individuals or groups requesting their use. 
 

The Freedom to Read Statement 

The freedom to read is essential to our democracy. It is continuously under attack. Private groups 

and public authorities in various parts of the country are working to remove or limit access to 

reading materials, to censor content in schools, to label ―controversial‖ views, to distribute lists 

of ―objectionable‖ books or authors, and to purge libraries. These actions apparently rise from a 

view that our national tradition of free expression is no longer valid; that censorship and 

suppression are needed to avoid the subversion of politics and the corruption of morals. We, as 

citizens devoted to reading and as librarians and publishers responsible for disseminating ideas, 

wish to assert the public interest in the preservation of the freedom to read. Most attempts at 

suppression rest on a denial of the fundamental premise of democracy: that the ordinary citizen, 

by exercising critical judgment, will accept the good and reject the bad. The censors, public and 

private, assume that they should determine what is good and what is bad for their fellow citizens. 

We trust Americans to recognize propaganda and misinformation, and to make their own 

decisions about what they read and believe. We do not believe they need the help of censors to 

assist them in this task. We do not believe they are prepared to sacrifice their heritage of a free 

press in order to be ―protected‖ against what others think may be bad for them. We believe they 

still favor free enterprise in ideas and expression. These efforts at suppression are related to a 

larger pattern of pressures being brought against education, the press, art and images, films, 

broadcast media, and the Internet. The problem is not only one of actual censorship. The shadow 

of fear cast by these pressures leads, we suspect, to an even larger voluntary curtailment of 

expression by those who seek to avoid controversy. Such pressure toward conformity is perhaps 

natural to a time of accelerated change. And yet suppression is never more dangerous than in 

such a time of social tension. Freedom has given the United States the elasticity to endure strain. 

Freedom keeps open the path of novel and creative solutions, and enables change to come by 

choice. Every silencing of a heresy, every enforcement of an orthodoxy, diminishes the 

toughness and resilience of our society and leaves it the less able to deal with controversy and 

difference. Now as always in our history, reading is among our greatest freedoms. The freedom 

to read and write is almost the only means for making generally available ideas or manners of 

expression that can initially command only a small audience. The written word is the natural 

medium for the new idea and the untried voice from which come the original contributions to 

social growth. It is essential to the extended discussion that serious thought requires, and to the 

accumulation of knowledge and ideas into organized collections. We believe that free 

communication is essential to the preservation of a free society and a creative culture. We 

believe that these pressures toward conformity present the danger of limiting the range and 

variety of inquiry and expression on which our democracy and our culture depend. We believe 

that every American community must jealously guard the freedom to publish and to circulate, in 

order to preserve its own freedom to read. We believe that publishers and librarians have a 

profound responsibility to give validity to that freedom to read by making it possible for the 

readers to choose freely from a variety of offerings. The freedom to read is guaranteed by the 

Constitution. Those with faith in free people will stand firm on these constitutional guarantees of 

essential rights and will exercise the responsibilities that accompany these rights. We therefore 

affirm these propositions: 
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1.It is in the public interest for publishers and librarians to make available the widest diversity of 

views and expressions, including those that are unorthodox or unpopular with the majority.  

 

 Creative thought is by definition new, and what is new is different. The bearer of every new 

thought is a rebel until that idea is refined and tested. Totalitarian systems attempt to maintain 

themselves in power by the ruthless suppression of any concept that challenges the established 

orthodoxy. The power of a democratic system to adapt to change is vastly strengthened by the 

freedom of its citizens to choose widely from among conflicting opinions offered freely to them. 

To stifle every nonconformist idea at birth would mark the end of the democratic process. 

Furthermore, only through the constant activity of weighing and selecting can the democratic 

mind attain the strength demanded by times like these. We need to know not only what we 

believe but why we believe it. 

 

2. Publishers, librarians, and booksellers do not need to endorse every idea or presentation they 

make available. It would conflict with the public interest for them to establish their own political, 

moral, or aesthetic views as a standard for determining what should be published or circulated. 

Publishers and librarians serve the educational process by helping to make available knowledge 

and ideas required for the growth of the mind and the increase of learning. They do not foster 

education by imposing as mentors the patterns of their own thought. The people should have the 

freedom to read and consider a broader range of ideas than those that may be held by any single 

librarian or publisher or government or church. It is wrong that what one can read should be 

confined to what another thinks proper.  

 

3. It is contrary to the public interest for publishers or librarians to bar access to writings on the 

basis of the personal history or political affiliations of the author. 

 

 No art or literature can flourish if it is to be measured by the political views or private lives of its  

 creators. No society of free people can flourish that draws up lists of writers to whom it will not   

 listen, whatever they may have to say. 

 

4. There is no place in our society for efforts to coerce the taste of others, to confine adults to the  

    reading matter deemed suitable for adolescents, or to inhibit the efforts of writers to achieve      

    artistic expression. 

To some, much of modern expression is shocking. But is not much of life itself shocking? We 

cut off literature at the source if we prevent writers from dealing with the stuff of life. Parents 

and teachers have a responsibility to prepare the young to meet the diversity of experiences in 

life to which they will be exposed, as they have a responsibility to help them learn to think 

critically for themselves. These are affirmative responsibilities, not to be discharged simply by 

preventing them from reading works for which they are not yet prepared. In these matters values 

differ, and values cannot be legislated; nor can machinery be devised that will suit the demands 

of one group without limiting the freedom of others. 

 

5. It is not in the public interest to force a reader to accept with any expression the prejudgment 

of a label characterizing it or its author as subversive or dangerous. 

 

The ideal of labeling presupposes the existence of individuals or groups with wisdom to 

determine by authority what is good or bad for the citizen. It presupposes that individuals must 

be directed in making up their minds about the ideas they examine. But Americans do not need 

others to do their thinking for them. 
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6. It is the responsibility of publishers and librarians, as guardians of the people‘s freedom to 

read, to contest encroachments upon that freedom by individuals or groups seeking to impose 

their own standards or tastes upon the community at large. 

 

It is inevitable in the give and take of the democratic process that the political, the moral, or the 

aesthetic concepts of an individual or group will occasionally collide with those of another 

individual or group. In a free society individuals are free to determine for themselves what they 

wish to read and each group is free to determine what it will recommend to its freely associated 

members. But no group has the right to take the law into its own hands, and to impose its own 

concept of politics or morality upon other members of a democratic society. Freedom is no 

freedom if it is accorded only to the accepted and the inoffensive. 

 

7. It is the responsibility of publishers and librarians to give full meaning to the freedom to read 

by providing books that enrich the quality and diversity of thought and expression. By the 

exercise of this affirmative responsibility, they can demonstrate that the answer to a bad book is 

a good one; the answer to a bad idea is a good one. 

 

The freedom to read is of little consequence when the reader cannot obtain matter fit for that 

reader‘s purpose. What is needed is not only the absence of restraint, but the positive provision 

of opportunity for the people to read the best that has been thought and said. Books are the major 

channel by which the intellectual inheritance is handed down, and the principal means of its 

testing and growth. The defense of the freedom to read requires of all publishers and librarians 

the utmost of their faculties, and deserves of all citizens the fullest of their support. We state 

these propositions neither lightly nor as easy generalizations. We here stake out a lofty claim for 

the value of the written word. We do so because we believe that it is possessed of enormous 

variety and usefulness, worthy of cherishing and keeping free. We realize that the application of 

these propositions may mean the dissemination of ideas and manners of expression that are 

repugnant to many persons. We do not state these propositions in the comfortable belief that 

what people read is unimportant. We believe rather that what people read is deeply important; 

that ideas can be dangerous; but that the suppression of ideas is fatal to a democratic society. 

Freedom itself is a dangerous way of life, but it is ours. 

 

This statement was originally issued in May of 1953 by the Westchester Conference of the 

American Library Association and the American Book Publishers Council, which in 1970 

consolidated with the American Educational Publishers Institute to become the Association of 

American Publishers. Adopted June 25, 1953; revised January 28, 1972, January 16, 1991, July 

12, 2000, by the ALA Council and the AAP Freedom to Read Committee. 

 

Access to Resources and Services in the School Library Media Program 

An Interpretation of the LIBRARY BILL OF RIGHTS 

The school library media program plays a unique role in promoting intellectual freedom. It 

serves as a point of voluntary access to information and ideas and as a learning laboratory for 

students as they acquire critical thinking and problem-solving skills needed in a pluralistic 

society. Although the educational level and program of the school necessarily shape the 

resources and services of a school library media program, the principles of the Library Bill of 

Rights apply equally to all libraries, including school library media programs.  Under these 
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principles, all students have equitable access to library facilities, resources, and instructional 

programs. 

School library media specialists assume a leadership role in promoting the principles of 

intellectual freedom within the school by providing resources and services that create and sustain 

an atmosphere of free inquiry. School library media specialists work closely with teachers to 

integrate instructional activities in classroom units designed to equip students to locate, evaluate, 

and use a broad range of ideas effectively.  Intellectual freedom is fostered by educating students 

in the use of critical thinking skills to empower them to pursue free inquiry responsibly and 

independently.  Through resources, programming, and educational processes, students and 

teachers experience the free and robust debate characteristic of a democratic society. 

School library media specialists cooperate with other individuals in building collections of 

resources that meet the needs as well as the developmental and maturity levels of students. These 

collections provide resources that support the mission of the school district and are consistent 

with its philosophy, goals, and objectives. Resources in school library media collections are an 

integral component of the curriculum and represent diverse points of view on both current and 

historical issues. These resources include materials that support the intellectual growth, personal 

development, individual interests, and recreational needs of students. 

While English is, by history and tradition, the customary language of the United States, the 

languages in use in any given community may vary. Schools serving communities in which other 

languages are used make efforts to accommodate the needs of students for whom English is a 

second language. To support these efforts, and to ensure equitable access to resources and 

services, the school library media program provides resources that reflect the linguistic pluralism 

of the community. 

Members of the school community involved in the collection development process employ 

educational criteria to select resources unfettered by their personal, political, social, or religious 

views. Students and educators served by the school library media program have access to 

resources and services free of constraints resulting from personal, partisan, or doctrinal 

disapproval. School library media specialists resist efforts by individuals or groups to define 

what is appropriate for all students or teachers to read, view, hear, or access via electronic means. 

Major barriers between students and resources include but are not limited to imposing age, 

grade-level, or reading-level restrictions on the use of resources; limiting the use of interlibrary 

loan and access to electronic information; charging fees for information in specific formats; 

requiring permission from parents or teachers; establishing restricted shelves or closed 

collections; and labeling. Policies, procedures, and rules related to the use of resources and 

services support free and open access to information. 

It is the responsibility of the governing board to adopt policies that guarantee students access to a 

broad range of ideas. These include policies on collection development and procedures for the 

review of resources about which concerns have been raised. Such policies, developed by persons 

in the school community, provide for a timely and fair hearing and assure that procedures are 

applied equitably to all expressions of concern. It is the responsibility of school library media 

specialists to implement district policies and procedures in the school to ensure equitable access 

to resources and services for all students. Adopted July 2, 1986, by the ALA Council; amended 

January 10, 1990; July 12, 2000; January 19, 2005; July 2, 2008.                                                  
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Ralph C. Mahar Regional School District 

Multicultural/Equity Statement for Learning Expectations Document 

 

 We believe that equal access to high quality, rigorous curriculum, and justice in its 

delivery, is the right of every student in our school system, and the responsibility of every 

educator to deliver. 

 

 We believe that high quality instruction is relevant, dynamic, and responsive to the 

changing world it seeks to illuminate for students. 

 

 We believe that curriculum must be strong in content; and that content should be 

reflective of the diversity of its audience, where relevant. 

 

 

 We believe instruction should demonstrate awareness, sensitivity, and respect for the 

racial, ethnic, and linguistic diversity of students. 

 

 

 We believe that instruction should demonstrate awareness and sensitivity towards the 

learning style differences and similarities of the students for whom it is intended, and 

should allow for alternative forms of expression of content knowledge. 

 

 

 We believe curriculum and instruction must encourage and promote high level critical 

thinking, excellence in performance, mutual respect, and productive effort in, and 

beyond, the ―schoolhouse.‖ 

 

 

 We believe the community the school serves must be an active partner in the learning 

process to insure that curriculum and instruction reflects the multi-racial, ethnic, gender, 

cultural and linguistic richness of the community, and equity in content, instruction and 

resources. 
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APENDIX B 

Request for Re-evaluation of Materials 

Name ______________________________________________ Date _______________ 

Address __________________________________City ___________________________ 

Phone _______________________ E-mail (optional) ____________________________ 

Do you represent self? _____________________ Organization? ___________________ 

1. Resource on which you are commenting:  

____ Book ____ Textbook ____ Video ____ Display____ Magazine___ Audio Recording  

___ Newspaper ___ Electronic information/network  ___Other____________________ 

 Title _______________________________________________________________________ 

Author/Producer _____________________________________________________________ 

2. To what in the material do you object? (Please be 

specific)____________________________________________________________________

___________________________________________________________________________ 

3. Have you examined the entire resource? ______      

4. What parts?____________________________ 

5. What do you believe is the theme or purpose of the 

work?_____________________________________________________________________

___________________________________________ 

6. Are you aware of any professional reviews of this work? 

_________________________________ 

7. What concerns you about the resource? (use other side or additional pages if necessary) 

___________________________________________________________________________

___________________________________________________________________________      

___________________________________________________________________________ 

8. What would you like your school to do about this material? 

Do not assign it to my child? ______ 

Other (specify) 

___________________________________________________________________ 

 

 

9. What material of equal value would you recommend to convey a similar picture or 

perspective?      

___________________________________________________________________________ 
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APPENDIX C  

Instructions to Evaluating Committee 

1. Bear in mind the principles of the freedom to learn and to read and base your decision on the 

broad principles rather than on defense of individual materials. Freedom of inquiry is vital to 

education in a democracy.  

2. Study thoroughly all materials referred to you and read available reviews. The general 

acceptance of    the materials should be checked by consulting standard evaluation aids and 

local   holdings in other schools.  

3. Passages or parts should not be pulled out of context. These values and faults should be 

weighed against each other and the opinions based on materials as a whole.  

4. Your report, presenting both majority and minority opinions, will be presented by the 

principal to the complainant at the conclusion of our discussion of the questioned material.  

5. Materials that will be weeded or retired from the library collection should be agreed upon by 

an appointed committee. The members of the committee are the same type of stakeholders as 

the reconsideration committee. All efforts should be made to replace the weeded materials 

with appropriate resources that help children meet and understand the information in the 

Massachusetts Curricula Frameworks.  

6. A report will be given to the chair of the committee delineating the weeded materials and the 

rationale for their retirement with a plan for replacement materials. This report will be 

submitted to the principal and others who are responsible for ordering new instructional 

materials. 

APPENDIX D 

Parent Notification and Waiver of Participation 
 

Notification to parents can be published in course disclosures that are reviewed and signed by 

parents at the beginning of each school year or semester. Disclosure statements used to provide 

notice should include a list of all school and District approved films the teacher plans to show 

during the semester or school year, with approximate dates of the movies‘ showing. Teachers 

may also choose to send separate notification to parents for each movie and video that is to be 

shown. (See Appendix E) 
 

Parents who do not object within a five (5) school day notice period shall be deemed to grant 

consent for their child‘s viewing of a movie or video rated G, PG, or PG13.   The exception is R 

rated movies.  R rated movies require a note signed by a parent/guardian that must be kept on file 

before the student may view the video.      
 

If a parent objects to a student‘s viewing of an approved movie or video and personally 

communicates such objection to the teacher or administrator, the teacher shall not allow the 

student to view the movie or video. The teacher shall provide the student alternate assignments 

or course work similar to that done by students who view the movie or video. 
 

Nothing in this policy grants parents, students, or school staff the authority to prohibit an 

approved movie‘s showing based solely on individual objections. At the same time, while 

waivers are available, educators should be sensitive to individual complaints and take all 

reasonable steps to resolve complaints equitably in a manner that would allow the child full 

participation in the curriculum 
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APPENDIX E 

Model Parent Permission and Waiver of Participation 

American History  

Movie Permission Slip  

December 7, 2007 

Dear Parent(s)/Guardian(s):  

I am writing to you to ask permission for your student to view a movie in American History 

class which is Rated R.  This movie is called "Men of Honor" starring Cuba Gooding Jr. 

and Robert DeNiro.  The class is currently learning about the struggles of African 

Americans.  We have been discussing the conflicts caused by desegregation of the military 

and the rest of society.  This movie is about Carl Brashear, the first African American 

diver and Master Diver in the U.S. Navy.  The movie chronicles the struggles he had to go 

through to accomplish this.  The movie is very realistic for the period and military culture.  

The movie is Rated R due to the language and social relationships of the period. 

If you have no objections to your student viewing this film in class, please check the 

permission box and sign the release below.  If you do have objections, please check the box 

indicating that you do not give permission, sign the release below and an alternate learning 

session will be assigned.  The assignment will include other literature review and will be 

held in the library.  If you have any questions, please feel free to e-mail me at: 

Please return this permission slip by ____________________. 

_______I do give permission for my student to view "Men of Honor" 

 

_______I do not give permission for my student to view "Men of Honor" and my student 

will complete the alternate assignment 

                                     

Student 

Name_____________________________________________________________________ 

                                                 

Parent 

Signature____________________________________________________________________    

                         

Date_____________________________ 

Approved: June 29, 2010 
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LIBRARY PROCEDURES FOR STUDENTS 

Hours 

The Eileen M. Perkins Library/Media Center is open from 7:30 a.m. to 3:00 p.m. Tuesday 

through Thursday, and from 7:30 a.m. to 2:06 p.m. on Monday and Friday.  The Library closes at 

such time as late buses are cancelled or students are dismissed early.  Students are to leave book 

bags at the front of the library near the entrance. 

1. First priority:  students requiring use of Library reference materials and use of computers.  

Computers are for research use only.  No games, email, chat rooms, or online shopping is 

allowed. 

2. Second priority:  students requiring use of other Library study materials, computers, and 

space to use these resources. 

3. Third priority:  students requiring a quiet study/writing area unavailable elsewhere. 

4. Fourth priority:  students desiring access to reading materials that may be checked out of the 

Library and used elsewhere in order to free seats for 1
st
, 2

nd
, and 3

rd
 priorities. 

Library Materials – Borrowing and Renewal 

1. Daily loans:  all magazines, some encyclopedias, and some other reference materials may be 

signed out for one class period (limit: two per student), provided that they are not being held 

on reserve for another class.  This material must be returned by the end of the period. 

2. Overnight loans:  past issues of all magazines, some encyclopedias, and some other reference 

materials may be signed out overnight (limit; 2 per student).  Materials must remain in the 

library until 2:06 p.m. (or verified early dismissal) and must be returned on the next school 

day before 7:45 a.m. bell. Other books:  all books are due in two weeks (10 school days) for 

students in grades 7-12. 

All books may be renewed, unless there is a waiting list.   

Persons with overdue materials are prohibited from checking out materials until the overdue 

materials are returned. 

Library Materials – Overdue, Damaged or Lost 

Damaged books will be assessed and charged to the student as follows:* 

   Cost of replacement or rebinding whichever one is less. 

1. Damaged paperback books will be assessed and charged to the student in direct proportion to 

the actual value of the book, as determined by the Librarian. 

2. Lost books will be billed at the cost of replacing the books–(or, if out of print, a similar title) 

less 20%. 

3. Damaged magazines will be billed at the rate of $.50 to $1.00, depending on the extent of the 

damage.  If the magazine can no longer be used, the full replacement cost will be charged. 

4. Lost magazines will be subject to a fine of replacement cost. 

5. Lost encyclopedias will be billed at the replacement cost of approximately $25.00 each. 

6. Charges for lost library materials are payable immediately and will be promptly refunded if 

the book or other material is returned to the library. 

*By recommendation of the Library Advisory Board (5/76), these procedures now apply 

to faculty and staff using the library, as they have for students in the past. 

Other Library Services 

Classroom Bookmobile – at the request of a subject teacher Library personnel will place selected 

Library resource materials on a book truck to be used in the classroom during a given period. 

Audio Visual Material – at the request of a subject teacher to the Instructional Media 

Department, students may be permitted to use audio and video cassettes and certain other 

A.V. aids in the Library during a class period. 

Library Orientation and Instruction – is a course in basic Library skills for incoming 7
th

 grade 

students is implemented by the Librarian in cooperation with subject teachers each year.  

During these class sessions, which are conducted in the Library, the Library is closed to 
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general use by other students.  A less formalized program of instruction is also implemented 

on all grade levels to individuals and groups as the need arises throughout the school year.  A 

variety of instructional materials purchased or prepared by the Library for this purpose are 

also available to teachers for classroom use. 

Inter-Library Loan – materials from other Library collections may be obtained by individuals 

through the school library as part of the Massachusetts Regional Library System.  Materials 

from other school Libraries may sometimes also be obtained if requested several weeks in 

advance. 

COWS (Computers on Wheels) – After a teacher orientation on the use of the COWS, 

teachers may sign-out a COW with Library Media Center personnel. 

End of the Year Schedule 

In order to complete an extensive inventory of all Library materials as well as budgetary and clerical 

duties, the Library will close two days prior to the last day of school.  By this date all Library 

materials must be returned and all fines paid.  After this date, the Library is closed for the remainder 

of the school year. 

Complaints About Curricular/Instructional Materials 

All complaints or criticisms of any Library or curricular materials will be dealt with by the 

Library Selection Policy Committee in accordance with the procedures established in the Book 

Selection Policy of the Eileen M. Perkins Library/Media Center.  Please refer to that policy 

which is posted on the school‘s website, for specifics. 

Other Procedures – Faculty Please Note 

The following have been recommended by the Library Advisory Board to ensure optimum study 

conditions in the Library. 

1.  Subject teachers are asked to issue no more than nine library permits for any one period.  

(Special considerations – please see the Librarian.) 

2. Teachers who wish to have a group of more than nine students use the Library during their 

regular class period, (and who do not wish to use the classroom bookmobile service) may 

bring their class to the Library and remain with them for the entire period.  Reservations for 

the class should be made at least 24 hours in advance. 

3. Students who wish to use the Library for Independent Study must bring a note signed by the 

teacher assigning the work stating: 

(a) What work is to be done. 

(b) What period(s) and what day(s) the student is assigned to the Library for Independent Study. 

(1) Which quarter or semester the student is assigned to I.S. in the Library.  The 

student taking I.S. should be carefully informed of the responsibilities that go 

along with this privilege, and that any problems resulting from the 

arrangement will be referred to the authorizing teacher. 

(2) Only the subject teacher may assign students to the Library.  No teacher may 

assign students to the Library for another teacher‘s subject. 
 

INSTRUCTIONAL MATERIALS CENTER 

The purpose of the Instructional Materials Center is to support the curriculum, to make possible cross-

disciplinary approaches to learning and study, and to enrich the school program for students and 

faculty.  Print and non-print materials are available for classroom use.  In addition, equipment is 

available for duplication of posters, signs, and transparencies.  Recognizing the need for conscientious 

evaluation of instructional materials and equipment, we keep current books and catalogs on hand for 

your use. 

Hours:  The Instructional Materials Center is open 7:30 a.m. to 3:00 p.m. Monday through Friday.  

We will provide services for administration, faculty and staff as follows: 

1. Locate and circulate materials and equipment. 
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An advance notice of twenty-four hours is requested. 

2. Budget for and order films, videos and cds; set up a planned curriculum oriented program.  All  

films purchased must be aligned with the curriculum and stated in the written curriculum 

guidelines. 

It is good to have purchase orders out by July 1 so that confirmations will be in and we can 

have a schedule ready for each department at the start of school. 

3. All films are circulated from the Library Media Center and coordinators are notified when 

the films come in.  Coordinators are asked to notify their teachers. 

4. If a film for classroom instruction has an R-rating, written permission for viewing must be 

obtained from each parent/guardian for each student before it can be shown. 

5. A schedule will be set, at our mutual convenience, to teach any teacher or student to 

operate any, or all, of the Audio-Visual equipment. 

6. The library workroom copier is available for teachers to use when other copiers are not 

available.  Multiple copies (more than 25) should be done on the risograph. 

7. We will maintain all ceiling LCD projectors in the classrooms. Teachers should notify the 

I.M.C. personnel when there is a need for bulb replacement and filter cleaning. 

8. If a regular substitute would like to learn to use the Audio-Visual equipment, he/she should 

request a coordinator/administrator to arrange for instruction from I.M.C. personnel. 

9. All of the 2600 account budget will be handled by the I.M.C. Department. 
 

MEDICAL AND HEALTH DEPARTMENT 
A full time nurse is on duty throughout the school day.  The nurse will provide first aid and will 

coordinate emergency medical services, if needed, as well as manage the school health program.  Students 

are required to have physical exams, vision/hearing/posture/BMI screening (M.G.L. c. 71 ss. 57 and 

related regulations 105 CMR 200.000-200.920), and other kinds of health services at various points in 

their school careers.  State laws govern required immunizations (M.G.L. c. 76 ss. 15 and related 

regulations, 105 CMR 200.000, 105 CMR 220.000), and the nurse is obligated to exclude any student 

from school who is not in compliance.  The one exception to policies for exclusion for unimmunized or 

partially immunized children is in the case of homeless children in public schools (McKinney-Vento 

Homeless Assistance Act of 2001).  A medical exemption is allowed if a health care provider submits 

documentation to school that an immunization is medically contraindicated; or a religious exemption is 

allowed if a parent submits a signed statement to school stating that immunizations are contrary to his/her 

sincere religious beliefs.  Philosophical exemptions are not allowed by law in Massachusetts, even if 

signed by a physician.  *Please note that students who are not immunized (including those with medical 

and religious exemptions) may be subject to exclusion from school if there is exposure to certain 

communicable childhood diseases, as specified in 105 CMR 300.000. 

 

Section 15:  ―No child shall, except hereinafter provided, be admitted to school except upon presentation 

of a physician‘s certificate that the child has been successfully immunized against diphtheria, pertussis, 

tetanus, measles and poliomyelitis and other such communicable diseases as may be specified from time 

to time by the Department of Public Health…‖  There are additional requirements for immunization 

against mumps, rubella, hepatitis B and varicella as specified in Department of Public Health regulations 

(105 CMR 220.000) 

 

Current minimum immunization requirements for school entry (according to State law M.G.L. c. 76, ss. 

15 and 105 CMR 220.000): 2 doses of MMR (2 doses of measles, 1 mumps, 1 rubella), 3 doses of 

hepatitis B vaccine (or 2 does of the Recombivax HB 2-dose adolescent schedule option), 1 dose of 

varicella vaccine if under the age of 13 years OR 2 doses of varicella vaccine if age 13 years and older 

OR a physician-certified reliable history of chickenpox disease OR laboratory proof of immunity, and 1 

Td or Tdap (tetanus, diphtheria, acellular pertussis) BOOSTER (if a dose of DTap, DTP, or DT has not 

been given within the past five years; required total---4 doses of DTap/DTP or at least 3 doses of Td; plus 

1 Td or Tdap booster), and at least 3 doses of polio vaccine.  State mandated future school immunization 

requirements for 2011-12  involves 2 doses of live MMR (measles, mumps and rubella vaccine), 2 doses 
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varicella vaccine (for all ages), a booster dose of Tdap (assuming the four prior vaccinations of DTP or 

DTaP or DT or Td have already been administered for diphtheria, tetanus, pertussis/acellular pertussis 

AND it has been more than five years since the last dose of vaccine was administered) 4 doses of OPV or 

IPV vaccine (unless the third dose of OPV/IPV was administered after the fourth birthday for polio, then 

only 3 doses are required), 3 doses of Hepatitis B vaccine; recommended but not required vaccines 

include 1 dose meningococcal, yearly influenza, 3 doses HPV (for females). 
 

As stated earlier, the requirements in 105 CMR 220.500 (A) and (B) shall not apply: 

1. Upon presentation of written documentation that the student meets the standards for 

medical or religious  exemption set fourth in M.G.L. c. 76, ss. 15; 

2. Upon presentation of appropriate documentation, including a copy of a school 

immunization record, indicating receipt of the required immunizations; 

3. In the case of measles, mumps, rubella and hepatitis B, upon presentation of laboratory 

evidence of immunity; or 

4. In the case of varicella, upon presentation of laboratory evidence of immunity or a 

statement signed by a physician, nurse practitioner or physician assistant that the student 

has a history of chickenpox disease. 

Ideally, all medication should be given at home.  Only the school nurse may give medication at school.  If 

the physician feels it is absolutely necessary for the student to receive medication during school hours, the 

school nurse must receive the following: 

1. A signed and dated note from the parent 

2. A signed and dated order from the health care provider licensed to prescribe (prescribed 

orders are to be renewed and submitted every school year) 

3. The medication must be in a container appropriately labeled by a pharmacy or physician; 

only 30 days supply of medication can be kept at school; containers can be sent home for 

a refill.  

4.  Students are not allowed to carry any medication (neither prescription nor over the 

counter) with them during school hours.  The only exceptions to this rule are:  inhalers, 

Epi-Pens, insulin (along with a glucometer), and digestive salts/enzymes (medication for 

Cystic Fibrosis), provided the necessary paperwork has been filed with the nurse and the 

student agrees to not share the medication with another student; also the parent, student 

and school nurse determine the student is capable of self-administering the medication 

and are in agreement with the procedures of documenting medication use, effectiveness 

and compliance with student‘s health care plan.  These medications (inhalers, 

epinephrine, digestive enzymes/salts, insulin/diabetes care management) are to be readily 

accessible to the student as directed by federal and state laws (M.G.L. 71 54B, DPH 105 

CMR 210.00). 

 Inhalers may be carried in school provided that notes from the parent and the attending 

physician are on file with the nurse. 

 

PHYSICAL EDUCATION CLASS PARTICIPATION, EXCUSED PROCEDURES 

1. All requests for gym excuse, such as, letters or phone requests from parents/guardians or 

doctors, will be given by the student to the Medical and Health Department.  The School Nurse 

will issue a Medical and Health Department Pass for a gym excuse indicating the medical 

problem and duration of the excuse.  The letter will be kept on file in the Medical and Health 

Department in the Student Health Record. 

2. Requests for gym excuses from parents will be honored.  On an individual basis, the Nurse will 

determine whether a student requesting to be excused for a minor physical disability/injury (i.e., 

not under a doctor‘s care) can have gym on a modified basis.  A student deemed physically able 

to have gym on a modified basis will be issued a Medical and Health Department Pass 
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indicating the student‘s problem and a request for necessary modified exercise.  Otherwise, 

students will be issued a pass indicating that they are excused from gym for the day or days 

requested. 

3. All parental contacts regarding gym excuses or return to gym of a student who has been 

medically excused for a length of time will be referred to the School Nurse. 

4. The Physical Education department coordinator will determine, on an individual basis, whether 

or not an excused student should remain in the gym class as an observer or go elsewhere. 

5. Any classes missed due to a medical excuse with a duration less than a 2 week (14 day) period 

must be made up and handed into the physical education activity teacher. 
 

ROOM PARTIES 
Room parties are permitted only when they serve an educational purpose.  All parties must be 

approved by the administration prior to the date of activity. 
 

SCHOOL SOCIAL ACTIVITIES 

GENERAL  

1. All activities must be approved by the Committee on Student Activities. 

2. The check list (Checklist for Evening Activities) must be filled out by the advisor(s) and 

approved by the dean of students.  These forms are available in the file in the teachers‘ 

room. 

3. All faculty advisors and activity directors must observe the need for good planning, 

organization, preparation, and supervision of all school social activities. 

4. Students should be involved to the highest degree possible with responsibilities and work 

related to any social activity. 
 

REGULATIONS 
1. School social activities will conclude no later than 10:00 p.m. for grades 9-12 (except for proms-

11:00 p.m.) and 8:30 p.m. for grades 7 and 8. 

2. School social activities will be held on Friday evenings only, except for winter Carnival 

events. 

3. Middle school students will not be allowed at social activities for senior high students.  High 

school students will not be allowed at middle school social activities.  Middle school students 

may not have guests at middle school socials and dances. 

4. Social activities will be supervised by members of the advisory group with additional teachers as 

needed.  A total of (4) faculty members or a combination of three (3) faculty members and two (2) 

parents are required.  The faculty chaperones must include male(s) and female(s).  Activity 

directors or chairpersons of class advisory groups are responsible for all phases of school social 

activities. 

5. No student will be permitted to return after leaving the building.  The advisor will assign one 

chaperone to an outside area if an outside area is to be used (grades 7-12). 

6. Sufficient lights will be on at all times. 

7. Students attending social activities must adhere to the dress code policy. 

8. The faculty advisor or director of any class or organization sponsoring any activity where 

money is involved will, in accordance with financial procedures, complete the necessary 

forms and prepare the deposit. 

9. Chaperones are to monitor the premises at all times. 

10. Setting up and decorating is to be scheduled for after school hours. 
 

DANCE GUIDELINES  

1. Mahar students 9-12 will be allowed to sign up one guest in advance, and no later than 2 

days before the event, with the advisor of the sponsoring organization from 2-3 p.m. The 
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guest must be a grade 9-12 student and currently enrolled in another school.  All guests must 
be approved by the administration in order to attend the dance.  

2. Tickets for guests must be purchased from the advisor no later than 2 days before the 

event. (grades 9-12) 

3. The Mahar student will accompany the guest that he/she signed up. (grades 9-12) 

4. All people who are not Mahar students and who are not properly signed up as guests will 

be refused admittance or will be removed from the dance at any point during the evening.  

No money will be refunded. (grades 9-12) 

5. High School Dances will run from 7:00 p.m. to 10:00 p.m.  Middle School Dances will 

run from 6:30 p.m. to 8:30 p.m.  

6. High School Dances: Students will not be allowed to enter the dance after 8:00 p.m. 

without prior approval from the administration. 

Middle School Dances: Students will not be allowed to enter the dance after 7:00 p.m. 

without prior approval from the administration.  

7. Students attending the dance must adhere to the school dress code policy.  

8. Homecoming Dance – Alumni will not be permitted to attend the Homecoming Dance. 
 

SCHEDULING OF SCHOOL ACTIVITIES ON NON-SCHOOL DAYS 

1. No school activities will be scheduled on days school is closed due to hazardous road conditions. 

2. All scheduled activities on other non-school days will be approved in advance by the 

school administration. 
 

GUIDELINES FOR STUDENT ACTIVISM 

Student involvement in activism requires guidelines and procedures understood by both staff and 

students if we are to turn this activism into something which may be constructive and in the best 

interest of the school. 
 

The parameters included in this statement are designed to allow students to express their 

opinions within reasonable bounds which apply to all areas of community life in our pluralistic 

society. 
 

The following guidelines will provide some direction for teachers and students under most 

conditions and circumstances related to student activism and dissent: 

 

Permitted Activities 

Students will be allowed to: 

1. Express opinions and ideas, particularly in those areas of activity where there is 

considerable personal involvement.  This would involve the area of student government. 

2. Take stands and support policies – publicly, privately, orally, and in writing. 

3. Have the right of appeal in all cases through proper channels and in proper order. 

4. Have student bulletin boards, one for the senior high school and one for the middle 

school, each controlled and supervised by an appropriate senior high or middle school 

Student Council committee.  Students may not post notices on the two bulletin boards 

without the approval of the administration and the Student Council. 

5. Wear placards, buttons, badges or arm bands on school property as long as there is no 

contravention of the non-permitted applications stated below. 

6. Distribute handbills, leaflets, or underground newspapers on school property as long as 

there is no contravention of the non-permitted applications. 

7. Prepare, circulate and collect petition signatures concerning both school and non-school 

matters as long as there is no contravention of the non-permitted applications below.   

The administration or proper authority will reply to any properly executed and conducted 

petition in five (5) school days from the time of receipt. 
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Non-Permitted Action.  Students will not be allowed to: 

1. Prepare, circulate, post, print, or utter any obscenities on school property. 

2. Engage in the planning, organizing, or carrying out of any disruptive activities clearly 

including the use of fighting words or incitement. 

3. Prepare, issue, or utter false or defamatory statements about persons or organizations.  

This also applies to any school publications. 

Speech is slanderous and written material is libelous only if one or more of the following 

three elements are present: a)  It damages the reputation of a person 

     b)  It is not true. 

c)  The person making the statement knew it was false or    

     recklessly disregarded whether it might be false. 

4. Advocate, orally or in print, violation of the law or official school regulations, by the use 

of fighting words and illegal incitement clearly and immediately likely to cause other 

people to violate laws or valid school rules. 

In order to adequately and properly direct the school operation, which is a responsibility charged 

to the administration, the following action is permitted if and when necessary. 

1. Administration or other assigned directors and advisors may restrict such activities as stated 

in a-(6) and a-(7), by designating times in the school schedule for distribution of such 

materials. 

2. The administration or assigned directors and advisors may designate a specific limited area 

or place for conducting above mentioned activities in order to guarantee free and 

unobstructed passage throughout the school. 

3 The administration or assigned directors and advisors may restrict any activity where 

coercion is suggested or in evidence. 

Conditions which the administration and assigned directors and advisors should be aware of: 

1. Littering is not sufficient grounds for preventing or not permitting the distribution of 

materials.  The elimination of, or the clean-up of any litter should be included in the 

organizational plans prior to any distribution. 

2. The Constitution of the United States does not recognize fears of a disorderly reaction as 

grounds for resisting peaceful expression of views. 

3. School personnel will not engage in any political advocacy or partisan activity in the 

school by taking advantage of professional position on a captive audience which may be 

easily influenced. 

4. School personnel will not permit the financial support of any political activity, not to be 

confused with governmental, by taking, or allowing to be taken, funds from a school 

activity or organization treasury. 

5. School faculty advisors and classroom teachers may permit the discussion of 

controversial topics, as long as such discussion is not materially and substantially 

disruptive of the educational process. 

6. School faculty advisors and classroom teachers may invite speakers to the school who 

advocate or support one side of a question.  However, this must be followed in all cases 

by the invitation of speakers who support opposite views. 

Procedure to follow concerning failure to salute the flag and give the Pledge of Allegiance: 

Permitting students not to participate in the Pledge and Salute on religious grounds is defensible 

and is required by the Supreme Court.  Students who consider the flag a ―graven image‖ may be 

excused.  Two contentions are as follows: 

 A student has the First Amendment rights of free speech as any citizen does, and those 

rights follow him/her into the classroom.  The Supreme Court has ruled that students 

could wear black arms bands to protest the war in Vietnam.  By the same reasoning, one 

federal judge has ruled that a student can sit silently during the Pledge and Salute if the 
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student intends to use his action as a symbol of protest.  (The student argued that there is 

not ―Liberty and Justice for All‖ in America). 

 The phrase ―Liberty and Justice for All‖ is an expression of a goal, not a fact, and the 

presence of a resisting (albeit silent) student is perceived as disruptive and could provoke 

other students.  A federal judge has held that such conduct, which is potentially 

distracting, constitutes an intrusion upon the ―educational experience of others‖.  The 

judge held that the student has to stand silently or leave the room during the exercises. 

The Official Regulation of the Mahar Regional School 

No student may be required to stand, salute the flag and to recite the Pledge of Allegiance.  

However, any student who does not choose to do so must sit quietly without comment or any 

negative reaction which could be disrespectful or disruptive. 

 

BULLYING 
Chapter 92 of the Acts of 2010, An Act Relative to Bullying in Schools, was signed into law on May 3, 

2010 and took effect immediately. The law requires each school district, charter school, non-public 

school, approved day or residential school, and collaborative school to develop and implement a plan to 

address bullying and intervention. The statute directs the Board of Elementary and Secondary Education 

to promulgate regulations addressing a principal‘s duties under one of the ten required elements of the 

bullying and intervention plan, namely, notification to parents or guardians of the victim and the 

perpetrator of bullying or retaliation and the action taken to prevent further bullying, and notification to 

law enforcement of bullying or retaliation, when the perpetrator‘s conduct also may result in criminal 

charges. The law further provides that the regulations must be promulgated by September 30, 2010.  

 

Definition of Bullying: 

Pursuant to M.G.L. c. 71, § 37O, means the repeated use by one or more students of a written, verbal or 

electronic expression or a physical act or gesture or any combination thereof, directed at a victim that: (i) 

causes physical or emotional harm to the victim or damage to the victim‘s property; (ii) places the victim 

in reasonable fear of harm to himself or herself or damage to his or her property; (iii) creates a hostile 

environment at school for the victim; (iv) infringes on the rights of the victim at school; or (v) materially 

and substantially disrupts the education process or the orderly operation of a school.  Bullying shall 

include cyberbullying. 

 
Bullying is a major distraction from learning.  Continued bullying may be defined as harassment which has 

severe consequences.* Fear generated from bullying can lead to chronic absenteeism, truancy, or even dropping 

out of school.  Bystanders feel both guilty and helpless for not standing up to the bully. 

As a rule, bullying behavior starts in elementary school and peaks in the middle school years.  However, it 

attracts more attention from adults when it appears in high school.  There the students are older and physically 

larger and the behavior is recognized as being less tolerable and more inappropriate.  Most bullying by students 

starts out verbally – teasing and put-downs – and may become progressively worse and assume physical 

dimensions.  Bullying of any type has no place in a school setting.  The Ralph C. Mahar School District will 

endeavor to maintain a learning and working environment free of bullying.  Bullying is defined as the act of one 

or more individuals intimidating one or more persons through verbal, physical, mental, or written interactions. 

Examples of bullying include but are not limited to: 

1. Intimidation, either physical or psychological. 

2. Threats or assaults of any kind, stated or implied, in any form. 

3. Misuse of student property. 

The school committee expects administrators and staff to make clear to students and staff that bullying 

in the school building, on school grounds, on the bus or school sanctioned transportation, or at school-

sponsored functions will not be tolerated and will be grounds for disciplinary action up to and 

including suspension and expulsion. 
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The Principal will promptly and reasonably investigate allegations of bullying.  The Principal will be 

responsible for handling all complaints by students alleging bullying.  The Superintendent will develop 

administrative guidelines and procedures for the implementation of this policy. 

References:  National School Safety Center 

       Maine Project Against Bullying 

       The Wellesley College Center for Research on Women 

Legal Ref: Title VII, Section 703, Civil Rights Act of 1964 as amended 

  Federal Regulation 74676 issued by EEO Commission 

  Title IX of the Education Amendments of 1972 

  Board of Education 603 CMR26:00 

Cross Ref: AC Nondiscrimination 

  ACAB Sexual Harassment 

  JICFA-E Hazing 

*See Mahar Harassment Policy 1
st
 Vote: February 2009      2

nd
 Vote: March 2009 
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Harassment/Bullying  
 Incident Report  
Reporting Staff Member (s)_____________________________________________________ 
 
Date, Time, Location of incident ________________________________________________ 
 

Student(s) Involved                                              (Check all that apply) 
Name                      Grade            Alleged Offender     Target       Witness       Reporter 
 
____________________________  
 
____________________________  
 
____________________________ 
 
____________________________ 
 
____________________________ 
 
Description of Incident:  
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 

Are you aware of similar incidents involving any of the above persons?   Yes    No 
 
If yes, explain: ________________________________________________________________ 
____________________________________________________________________________ 
____________________________________________________________________________ 
 

(Circle all behaviors that apply to this incident)  

 

Verbal Physical 
 

Relational 

Teasing 
Using put downs 
Mocking  
Mimicking  
Name Calling 
Taunting  
Prejudicial Slurs 
Publicly Humiliating  
Threatening  

Pushing 
Kicking  
Shoving 
Hitting  
Tripping  
Spitting  
Inappropriate/unwanted physic al 
contact 
Physical Intimidation  
Taking Possessions 
Defacing Personal Property 

Spreading rumors 
Gossiping 
Social Isolation 
False Accusations 
Extortion  
Blackmail 
Aggressive body language 

Cyber Bullying: Offensive or 
threatening language sent via 
any electronic format including 
but not limited to: electronic 
messaging, phone, e-mail, 
texting, or social networking  
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Harassment/Bullying  
Incident Report Pathway  

 
 
 
Student: ________________________________  Grade: _____________ 
 
Date of Incident: _________________________ 
 
Todayõs Date:  ___________________________ 
 
 
 
         Reporting staff member completes and submits report to the Dean of 
Students.                        
 
         Dean of Students gives a copy to the Principal and guidance counselor. 
 
         Dean of Students or Principal investigates the issue and decides upon  
         appropriate action.  
 
         Dean of Students or Principal notifies parent(s) or guardian(s). 
 
         Dean of Students or Principal assigns guidance counselor to follow up on  
         incident. (See date below) 
      

                   Copies of incident report and related documents are placed in student file and 
                      Student Servicesõ file. 
 
 
 
Administratorõs Disposition: 
______________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 
 
Guidance Counselor _________________________ will follow up on ____________ 
                                            (Name)          (Date)  
 
 
 
Administratorõ s Signature ___________________________ 
 
Guidance Counselorõs Signature _______________________ 
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HARASSMENT POLICY 
The Ralph C. Mahar Regional School District recognizes that harassment and intimidation have a negative 

affect on school climate.  Students who are intimidated and fearful cannot give the single-minded attention they 

need for success.  Harassment can also lead to more serious violence.  Every student has the right to an 

education and to be safe in and around school. 

1. Definition of Harassment.  Harassment is a pattern of abuse over time and involves a student being ―picked 

on‖.  Harassment includes physical intimidation or assault; extortion; oral or written threats; teasing; 

putdowns; name  

calling; threatening looks; gestures, or actions; cruel rumors; false accusations; and social isolation. 

2. Harassment is Prohibited.  The Ralph C. Mahar Regional School District and staff shall not tolerate any 

harassment on District school grounds or at any activity on their school campus. 

3. Staff  Intervention.  The District expects staff members who observe or become aware of an act of 

harassment to take immediate, appropriate steps to intervene-unless intervention would be a threat to staff 

members‘ safety.  If a staff member believes that his/her intervention has not resolved the matter, or if the 

harassment persists, he/she shall report harassment to the school administration for further investigation. 

4. Students and Parents Shall Report Harassment.  The District expects students and parents who become 

aware of an act of harassment to report it to the school administration for further investigation.  Any student 

who retaliates against another for reporting harassment may be subject to the consequences listed below in 

paragraph six. 

5. Investigation Procedures.  Upon learning about a harassment incident, the principal or his/her designee shall 

contact the parents of both the aggressor and the victim, interview both students, and thoroughly investigate 

the incident.  This investigation may include interviews with students, parents, and school staff; review of 

school records; and identification of parent and family issues. 

6. Consequences/Intervention.  Consequences for the students who harass others shall depend on the results of 

the investigation and may include counseling; a parent conference; detention; suspension and/or expulsion.  

Depending on the severity of the incident, the principal may also take appropriate steps to ensure student 

safety.  These may include implementing a safety plan; separating and supervising the students involved; 

providing staff support for students as necessary; reporting incidents to law enforcement if appropriate; and 

developing a supervision plan with the parents.         
First Vote:        April 15, 2003     Second Vote:  May 6, 2003 

 

DRESS CODE 

School officials shall not abridge the rights of students as to personal dress and appearance except 

if such officials determine that such personal dress and appearance violate reasonable standards of 

health, safety, and cleanliness.  Added by St. 1974, c. 670. 
 

In an ongoing effort at Ralph C. Mahar Regional School to prepare all students to be lifelong 

learners, the administration will enforce reasonable standards of health, safety, and cleanliness in 

connection with students' appearance. 
 

Students are encouraged to view school in a business like manner.  Therefore, they will dress in a 

way that contributes to a positive academic atmosphere and demonstrates respect and responsible 

membership in society.  In addition, their attire will show intelligent decision making. 
 

It is largely the responsibility of the student, with the guidance of parents/guardians, to determine 

what is appropriate dress for school. 
 

The Ralph C. Mahar Regional School, however, reserves the right to prohibit clothing or manner of 

dress which constitutes a health or safety concern or is disruptive or distracting to the educational 

process.  (The administration reserves the right to use their discretion when enforcing the dress 

code.)  This includes, but is not limited to, clothing that: 

 has wording, pictures or designs of a graphic sexual nature, 

 is vulgar or plainly offensive, demeaning, or oppressing, 

 displays, advertises, or promotes the use of tobacco products, alcoholic beverages, or illegal                     

      substances,  



111 
 

 displays, promotes, or encourages overt violence or other illegal activity, and 

 reveals cleavage, bare backs, midriffs, or undergarments. Examples of such clothing   

                  include:  low-cut blouses or shirts, halter tops, spaghetti straps, tank tops with narrow straps  

                  that reveal undergarments, and muscle t-shirts. 

 Shorts, skirts, or dresses shall extend beyond the fingertips of the downward extended arm 

of the wearer. 

      Leggings will not affect this requirement. 

 Pants that are worn at the hip level or lower, revealing underclothing are prohibited. 

Furthermore, any student who purposefully wears pants or shorts which school personnel 

confirm to be significantly below the waistline as to expose undergarments even when such 

undergarments are not consistently nor visually exposed shall be subject to all disciplinary 

measures.  

 Coats and jackets intended for outside wear should not be worn in school.   

 Hat apparel, such as hats, hoods, and bandanas will not be worn or carried in the school 

building.  

If such clothing is worn, students will be required to make the necessary modifications to their attire in 

order to meet the requirements of the dress code.  If necessary, parents/guardians will be called to 

bring a change of clothing for the student.  Students who fail to comply with the dress code will be 

subject to all disciplinary measures outlined in the student handbook up to and including suspension 

from school. Students cannot wear hats of any kind anywhere in the building. 
 

ACADEMIC DEFICIENCY REPORTS 
Academic Deficiency Reports will be issued during the fourth week of each quarter, and at any 

point after that when the academic performance warrants such a report.  The report will be given 

to the student and receipt acknowledged with his/her signature and that of the parent/guardian.  

The signed deficiency report must be returned to the teacher within three schools days of issue.  

A student who fails a quarter test or whose average drops below sixty (60%) percent during the 

last two weeks of a marking period may receive a failing grade without a written warning. 

Procedure 

1. Academic Deficiency Reports will be prepared by the teacher in duplicate, in accordance 

with the department format. 

2. The reports are submitted to the coordinator for signature. 

3. A copy is given to the student and the other copy is given to the Student Services 

secretary. 

4. Maintaining a record of issued and returned deficiency reports is the responsibility of the 

teacher.  The coordinator must oversee the return of the reports. 

5. The returned reports will be given to the coordinator and kept on file for one year. 

Eligibility 

1. Student Obligation Policy  Any outstanding student obligations will be reported to the 

high school office using the Student Obligation Sheet at the completion of each semester 

course, year-long course or sports season. 

    A student cannot participate in any extra-curricular (school) activity, be it a sport, club, 

dance, or any other school sponsored activity until such time as his/her obligation is 

cleared. 

2. Academic Eligibility Rule 

     Academic Eligibility  A student who receives a quarterly grade of less than sixty percent 

(60%) in any subject for the 1
st
 quarter, 2

nd
 quarter, 3

rd
 quarter, or 2

nd
 semester is ineligible to 

participate in any interscholastic activity and in many school activities during the subsequent 

quarter.  Specifically, first quarter grades will determine eligibility for the second quarter; 

second quarter grades will determine eligibility for the third quarter; third quarter grades will 
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determine eligibility for the fourth quarter; and second semester grades will determine 

eligibility for the fall.  Credits earned through summer school, evening courses, etc. can be 

used to alter eligibility only if the course had been previously pursued and failed.  The student 

must have earned twenty (20) credits during the previous year. 

a. An ineligible student is permitted to attend practices and rehearsals for regularly 

scheduled events and activities with the approval of coach, director, or teacher in charge.  

Ineligible students may attend meetings of clubs and organizations to which they belong, 

but they may not hold office during the period of ineligibility.  The student may not, 

however, take part in public activities such as fund raisers, etc.  The student may not 

miss school time, including after-school help and make-up sessions up to 3:00 p.m. 

b. A student who is academically ineligible at the time of elections may still run for 

office in any class or organization; however, should the ineligible student win the 

election, he/she would not be allowed to serve unless he/she became eligible by the 

next quarter. 

c. If a student is elected to an office in a class and then becomes ineligible, his or her 

position will be filled for one quarter by an appointee.  The appointment will be made by a 

committee of the remaining class officers and the class advisor.  If the student remains 

ineligible for a second quarter, the appointee will become the permanent holder of that 

office. 

Clubs and other organizations which function with a slate of officers are to amend their 

by-laws to provide for a situation where an officer becomes ineligible. 

3. The student returns to eligibility once he or she passes all subjects for the 

quarter. 

Official Dates for Declaring Ineligibility 

1. The time and date for declaring ineligibility for the first marking term of the school year 

shall be the close of the first school day of that term. 
 

 A student with an incomplete in a previous year‘s course as of the close of school on this date 

shall be ineligible and will remain so until the incomplete is cleared and a passing grade is 

awarded. 

2. The time and date for declaring ineligibility for the 2
nd

, 3
rd

, and 4
th

 marking terms of the 

school year shall be the close of the school day on which report cards are issued. 

A student with an incomplete in a course from the preceding term shall be ineligible only if the 

incomplete remains at the close of the school day on the 10
th

 day after the end of the term.  

Such student shall remain ineligible until the incomplete is cleared and a passing grade is 

awarded. 

Activities 

Activities from which a student with a failing grade is excluded include:  Holding office in any club, 

class, or other school affiliated organization.  Clubs and other organizations which function with a slate 

of officers are to amend their by-laws to provide for a situation where an officer becomes ineligible. 

 All school clubs – e.g., Fish ‗N Game, Key Club etc. 

 Dramatics 

 Musicals, Cabaret, etc. 

 Guides, host/hostess at school activities and public events 

 Interscholastic Athletics *Refer to MIAA Rules 51 and 58 

 Cheerleaders 

 Queen/King Candidates, escorts 

 Local School Committee Representatives 

 Committees composed of teachers, parents and students – such as the School Council. 

 Assemblies, other than those which are classroom activities related to an area or unit of study. 
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MIAA Rule 51 and 58 

i. Baseline Eligibility Requirement (MIAA Rule 51) 

For a student to practice with, or to represent an MIAA member school in athletic competition, 

the student must be duly enrolled in that school and meet all eligibility requirements.  

Additionally, the student must be a candidate for that school‘s diploma, subject to the jurisdiction 

of that school‘s principal (i.e. the principal must have the authority to suspend the student from 

classes), and under the supervision of that school principal (i.e. the principal must have control 

and knowledge of the student‘s daily attendance and achievement). 

iv.Academic Requirements (MIAA Rule 58) and Mahar Regulations 

58.1 – A student must secure during the last marking period preceding the contest (i.e. 

Second quarter marks and not semester grades determine third quarter eligibility) a passing 

grade in the equivalent of four traditional yearlong major English courses. 

58.3 – To be eligible for the fall marking period, students are required to have passed for the 

previous academic year the equivalent of four traditional yearlong major English courses. 

58.4 – Academic eligibility of all students shall be considered as official and determining only 

on the published date when the report cards for that ranking period are to be issued to the 

parents of all students within a particular class. 

58.5 – Incomplete grades may not be counted toward eligibility. 

Activities from which a student with a failing grade is not excluded include: 

 Instrumental concerts (Middle School and High School band students) 

 Choral concerts (Middle School and High School choral students) 

 Science Fair (as exhibitors) 

 Class related field studies 

 Student Government Day 

 Massachusetts Heritage Day 
 

An official roster of all students participating in all activities included under the ineligibility rule 

will 

be prepared by the Athletic Director, coach, director, or teacher-in-charge as soon as possible prior to  

the beginning of practice sessions for any activity or seasonal sport. 

A Failure, Incomplete, and Ineligibility List will be prepared by the Student Services Department 

and posted on the ―Z Drive‖ for all faculty personnel at the conclusion of each marking period. 

The parents or guardians of all ineligible students will be notified by letter by the Student 

Services 

Department.  Included in the letter is a statement of the eligibility rule. 

 

Dropped Courses Students who drop a course later than two weeks prior to the close of a 

marking period will have the quarter grade determine eligibility for the subsequent quarter. 

All teachers involved with extra-curricular activities that are affected by the eligibility rule 

are responsible for checking the eligibility of each student. 

Interscholastic team rosters will be checked for eligibility by the Principal. 

Transfer student‘s eligibility will be determined using Mahar standards; not the standards of 

the sending school.  A summer school grade may be used to replace the lowest quarter grade 

of a previously failed course. 
 

 

FOOD AND BEVERAGES  
Food is not allowed outside of the cafeteria at any time.   

Students will be allowed to consume water during the school day as long as it is contained in a 

clear plastic bottle.  The use of the water bottle in the classroom should not disrupt the learning 

environment.  For health and safety reasons, it is expected that students do not share their water 

with others.  Staff members and administrators reserve the right to inspect any student‘s water 
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bottle for contraband if a student is suspected of having a water bottle that contains a substance 

other than water.  Students are also expected to dispose of empty water bottles properly.  

Students who violate this policy are subject to disciplinary action to be determined by the 

administration.  This policy allows for the consumption of pure water only.  Prohibited 

beverages include, but are not limited to any type of juice, vitamin water, soft drinks, tea, 

coffee, and flavored water. 
As always, teachers have control over the learning environment within their classrooms.  A 

student‘s use of the water bottle which disrupts learning should be handled on an individual 

basis.  The teacher reserves the right, from time to time, to prohibit the use of water bottles in the 

classroom if the class lesson may be negatively impacted. 

Areas where water bottles are prohibited: 

1. Computer labs and near computers in the classrooms. 

2. Science Labs. 

3. The library. 

4. The woodshop. 
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ACADEMIC ORGANIZATION AND PROCEDURES 

Academic Program Requirements and Credits 

Graduation Requirements 
CREDITS AND BLOCKS 

Each semester every student takes 20 credits with a combined total of 40 credits per year. 

A semester schedule will be configured as follows: 
Full Block (85 minutes) 

Meetings Every Day for 5 credits 

Full Block (85 minutes) 

Meets Every Day 5 credits 

Full Block (85 minutes) 

Meets Every Day for 5 credits 

-OR- 

(2) Full Block (85 minutes) 

Each Meets Every Other Day 

Each for 2.5 credits (5 total credits) 

Full Block (85 minutes) 

Meets Every Other Day 

2.5 credits 

Half-Block (PE) (42 minutes) 

Meets Every Other Day 

1.25 credits 

Half-Block (Health) (42 minutes) 

Meets Every Other Day 

1.25 credits 

 

 

 

CREDIT REQUIREMENTS FOR PROMOTION AND GRADUATION 

Credit Requirements for Promotion and Graduation 

Graduation Requirements at a Glance 

 Minimum Credits Years 

English 20 4 

Math 20 4 

Science 

           At least 5 credits of physical science 

             and 5 credits of biological science 

20 4 

Social Studies 

          Includes at least 1 year of U.S. History 

20 4 

2 Years of the same Foreign Language 10 2 

PE/Health 20 4 

Arts 20  

Electives 10  

Total 140  

Pass all competency determinations (MCAS) required by the state. 

35-hour school-to-work experience 

 

Minimum Credit Requirements for Promotion 

 Semester I Semester II 

Grade 10 30 50 

Grade 11 65 85 

Grade 12 105 120 

 140 (must pass 35 credits during senior year) 

Note:  Students will not be promoted after the start of an academic year 

unless they reach 120 credits to become a senior. 
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REVISED CREDIT REQUIREMENTS FOR PROMOTION AND GRADUATION 

                     Approved by School Committee vote on February 3, 2009 

 

 

Graduation Requirements at a Glance 
 Minimum Credits 

English 20 

Math 20 

Science 15 

Social Sciences 15 

Physical Education 10 

Health 5 

Arts 5 

Additional Core Electives 25 

Total 115 
 

 

Minimum Credit Requirements for Promotion 
 Semester I Semester II 

Grade 10 30  

Grade 11 65  

Grade 12 105  

 140 (must pass 35 credits during final year¹) 

Note:  Students will not be promoted after the start of an academic year unless 

they reach 120 credits to become a senior. 
 

 

¹Does not apply to fifth year students. 

 

Recommended Action:  Vote to adopt revised credit requirements for promotion and graduation, 

which reflect our Strategic Plan and core values, and align with state and federal mandates.  This 

adoption will begin with the graduating classes of 2009, 2010, 2011, and 2012.  The Principal 

has discretion to make recommendations to the Superintendent using the Mahar revised Credit 

Requirements for Graduation and Promotion as a guideline regarding individual students. 

The grading system 

1.  Each student receives an official grade report once each marking period. 

2. The school year is divided into two semesters and each semester is divided into two marking 

periods, called quarters.  The grade for each semester is an average of the two-quarter grades for 

that course.  Credit, however, is awarded at the end of each semester for grades 9-12. 

Explanation of grades 

   The grades issued are: 

 90 to 100 Excellent work 

 80 to 89 Above average 

 70 to 79 Average work 

 60 to 69 Below average 

 0 to 59 Failing work 
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Failing grades 

1. Students who fail a course with an average less than 55% may be given an opportunity to raise 

that failing average to a 55% under certain conditions.  This becomes important when the 

student wishes to pass the course for the semester through the average of both quarters. 

2. To raise a failing grade to 55% the following rules apply: during the first 10 days of the 

second or fourth marking periods, a student who has failed the previous marking period of a 

course with a grade below 55% may arrange with the teacher to make up sufficient work to 

raise that grade to 55%.  All make-up work done under this rule must be submitted within five 

weeks of the beginning of marking period.  This rule is in effect only for the first and the third 

quarter grades. 

3. The Special Failure List helps teachers and coordinators keep track of students electing to 

raise a failing grade to 55%. 

a) Each teacher should file the Special Failure List with the coordinator during the third 

week of the 2
nd

 and 4
th

 marking period. 

b) As students satisfactorily complete the make-up work, the teacher can indicate the 

resulting numerical grade to the coordinator so that the form can be finalized before the 

end of the next marking period. 

4. Incompletes:  Students whose work is evaluated as ―incomplete‖ at the close of a quarter by 

the subject teacher will be given ten school days from the close of the quarter to make up all 

work owed.  In unusual circumstances, such as after a prolonged illness, the teacher may 

extend the ten day limit, subject to the approval of the department coordinator 

5. Failure Regulations: 

a) A third grade will be computed for each semester, which will be the average of the two 

marking periods.  This third grade will determine whether or not the student receives credit 

for the semester (grades 9-12). 

b) If a student in Grade 7 or 8 fails two quarters in each of the academic subjects (English, 

Math, Social Studies, and Science), his/her case will be reviewed by the Promotion Board 

to determine if he/she should pass to the next grade. 

The Promotion Board will consist of an administrator, seventh and eight grade guidance 

counselor, and the dean of students. 

     6.   Academic Failure Explanation 

a) Each teacher will, at the conclusion of each marking period, submit, in duplicate, to the 

department coordinator, an Academic Failure Explanation form describing, in detail, the 

reasons for and causes of any failing grade.  Both original and copy will be approved by 

the department coordinator.  The original will remain in the files of the department, and 

the copy will be sent to the Student Services Department where it will be filed (by 

department, by marking period) for a period of one year from the time of issue. 

b) This procedure is designed to protect the teacher by providing a realistic, concise, and 

understandable explanation, primarily for parents, of any failing grade for a marking period. 

Summer Study 
Students in grades nine through eleven who find themselves nearing the end of a year with fewer 

than the minimum number of credits required for promotion into the next grade may make up the 

deficiency as follows: 
 

Attending summer school at an accredited high school or college.  Note:  The Mahar 

Administration must approve summer school plans in advance since the administration alone is 

responsible for determining whether or not any proposed summer school course is equivalent to a 

similar offering at Mahar, and it alone will have to establish the number of credits to be allowed 

for successful completion of the proposed course.  Students are liable for all fees involved in 

summer school study—including those for books, tuition, and transportation. 
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Summer school study must be completed prior to the start of the Mahar school year.  Enrollment 

in evening courses during the school year to make up credit shortages for promotion is not 

permitted.  There is one exception to this rule.  After a student‘s class has graduated, the student 

may then enroll in an approved adult education program at a secondary institution or college, 

whenever such a program is available. 
 

Students who have passed a course and received credit may not repeat the same course for credit, 

except arts classes. 
 

Students selecting summer school in order to correct credit deficiencies are warned that the following 

limitations apply: 

 No more than ten credits earned in this manner outside of the Mahar District may 

be counted toward graduation requirements. 

 Credits earned in this manner may be used only to correct promotion credit 

deficiencies:  they may not be used to increase a student‘s credit totals. 

 Course credits for work completed at summer or night school courses will be 

granted only after the student presents proper documentation of successful 

completion of the work to the Mahar administration. 

National Honor Society Eligibility  

The National Honor Society honors tenth, eleventh, and twelfth grade students who have 

demonstrated outstanding scholarship, leadership, service, and character.  To be considered for 

induction into the National Honor Society, all students must meet the 90.0% average requirement 

for the four previous consecutive quarters to be considered for induction.  Students can retain 

membership by maintaining a 90.0%average for each of our four quarters of the current 

academic year.  No particular levels of course work are required. 
 

The Faculty Council selects students for membership based on the above criteria.  Once selected, 

students must maintain these minimum standards and continue to demonstrate the four qualities 

for which they have been honored. 

National Junior Honor Society Eligibility  

The National Junior Honor Society recognizes eighth and ninth graders who have demonstrated 

exemplary scholarship, leadership, service, character and citizenship.  The academic requirement 

in addition to the five standards listed above is an 85% average for each of the four quarters in 

grade 7 and grade 8 to determine eligibility for induction in either grade 8 or grade 9.  Continued 

membership is based on maintaining the five standards and not falling below 85% on more than 

one quarter after induction.  Probation status is for one quarter during which the student must 

achieve the above eligibility qualifications.  Failure to achieve these eligibility qualifications will 

result in dismissal. 

BOOKS:  TEXTBOOKS AND LIBRARY BOOKS 

TEXTBOOKS 

Accounting and Care of:  All books will be stamped on the inside front cover with the official book 

stamp provided for each department and numbered as follows: 

1. Number of book – continuous if additional to same text already on hand, start with #1 if a new 

set with a different title. 

2. The year the book was acquired (not copyright date), example:  1-2008. 

When the book is issued, the date and name of the student will be added by the individual student to the 

section on the book stamp on the inside cover. 

Book Slips will be filled out by each student.  The student will be informed of the condition by the issuing 

teacher, and the slip will be signed by the student in the space provided.  These book slips will be kept in 

the teacher‘s possession until the end of the semester/year, or until the book is turned in or lost. 
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1. A Book Record Form will be filled out in duplicate by each teacher, the original sent to the 

coordinator, the copy retained by the teacher. 

2. All books will be covered at all times for protection of the publisher‘s cover.  Coordinators will 

see that books are checked and inspected regularly by classroom teachers (at least once each 

marking period).  Contact paper or adhesives will not be used for book covers. 

3. A few days before the close of each semester all teachers will examine and check all issued books 

for damage and number verification. 

Lost Books 

1. Whenever a student loses a book, he/she should report the loss to his/her subject teacher.  A Lost 

Book Form will be made out by the teacher and given to the coordinator who will record the 

cost of replacement subject to any depreciation allowed. 
2. The coordinator will then return the form to the teacher indicating whether or not a replacement 

should be immediately issued. 

3. The class teacher will inform the student of the amount to be paid and will see that the lost book 

is paid for in at least a week. 

4. When the money is received by the teacher, the original Book Slip will be used to indicate payment 

and will serve as a receipt for the student. 

5. Receipt of payment will be indicated on the Lost Book Form and returned to the coordinator along 

with the money.  Coordinators should file all Lost Book Forms. 

6. A new Book Slip will be used for any replacement book issued. 

7. The coordinator will turn the money over to the secretary responsible for obligations in turn, 

provide a receipt in accordance with regular procedure. 

8. The secretary responsible for obligations will turn any money over to the Mahar Regional District. 

Damaged Books 

1. Any damage to a book discovered at the regular check periods, or at any time when noticed, requires 

immediate action by the class teacher involved.  Damage such as broken binding, cover damage, and 

torn or missing pages, is most common. 

2. The class teacher will report any damaged book incident to the department coordinator or supervisor 

by presenting the Book Slip applicable to the situation.  The coordinator will assess the damage and 

determine the cost of replacement or repair.  The cost for rebinding a book is approximately $10.00 

(price is set each year). 

3. Cost of replacement or repair will be indicated on the Book Slip which can, upon receipt of payment 

from the student, serve as a receipt. 

4. Receipt of payment will be recorded by the coordinator on a Damaged Book Form which will 

provide the record of all such cases for the school year. 

5. Whether a book is retained or reissued, after necessary repairs, a new Book Slip must be issued 

indicating, usually, a lower condition category. 

6. The coordinator will indicate when a replacement book should be issued. 

7. The coordinator will turn over any money received to the secretary responsible for obligations 

who will, in turn, provide a receipt in accordance with regular procedure. 
The secretary responsible for obligations will turn any money over to the Mahar Regional District. 

 

LIBRARY MATERIALS – BORROWING, RENEWAL 

Daily Loans:  all magazines, some encyclopedias, and some other reference materials may be 

signed out for one class period (limit: two per student), provided that they are not being held on 

reserve for another class.  This material must be returned by the end of the period. 
 

Overnight loans:  past issues of all magazines, some encyclopedias, and some other reference materials 

may be signed out overnight (limit; 2 per student).  Materials must remain in the library until 2:06 p.m. 

(or verified early dismissal) and must be returned on the next school day before 7:45 a.m. bell. Other 

books:  all books are due in two weeks (10 school days) for students in grades 7-12. 
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 All books may be renewed, unless there is a waiting list. 

 Persons with overdue materials are prohibited from checking out materials until the overdue 

materials are returned. 
 

LIBRARY MATERIALS – OVERDUE, DAMAGED OR LOST 
Damaged books will be assessed and charged to the student as follows:* 

1. Cost of replacement or rebinding whichever one is less. 

2. Damaged paperback books will be assessed and charged to the student in direct 

proportion to the actual value of the book, as determined by the Librarian. 

3. Lost books will be billed at the cost of replacing the books–(or, if out of print, a similar 

title) less 20%. 

4. Damaged magazines will be billed at the rate of .50 to 1.00, depending on the extent of the 

damage.  If the magazine can no longer be used, the full replacement cost will be charged. 

 Lost magazines will be subject to a fine of replacement cost.  Lost encyclopedias will be 

billed at the replacement cost of approximately $25.00 each.  Charges for lost library 

materials are payable immediately and will be promptly refunded if the book or other 

material is returned to the library. 

*By recommendation of the Library Advisory Board (5/76), these procedures now apply to faculty and 

staff using the library, as they have for students in the past. 
 

FOUND BOOKS  

Student Finds His/Her Own Book, unidentified books found 

1. As soon as a student finds a book previously reported lost, it should be reported to the 

class teacher or the librarian. 

2. All unidentified books discovered by anyone will be brought to the main office.  The main 

office secretary will then turn them over to the coordinators, supervisors, or the librarian. 

3. Coordinators and supervisors will be responsible for identification, return, payment, refund, 

or any other action considered necessary. 
 

HOMEWORK POLICY 
High School - Each department has a specific set of objectives.  These objectives are used to design and 

organize the individual courses within the department.  Homework assignments will be based on these 

objectives, the different levels of achievement and will be assigned to be consistent with the department 

and course objectives.  Each department will implement its own ―Homework Policy‖ incorporating 

these principles. 

Middle School Homework Philosophy – Middle school is the bridge between elementary and high school.  

Students not only learn curriculum content, but develop the independent organizational and time management 

skills necessary to succeed at the high school level.  The middle school teachers and administrators at the 

Ralph C. Mahar Regional School believe that homework is an essential component of the middle school 

curriculum in that it is an extension of classroom lessons and gives students the opportunity to reinforce skills, 

and allows them to further develop their organizational skills. 
 

Students who actively participate in class will have the prerequisite knowledge and ability to complete 

homework assignments.  Homework is due on the following day unless otherwise specified.  Each teacher 

will present his/her homework requirements and make-up policies to students in writing at the beginning of 

the year.  Students will be asked to keep that information in their subject binders.   
 

Students will have the responsibility of completing a daily agenda with their homework assignment to bring 

home each day.  In addition, the homework assignments will be on the Ralph C. Mahar website and the 

homework helpline as an addition to, but not in place of, this important homework management strategy. 
 

Teachers and the administration believe that parents are active participants in their child‘s education and they 

are encouraged to be in contact with teachers regarding homework and any other issues.  We recognize that 
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as a parent, you know your child better than anyone and active communication regarding concerns is 

encouraged so that the Mahar staff may best serve the educational needs of your child.                                                   

                               May 22, 2008 

Homework Requests for Absent Students   
If a student is absent for more than two days, parents may request homework through the appropriate 

middle school or high school office.  Homework will be ready to be picked up 24 hours after the request is 

made. 
 

If a student is absent for more than 14 days, a doctor‘s certification of medical need (including during or 

after a pregnancy) is required in order for the student to be eligible to receive home tutoring.  Once a tutor 

has been assigned, teachers will be requested to leave work for the student in the appropriate office, meet 

with the tutor as needed, and pick-up the completed assignments.  The student will be expected to return to 

school at the end of the period specified by the medical doctor. 

 

HONOR ROLL PROCEDURES 
Honor Roll – Grades 7-12:  The Honor Roll is based upon academic grades received each marking 

period or quarter.  This applies to both year and semester subjects. 

1. Any student receiving a grade of 80% or higher in each subject is eligible for the Honor Roll 

his includes Physical Education and all partial credit and one semester academic subjects. 

2. A student whose record consists of 90% or higher in each subject is eligible for the Honor 

Roll.  This includes Physical Education and all partial credit and one semester academic 

subjects.  A notation of ―All A‘s‖ will be placed after his/her name. 

 

LESSON PLAN AND RECORD BOOKS 
Sufficient planning, organization, and preparation of daily class work are the most important 

responsibilities of a successful teacher.  The preparation of lesson plans and the statements in the Plan 

Book require a considerable amount of effort on the part of every teacher. 

Procedure for Lesson Plan Books – provided upon request 

1. Coordinators are responsible for guiding the development and ensuring the maintenance of a 

satisfactory Lesson Plan Book by each department teacher. 

2. Lessons Plans or Lesson Plan Books will be turned in to department coordinators according 

to departmental policy. 

The Plan 

1. Lesson plans should be neat, with legible handwriting. Teachers are encouraged to use 

standards based lesson plan templates which are accessible on line. 

2. They shall be organized in a logical sequence in accordance with the Curriculum Guide 

prepared by each department. 

3. Special, supplementary instructions for substitute teachers are extremely important and 

should be prepared and available. 

4. Teachers may take home their Lesson Plans Books.  However, those items of information 

essential for a substitute, such as seating plans and lesson plans already established, must 

always be available for the department coordinator and substitute. (Each teacher should have 

a substitute folder with essential information and at least three days of alternative plans.  

The folder should be in the center desk drawer or on file with the coordinator.  The folders 

should be updated when necessary). 

Record or Rank Book – provided upon request 

Department coordinators are responsible for supervising the maintenance of an acceptable rank book.  

1. An up-to-date record of marks and attendance must be maintained.  Ranks should be 

brought up-to-date each Friday by the end of the day. 

2. Reference should be made to the marking system procedure in each department. 
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RANK IN CLASS 

Rationale 

The primary purpose of rank in class is to aid a student in gaining acceptance into a college program 

which will match his/her academic ability. 

1. Marks for all subjects for which whole or partial credit is given are used in determining rank 

in class. 

2. All students in a class are included in the determination of rank in class. 

3. Rank in class is computed at the end of the junior year for grades 9-11 and at the end of the 

senior year for grades 9-12 with the computer program developed for this purpose. 
 

COURSE LEVELS 

Credits and Class Rank: 

1. Although all courses in grades nine through twelve carry academic credit, and all credits 

count equally in meeting promotion and graduation requirements, credits do not count 

equally in determining class ranking.  A weighted system is used in order to make allowance 

for the varying levels of difficulty among courses.  In this system, courses at higher levels 

count more than courses at intermediate or lower levels in establishing class ranking.  The 

counselor can give a more detailed explanation of the method by which class ranks are 

determined. 

2. To provide for individual differences, Mahar offers courses at three or four different levels.  

The level of the course is determined by the rigor of the course and its consideration as a 

college preparatory course.  Below is a listing of the value of a course based upon the level 

of the course and the grade received. 

3. All AP courses are level 5.  The College Board AP exam is a final requirement of all AP 

courses and the Mahar School District will pay the cost of the examination.  The AP exam 

results will not affect the Mahar course grade.  Students may choose not to submit their AP 

scores to colleges, but some colleges will grant credit or waive requirements for students 

who obtain a score of 3 or higher. 
 

Weighted Grading Value 
MARK  LEVEL 1 LEVEL 2 LEVEL 3 LEVEL 4 LEVEL 5 

97-100       4.3       5.3       6.3       7.3       8.3 

93-96       4.0       5.0       6.0       7.0       8.0 

90-92       3.7       4.7       5.7       6.7       7.7 

87-89       3.3       4.3       5.3       6.3       7.3 

83-86       3.0       4.0       5.0       6.0       7.0 

80-82       2.7       3.7       4.7       5.7       6.7 

77-79       2.3       3.3       4.3       5.3       6.3 

73-76       2.0       3.0       4.0       5.0       6.0 

70-72       1.7       2.7       3.7       4.7       5.7 

67-69       1.3       2.3       3.3       4.3       5.3 

63-66       1.0       2.0       3.0       4.0       5.0 

60-62       0.7       1.7       2.7       3.7       4.7 

0-59       0.0       0.0       0.0       0.0       0.0 

 

 

COLLEGE GRADE POINT AVERAGE 

Starting in September of 2003, all student transcripts will reflect a ―College Grade Point Average.‖  In order 

to accommodate the needs of college admissions offices, this average was designed to weight courses on a 

4.3 scale.  The scale mimics the system used by Massachusetts State Colleges when evaluating candidates.  

It only takes into account classes with a course weight of 3, 4 or 5.  This essentially excludes non-college 

preparatory classes.  In general, course levels are categorized by the following guidelines: 
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Level 5: Advanced Placement 

Level 4: Advanced, Honors and Advanced Honors courses 

Level 3: College Preparatory courses 

Level 2: Comprehensive—Not Applicable in the College GPA 

Level 1: All other courses—Not Applicable in the College GPA 

 
 

COLLEGE GPA SCALE 

 

Grade Level 1 
 

Level 2 

 

Level 3 

 

Level 4 

 

Level 5 

97-100 N/A N/A 4.3 4.8 5.3 

93-96 N/A N/A 4.0 4.5 5.0 

90-92 N/A N/A 3.7 4.2 4.7 

87-89 N/A N/A 3.3 3.8 4.3 

83-86 N/A N/A 3.0 3.5 4.0 

80-82 N/A N/A 2.7 3.2 3.7 

77-79 N/A N/A 2.3 2.8 3.3 

73-76 N/A N/A 2.0 2.5 3.0 

70-72 N/A N/A 1.7 2.2 2.7 

67-69 N/A N/A 1.3 1.8 2.3 

63-66 N/A N/A 1.0 1.5 2.0 

60-62 N/A N/A 0.7 1.2 1.7 

0-59 N/A N/A 0.0 0.0 0.0 

STUDENT REQUEST FOR PROGRAM CHANGES 

1. Student requests for program changes occur periodically throughout the year.  Because 

such a change tends to disrupt the school plan, the change must be the result of valid 

requests that are in the best educational interest of the student and the school.  For that 

reason, no single party—whether student, parent, teacher or coordinator—should 

unilaterally decide on the program change; rather, the decision should be a group decision 

involving all parties.  The following procedures will govern a student request for 

changes: 

 

a. For those changes requested by student or parent: 

 

(1) The counselor will first determine if the change is feasible within the 

constraints of the master schedule, and he/she will then initiate contact 

with the teacher, coordinator, student, and parent as required.  Every effort 

will be made to analyze the cause for the request and to determine whether 

the program change is the best educational decision for the student.  The 

counselor will coordinate any meetings required among the various parties 

to clarify issues or to resolve conflicts. 
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(2) After all parties have approved the change, the counselor will coordinate 

the transfer, making sure class lists are correct and that appropriate 

schedules are posted. 

 

(3) In the event that a consensus cannot be reached, the principal will be the 

arbiter of last resort. 

 

b.       For those changes requested by the teacher: 

 

The teacher will make the preliminary contacts with student, parent, coordinator 

and counselor.  Once agreement has been reached by all parties concerned, the 

counselor will coordinate the change, making sure class lists are correct and that 

appropriate schedules are posted. 

 

c.       For those changes requested by the Student Services Department: 

 

(1) The counselor will proceed as in (1) above and coordinate fully with all 

parties involved. 

 

(2) Again, the principal shall be the arbiter of last resort. 

 

2. Schedule changes will be processed during the summer and for the first five (5) school 

days of each semester.  In general, requested schedule changes will not be made after the 

first five (5) school days in a semester.  Any request for a schedule change after the first 

five (5) days will first require the approval of the Principal before processing may begin. 

 

3. No student is to be allowed in to or out of a class until a schedule change has been 

completed by the appropriate counselor, and the teacher involved has a written change 

slip in hand, and the student is entered in to the teacher‘s PowerSchool electronic 

gradebook. 
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APPENDIX A 

FORMS 

 

 

COPIES OF THESE FORMS ARE LOCATED IN THE HIGH SCHOOL TEACHERS’ ROOM 

 

 

 

 

 

 

 

 
 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The district is transitioning toward having all forms available online.   
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RALPH C. MAHAR REGIONAL SCHOOL 

ORANGE, MASSACHUSETTS 01364 
 

Grade Change Report 
 

 The Grade Change Report is to be used by a teacher to report a student‘s grade for a marking period in which that 

student has received an incomplete or a need to change a grade.  Please fill out this form and submit it to Mrs. 

Eklund.  If you wish to change a student‘s grade, and the 10-day grace period has expired, you must first submit 

this form to the Principal for his approval. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Date:     _________   Department:          ____________________ 
                                   Teacher::    _________________________                        

 

Name of Student Subject Quarter 

1, 2, 3, 4 

Previous 

Grade 

New 

Grade 
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RALPH C. MAHAR REGIONAL SCHOOL 
ORANGE, MASSACHUSETTS 

ACADEMIC FAILURE EXPLANATION 
DEPARTMENT___________________________     DATE____________SCHOOL YEAR_____________ 
 
MARKING PERIOD QUARTER (circle one) 1  2  3  4   COURSE__________________________________ 
 
STUDENT’S NAME____________________________    STUDENT GRADE (circle one) 7  8  9  10  11  12   
 
Check below the reasons for failure in the subject indicated above.  Check actions taken by the teacher to prevent 
failure. 
Reasons for Failure: 
__ Poor Effort 
 
__ Poor Attitude 
 
__ Frequent Absenteeism (___ days) 
 
__ Make up work incomplete 
    (___ assignments) 
 
__ Many Missing and Incomplete  
     Assignments (___ out of ___) 
__ Does Not Stay After School 
 

__ Seldom Completed Homework 
    (___ out of ___) 
 
__ Poor Test Performance 
 
__ Notebook not submitted 
 
__ Lack of daily preparation for class 
 
__ Other_______________________ 
      ____________________________ 

Actions taken to Prevent Failure: 
 
__ Progress Report Issued                                                             
 
__ Biweekly Reports Issued 
 
__ Parent Conference 
 
__ Telephone Calls to Parent 
 
__ List of Missing Work Sent to Parent 
 
__ List of Missing Work Given to Student 
     and Special Education 
 
__ Daily Homework Sheet Provided 
 
__ Study Guides and Reviews for Tests 
 
 
 
 
QUARTER GRADE________________________   
 
FINAL OR SEMESTER GRADE______________            
 

 
 
__ On Task Points for Daily Preparation 
 
__ Varied Instructional Strategies 
 
__ Classroom Modifications  
     (i.e.,______________________) 
__ Academic Performance Contract 
 
__ Referral to Guidance Counselor 
 
__ Incentive Plan Adopted 
 
__ Special Education Evaluation Referral 
 
__ Other_______________________ 
        ___________________________ 
 
 
 
 
TEACHER________________________________  
 
COORDINATOR___________________________
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BULLYING PREVENTION AND INTERVENTION INCIDENT REPORTING FORM 

I. REPORT 

1. Name of Reporter/Person Filing the Report:____________________________________ 

(Note: Reports may be made anonymously, but no disciplinary action will be taken against an alleged 

aggressor solely on the basis of an anonymous report.) 

2. Check whether you are the: Target of the behavior           Reporter (not the target)  

3. Check whether you are a:      Student      Staff member (specify role)_____________________________ 

                                                      Parent        Administrator      Other (specify) ________________________ 

Your contact information/telephone number: __________________________________________________ 

4. If student, state your school: ___________________________________________ Grade: _____________ 

5. If staff member, state your school or work site: _______________________________________________ 

6. Information about the Incident: 

Name of Target (of behavior): _______________________________________________________________ 

Name of Aggressor (Person who engaged in the behavior): 

_________________________________________ 

Date(s) of Incident(s): ______________________________________________________________________ 

Time When Incident(s) Occurred: ____________________________________________________________ 

Location of Incident(s) (Be as specific as possible): 

_______________________________________________ 

7. Witnesses (List people who saw the incident or have information about it): 

Name: _________________________________________  Student  Staff  Other 

____________________ 

Name: _________________________________________  Student  Staff  Other 

____________________ 

Name: _________________________________________  Student  Staff  Other 

____________________ 

8. Describe the details of the incident (including names of people involved, what occurred, and what each 

person did and said, including specific words used). Please use additional space on back if necessary. 

 

 

 

 

 

 

 

 

 

9. Signature of Person Filing this Report: __________________________________ Date: ______________ 

(Note: Reports may be filed anonymously.) 

10: Form Given to: __________________________ Position: ______________________ Date: __________ 

 
Signature: ___________________________________________________ Date Received: _______________ 
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II. INVESTIGATION 

1. Investigator(s):________________________________________ Position(s):________________________ 

2. Interviews: 

□ Interviewed aggressor Name: ________________________________  Date: ___________________ 

□ Interviewed target Name: ___________________________________  Date: ___________________ 

□ Interviewed witnesses Name: ________________________________  Date: ___________________ 

Name: _____________________________________________________  Date: ___________________ 

3. Any prior documented Incidents by the aggressor?   □ Yes □ No 

If yes, have incidents involved target or target group previously?             □ Yes □ No 

Any previous incidents with findings of BULLYING, RETALIATION    □ Yes □ No 

Summary of Investigation: 

 

 

 

 

 

(Please use additional paper and attach to this document as needed) 

 

III. CONCLUSIONS FROM THE INVESTIGATION 

1. Finding of bullying or retaliation: 

                             □ YES                                            □ NO 

                      □ Bullying                                □ Incident documented as _______________________________ 

                      □ Retaliation                            □ Discipline referral only________________________________ 

2. Contacts: 

□ Target’s parent/guardian Date:___________ □ Aggressor’s parent/guardian Date: _________________ 

□ District Equity Coordinator (DEC) Date: ___________ □ Law Enforcement Date: __________________ 

3. Action Taken: 

□ Loss of Privileges □ Detention □ STEP referral □ Suspension 

□ Community Service □ Education □ Other ________________________________ 

4. Describe Safety Planning: _________________________________________________________________ 

Follow-up with Target: scheduled for __________________ Initial and date when completed: 

___________ 

Follow-up with Aggressor: scheduled for ________________ Initial and date when completed: 

__________ 

Report forwarded to Principal: Date__________ Report forwarded to Superintendent: Date___________ 

(If principal was not the investigator) 

Signature and Title: _________________________________________________ Date: _________________ 
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RALPH C. MAHAR REGIONAL SCHOOL 

ORANGE, MASSACHUSETTS 
 

REQUEST FOR ADDITION, CHANGE, CLARIFICATION OR DELETION OF AN ACTIVITY, 

MEETING, OR FIELD TRIP TO THE CALENDAR 
 

Date Submitted:                                                     Staff Member:  _________________________________       

 

In addition to this form a ―Field Trip‖ form must be filled out for ALL FIELD TRIPS.                   

The staff member making the request will complete all items where applicable.  The form is then 

submitted to Pam Smith, Chairperson of the Activities Calendar Committee for the necessary approval. 
  

 

I. Addition: 
Item requested:  ____________________________________________________________________ 

    Date:  __________    Time:   ____________________   Alternatives:  _______________________ 

    Grades of students involved:   ____________________ Number of students:   _________________ 

Location:  __________________________________________________________   

Purpose/Educational Value____________________________________________________________         

__________ _______________________________________________________________________  

 

            Coordinator's Signature to indicate approval of the relationship between the event and the curriculum. 

 

                                                                                      

         Signature of Coordinator 

II. Change:  Activity to be changed:  ______________________________________________________ 

      Original Date:  _________     New Date:                           Location:  ___________________ 

 

Reason for change_________________________________________________________ 

  

III. Clarification:  Activity to be clarified:  ________________________Date/time_______________ 

          Location:  ___________________ Other details:  __________________________                                                                        

 

IV. Deletion:  Activity and date of activity___________________________________________________  

        Delete item completely. Yes No 

                           (Please circle) 

 

V. The following people must review the information listed above and indicate approval/disapproval 

by signing the appropriate blank. 

 

1. Activity Scheduling Committee:  Approval  ________________________                                               

                                                        Disapproval_______________________ 

2. Dean of Students:  Approval  ________________________                                               

                                             Disapproval_______________________ 

3. Principal:  Approval  ________________________                                               

                               Disapproval_______________________ 

 

VI. A copy of this form will be returned to the teacher in charge who is then responsible for complying 

with procedures governing extracurricular items. 

            (7/20/07) 
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RALPH C. MAHAR REGIONAL SCHOOL 

ORANGE, MASSACHUSETTS 

 

CHECKLIST EVENING ACTIVITY 

 

                              Date Submitted___________ 

1. Activity_____________________________       Date of Activity______________ 

2. Location of Event:________________              Sponsoring Organizations__________________ 

3. Advisor(s) in charge______________________________________________________________ 

4. Chaperones – List by name  _______________________________________________________ 

        _______________________________________________________ 

5. Head Custodian Notified       __________________________________________________ 

 (Five school days lead time)       Signature of Head Custodian 

 Custodian On Duty Until:_______________ 

                    Clean Up – When:_________________________By Whom:___________________ 

6. Police notified no later than five school days prior to event by advisor. 

        ______________________________ 

         Advisor’s Signature 

 

7. Timetable:  Arrival of Band or Performers:_________                    Start of Event:__________ 

           Set-up time_______________Doors Open:__________Close of Event:_________ 

                      Police Arrival_______________Police on Duty Until________________________ 

8. Who may attend:________________________________________________________________ 

9. Name of Performers:_____________________________________________________________ 

 Ticket Price:______________________              Attendance Expected:_____________ 

10. Use of Cafeteria/Kitchen:  _________________________________________________ 

                Signature of Cafeteria Manager 

11. Refreshments:__________________________________________________________________ 

12. Other Details – Be Specific________________________________________________________ 

 _______________________________________________________________________________ 

 _______________________________________________________________________________ 

The above form must be complete and in the hands of the Principal/DEAN OF STUDENTS no 

later than 72 hours prior to the event.  This form will be on file in the Principal’s Office. 

 

_______________________ _______________________     _______________________ 

Principal’s Signature Dean of Students’ Signature    Dean of Students’ Signature 
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RALPH C. MAHAR REGIONAL SCHOOL 

ORANGE, MASSACHUSETTS 

FIELD TRIP/PASSENGER LIST – Date Submitted______________ 

DIRECTIONS:  The teacher in charge shall be responsible for securing all signed permission slips prior to the trip (two weeks 

in advance) and turn them into the appropriate dean’s secretary.   

A. A list will be given to the nurse 2-weeks prior to the trip to see if there is a need for medical personnel. 

B. No trip will be approved after May 1, without a conference with the administration. 

C. The teacher in charge should submit names of teachers that will be out of school that day to the substitute 

coordinator two weeks prior to the trip for the purpose of obtaining substitutes. 

D. A list of students going on a field trip should be issued to all staff members one week prior to the trip.  It may 

be updated after original issue.  This form may be used omitting telephone numbers.  This form will also be 

used for attendance purposes. 

E. All out of state trips must be approved at a regular school committee meeting. 

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

1. Date of Trip___________ 2.  Time Trip ETD______  ETR_________  3  Activity or Organization_____________  

4. Bus Contractor___________________ 5. Telephone No._________________ 6. Destination__________________ 

7. Place___________________________ 8.  Number of students____________9.  Teacher(s) in Charge - 1 per 10 students unless 

waived by the administration __________________________________________________________________________________ 

_________________________________________________________________________________________________________ 

10.  Cost information:  Round trip Mileage______________________Bus, Mini Bus, Van, or Other (circle one) 

       Other transportation (explain)____________________________________________________________________ 

       Total cost_____________ lay over time to the minute.  Total cost_____________ 
      

11.  Plan I - Current unencumbered balance of Mahar Budget - 3520 or 2300(circle one) $ _________________________ 

       Plan II – Current unencumbered balance of Student Activity Account and number    $ _________________________ 

       Plan III – Student(s) portion                  $ _________________________ 

       Plan IV – Other (if any)                               $ _________________________ 

       Plan V – Combination of above-total cost of trip                              $__________________________ 

      

12. Coordinator‘s Approval______________________________    Date    

13. Dean of Students Approval     Date    

14. Dean of Students Approval     Date    

15. Principal‘s Approval                   Date    

16. Supt‘s. Approval (Mahar budget only)    Date            

(A)bsent 

(P)resent 
Student Telephone  (A)bsent 

(P)resent 
Student Telephone 

 1.    22.  

 2.    23.  

 3.    24.  

 4.    25.  

 5.    26.  

 6.    27.  

 7.    28.  

 8.    29.  

 9.    30.  

 10.    31.  

 11.    32.  

 12.    33.  

 13.    34.  

 14.    35.  

 15.    36.  

 16.    37.  

 17.    38.  

 18.    39.  

 19.    40.  

 20.    41.  

 21.    42.  
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RALPH C. MAHAR REGIONAL SCHOOL 

ORANGE, MA 01364 

 

BOOK RECORD FORM 

TITLE OF BOOK__________________________________ 

TEACHER________________________________________ 

 

No. of 

Book 

Name of 

Student 

Room 

Number 

Condition 

Issued* 

Condition 

Returned* 

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

* Code for determining the condition of book: 

 1 – Excellent 

 2 – Good 

 3 –  Fair 

 4 – Unusable 



134 
 

RALPH C. MAHAR REGIONAL SCHOOL 

ORANGE, MASSACHUSETTS 

 

REQUEST FOR CHECK 

          

DATE__________________                                

 

Payable to_____________________________________________________________________                                                                                                                                  

 

Address______________________________________________________________________    

                                                                                                                                                     

City                                                                      State                                  Zip Code__________       

                

Amount$                                 Charge to Account No.__________________________________   

                                                                  

 Or Charge To  ________________________________________________________________     

               

Account Balance After Account Encumbrance ______________________________________ 

 

For___________________________________________________________________________ 

 

Requested By                               Approved by                             Check Issued By___________  

          

Check No.   __________ 
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RALPH C. MAHAR REGIONAL SCHOOL 

 ORANGE, MASSACHUSETTS 

 

DEPARTMENT:  _____________________TEACHER___________________   DATE: ___________                                       

  

LATE GRADE REPORT 
 

The Late Grade Report is to be used by a teacher to report a student's grade for a marking period in 

which that student has received an INCOMPLETE OR A NEED TO CHANGE A GRADE.   

Fill this form out and give it to Mrs. Eklund. 

 

Name 

Student 

Number 

YOG Course 

Code 

Term 

1,2,3,4 

Num 

Grade 

Sem 

Final 

1,2 

Final Sem 

AV 1 or 2 
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RALPH C. MAHAR REGIONAL SCHOOL 
ORANGE, MASSACHUSETTS 

 

LOST DAMAGED BOOK and/or PROPERTY FORM 
 

________Lost/Damaged Book                                 _______Lost/Damaged Property 
(TO BE COMPLETED BY CLASSROOM TEACHER) 

 

Lost/Damaged Book Lost/Damaged Property 

Date 
Lost:_____________________________ 
Title of 
Book:____________________________ 
Book 
Number:_________________________ 
Price of New 
Book:$___________________________ 

Date of 
Damage:_________________________ 
Property 
Damaged:________________________ 
Cost of 
Repair/Replacement:$_____________ 

 
Student Signature:____________________________________________________ 
   
Teacher Signature____________________________________________________ 
 
 
 

RALPH C. MAHAR REGIONAL SCHOOL 
ORANGE, MASSACHUSETTS 

 

LOST DAMAGED BOOK and/or PROPERTY FORM 
 

________Lost/Damaged Book                                 _______Lost/Damaged Property 
(TO BE COMPLETED BY CLASSROOM TEACHER) 

 

Lost/Damaged Book Lost/Damaged Property 

Date 
Lost:_____________________________ 
Title of 
Book:____________________________ 
Book 
Number:_________________________ 
Price of New 
Book:$___________________________ 

Date of 
Damage:_________________________ 
Property 
Damaged:________________________ 
Cost of 
Repair/Replacement:$_____________ 

 
Student Signature:____________________________________________________ 
   
Teacher Signature____________________________________________________ 
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RALPH C. MAHAR REGIONAL SCHOOL 

ORANGE, MASSACHUSETTS 

 

BOOK REBINDING LIST    School Year:  _________ 

 

TEACHER                                                                           DATE__________________ 

                                                            

DEPARTMENT                                                                   ROOM NUMBER________                                       

 

 
 

NUMBER OF 

BOOKS 

 
 TITLE OF BOOK 

 
PUBLISHER & 

COPYRIGHT DATE 
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Ralph C. Mahar Regional School District 
      507 South Main Street, Orange, Massachusetts 01364-0680 
 

     Superintendent:  Michael Baldassarre 

     Phone number:  (978) 544-2920 
     Fax number:  (978-544-8383 
     Email address:  mbaldassarre@rcmahar.org 
     Web:                http://www.rcmahar.org   

    

SCHOOL RELEASE FORM 

PARTICIPATION IN EXTRA-CURRICULAR ACTIVITIES 

RALPH C. MAHAR REGIONAL SCHOOL DISTRICT 

 

I, the undersigned _______________________________(insert legal relationship to student, e.g. ―parent‖, 

―guardian" of _________________________________ (―my child‖), a minor, do hereby consent to my child‘s 

participation in extra-curricular activities of the Ralph C.  Mahar Regional School District. 

 

I also agree to forever release the Ralph C. Mahar Regional School District, the School committee,  

and all of their employees, agents, board members, volunteers, and any and all individuals and organizations assisting 

or participating in the extra-curricular activities of the Ralph C. Mahar Regional School District,  

(―the Releasees‖) from any and all claims, rights or action and causes of action that may have arisen in the past, or 

may arise in the future, directly or indirectly, from personal injuries to my child or property damage resulting from 

my child‘s participation in the Ralph C. Mahar Regional School District‘s 

___________________________________________________________, (name of activity) 

 

I also promise to indemnify, defend, and hold harmless the Releasees against any and all legal claims and 

proceedings of any description that may have been asserted in the past, or may be asserted in the future, directly or 

indirectly, arising from personal injuries to my child or property damage resulting from my child‘s participation in 

the Ralph C. Mahar Regional School District‘s 

_________________________________________________________, (name of activity). 

 

I further affirm that I have read this Consent and Release Form and that I understand the contents of this form.  I 

understand that my child‘s participation in this activity is voluntary and that my child and I are free to choose not to 

participate in said programs.  By signing this form, I affirm that I have decided to allow my child to participate in the 

Ralph C. Mahar Regional School District‘s _____________________________________________ (name of 

activity) with full knowledge that the Releasees will not be liable to anyone for personal injuries and property damage 

my child or I may suffer in the voluntary Ralph C. Mahar Regional School District‘s extra-curricular activities. 

 

 

Signed:  ___________________________________ 

 

Parent or Guardian of:  _______________________________________ 

 

Date:  _________________________ 

 

 

 

 

 

mailto:mbaldassarre@rcmahar.org
http://www.rcmahar.org/
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RALPH C. MAHAR REGIONAL SCHOOL 

507 SOUTH MAIN STREET 

ORANGE, MASSACHUSETTS 01364 
 
 

FIELD TRIP PERMISSION FORM 
 

Date: ______________ 

 

I hereby give my permission for _________________________________ 

                                                            (Name of Student) 

To go on the __________________________________ trip scheduled for  

                          (Description of Field Trip) 

__________________. 

       (Date of Trip) 

 

I understand the following: 

  

Ʒ Time of Departure is ____________ 

Ʒ Estimated time of return is ___________ 

Ʒ Teacher in Charge is __________________________ 

 

Telephone Number:  ____________________ 

 

           Cell Number:  ____________________ 

 

 

_____________________________________________ 

                                                    Signature of Parent/Guardian 

 

 

ặ IMPORTANT! 
 

IF STUDENTS RETURN AFTER THE DEPARTURE OF THE REGULAR SCHOOL BUSSES 

THEY WILL BE EXPECTED TO PROVIDE THEIR OWN TRANSPORTATION HOME FROM 

SCHOOL. 

 

IT IS THE RESPONSIBILITY OF THE STUDENT TO OBTAIN AND TO COMPLETE IN 

ADVANCE ALL CLASSWORK AND HOMEWORK ASSIGNED FOR THE CLASSES THAT 

WILL BE MISSED.  AT THE DISCRETION OF THE TEACHER, HOWEVER, UP TO FIVE (5) 

SCHOOL DAYS MAY BE ALLOWED FOR MAKE-UP WORK. 
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RALPH C. MAHAR REGIONAL SCHOOL 
ORANGE, MASSACHUSETTS 

 
DISCIPLINE REFERRAL 

 
 

             Student ’s Name: _________________________  Date of Referral: ____________ ____ 
 
 
            Reason for Referral:                                         
__________________________________________ _______________________ ____ 

 
____________________________________________________ _________________  
 
____________________________________________________ _________________  
 
____________________________________________________ _________________  
 
 
 
Previous Act ion(s) Taken: 

 
    student after class   

  
 Detention  

 
Other: _____________________________________________ ______________  

 
Staff Signature: ____________________ __________ _______  

 

 
 

Disposition of Referral: 
_______________________________________________________________ ______  
 
____________________________________________________ _________________  
 
______________________________________________________ _____________ __ 

 
 

Administrator ’s Signature: ________________________  ______   Date: ____________  
 

 
Action Taken by Administrator : 

 
                                     

                                    Out-of-School Suspension 
                  

               
                        

          pecial Education  
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  _______________________________  
  
 
       

 
 

Office Use Only 
 

                    gged 
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RALPH C. MAHAR REGIONAL SCHOOL 
ORANGE, MASSACHUSETTS 

STUDENTS WHO CANNOT BE CHECKED OUT   TEACHER     SCHOOL YEAR 

 
Student # 

 
Name 

Lost 
Damaged 

Title of Book 
Materials Owed  

Locker
#  
Book # 

 
Publisher 

Copyright 
Date 

Cost 
Assessment 

 
Cost 
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Ralph C. Mahar Regional School District 
Professional Development  
Request For Approval to Attend  

Off-Campus Workshop/Conference/Meeting/Activity 
 

All requests for approval must be received by the Curriculum Director at least three (3) weeks prior to registration.  Approval is required 
prior to registration. 

 Please attach copy of the work shop you wish to attend. 

 If a substitute will be needed, please indicate that below. 

 A separate form must be completed for each workshop and for each participant. 
A copy of this form indicating approval of your request must be received by you prior to registering. 

Name: __________________________________________ Today‘s Date:   ____________________________________ 

Subject(s) Taught: ________________________________ Grade Level:   _____________________________________ 
 

Title:  ______________________________________________________________________________________________ 
                                                Workshop/Conference/Meeting/Activity 

Date: __________________ Location:  ___________________________________________Cost:___________________ 
Sponsoring Organization: _____________________________________________________________________________ 
Substitute Needed: Yes ___  No ___ 
If Yes, Coverage Needed for What Blocks: ________________________________________ 

 

1. Description of Workshop/Conference/Meeting/Activity 
_____________________________________________________________________________________________________ 
_____________________________________________________________________________________________________ 
_____________________________________________________________________________________________________ 
_____________________________________________________________________________________________________ 
_____________________________________________________________________________________________________ 
_____________________________________________________________________________________________________ 

 

2.  Describe how this links to your individual professional development plan and to which goal? 

____________________________________________________________________________________________________ 
____________________________________________________________________________________________________ 
____________________________________________________________________________________________________ 
____________________________________________________________________________________________________ 
____________________________________________________________________________________________________ 
____________________________________________________________________________________________________ 
Department Coordinator’s Signature _______________________________________________________________________ 
Form must be submitted to Professional Development / Curriculum Coordinator for approval three weeks prior to 
Professional Development Workshop/Conference/Meeting/Activity. 

 

 
_________________________________________    _______________________ 
Signature of Professional Development Coordinator         Date of Recommendation for Approval 
 
*****************************************Office Use Only******************************************* 
 
Final Approval by Superintendent: Approved____ Disapproved____  
 

Signature:________________________________________________Date__________________ 
 

Submitted to Substitute Coordinator:________________  
                                Date 
Source of Funding:  Budget_________ Grants____________ Fund Code:___________________ 
Revised 7/2010 
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Acknowledgement 
 

All staff should read this handbook carefully.  Please do not hesitate to inquire about 

anything you do not understand by contacting your department coordinator, supervisor or 

an administrator.  

 

 

 

I, _________________________________________ have received, and have read the 

        (Staff Member‘s Name - Please print legibly) 

 

Ralph C. Mahar Regional School District Faculty Handbook.  

 

 

 

  ___________________________________________    _______________ 

                  (Staff Member‘s Signature)    (Date)   

 

 
 

 
     

 

 

 

 

 

 

 

 

 

 

 

 
Please sign page and return to the 

Secretary to the Principal. 
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Calendar for: 
Professional 

Development, 
Vertical Team  

and  
Department 

Meetings 
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2010  

July  

Sun Mon Tue Wed Thu Fri Sat 

1 

 
2 3 4 5 6 7 

 

8 9 10 

New Staff 
Induction 
 
 

11 

New Staff 
Induction 

12 13 14 

 
 
 
 

15 16 17 

7th grade tour 6:30 
p.m. 

18 

7th grade tour 10 
a.m. 

19 20 21 

 
 
 
 
 
 

22 

 
23 

 
24 

Faculty Meeting 
Dept Meetings 
Coor.mtg.2:15 HS 
Conf.Rm. 

25 

School Begins 
 
 

26 27 28 

 
 
 
 
 

29 30 

Coor.Mtg.2:15  
HS Conf. Rm. 

31 

Department 
Meeting 
ELA, ELE, Title1, 
Reading 
Science/Tech Ed 
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Sun Mon Tue Wed Thu Fri Sat 

1 

 
2 3 4 5 6 7 

 

8 9 10 

New Staff 
Induction 

11 

New Staff 
Induction 

12 13 14 
 
 
 

15 16 17 

7th grade tour 6:30 
p.m. 

18 

7th grade tour 10 
a.m. 

19 20 21 
 
 
 
 
 

22 

 
23 

 
24 

Faculty Meeting 
Dept Meetings 
Coor.mtg.2:15 HS 
Conf.Rm. 

25 

School Begins 
 

26 27 28 
 
 
 
 

29 30 

Coor.Mtg.2:15  
HS Conf. Rm. 

31 

Department 
Meeting 
ELA, ELE, Title1, 
Reading 
Science/Tech Ed 
 
 
 
 
 

    

August  
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Sun Mon Tue Wed Thu Fri Sat 

   1 

 
2 

Department 
Meeting 
Special Education 
Social Sciences 

3 4 

 
 
 

5 6 

Labor Day 
7 

Department 
Meeting 
Math/Business 
Student Services 
PE/Health 
Sch.Com. 6:30 pm 

8 

 
 
 
 
 
School Pictures 

9 

Department 
Meeting 
Foreign Language 
Arts 
 
School Pictures 

10 

 
11 

 
 
 
 
 

12 13 

Coor.Mtg.2:15  
HS Conf.Rm. 

15 

Department 
Meeting 
ELA, ELE, Title1, 
Reading 
Science/Tech Ed 
 

15 

 
16 

Department 
Meeting 
Special Education 
Student Services 
Social Sciences 
 

7th Grade Open 
House 6:30-7:30 
café/class rms. 

17 

 
18 

 
 
 
 
 
 

19 20 

 
21 

Department 
Meeting 
Math/Business 
PE/Health 

22 

 
23 

Department 
Meeting 
Foreign Language 
Arts 

24 

 
25 

 
 
 
 

26 

 
27 

Coor. Mtg. 2:15  
HS Conf. Rm. 

28 

 
29 

 
 
 
 
 
Sch. Council 6 pm 
lib. 

30 

Special Ed Paras 
  

 
 
 
 
 
 

       

2010  

September  
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Sun Mon Tue Wed Thu Fri Sat 

     1 

 
2 

 

3 

 
4 

Faculty Mtg. 2:15 
C.Ryan 
 

5 

Department 
Meeting 
ELA, ELE, Title1, 
Reading 
Science/Tech Ed 
Sch. Com. 6:30 pm 

6 

 
7 

Department 
Meeting 
Special Education 
Social Science 
Foreign Language 
Arts 

8 

 
9 

10 11 

Columbus Day 
12 

Department 
Meeting 
Math Business 
Student Services 
PE/Health 

13 

 
14 

 
15 

 
16 

 

17 18 

New Teacher 
Induction 
Meeting- Library 
2:15 pm 
 
Title 1 Par. Night 
6:30 pm TD Rm. 

19 

Department 
Meeting 
ELA, ELE, Title1, 
Reading 
Science/Tech Ed 
Math/Business 
PE/Health 

20 

 
21 

Department 
Meeting 
Special Education 
Student Services 
Social Science 
Foreign Language 
Arts 

22 23 

 

24 25 

Coor.Mtg.2:15 HS 
Conf.Rm. 
 

26 

 
27 

 
 
Sch.Council 6 pm 
lib. 

28 

Special Ed Paras 
 
End of 1st quarter 

29 

Franklin County  
In Service Day 
 

30 

31       

 

2010  

October  
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Sun Mon Tue Wed Thu Fri Sat 

 1 

Faculty Mtg. 2:15 
C.Ryan 

2 

Department 
Meeting 
ELA, ELE, Title1, 
Reading 
Science/TechEd 
Sch.Com. 6:30 pm 

3 

MCAS Retest 
 
 
 
 
 

4 

MCAS Retest 
Department Meeting 
Special Education 
Social Science 
Foreign Language 
Arts 

5  

MCAS Retest 
 
 
 
 
 

6 

 
 
 
 
 
 

7 8 

MCAS Retest 
Coor.mtg.2:15 HS 
Conf.Rm 

9 

MCAS Retest 
Department 
Meeting 
Student Services 
Math/Business 
PE/Health 

10 

Veterans Day 
Assemblies 
 

11 

Veterans Day 
No School 

12 

 
13 

 
 
 

14 15 

New Teacher 
Induction Meeting 
Library 2 pm 

16 

Department 
Meeting 
ELA, ELE, Title1, 
Reading 
Science/TechEd 
Special Ed Paras 

17 

 
18 

Parents Night 
 
 

19 

 
20 

 
 
 
 

21 22 

Coor.Mtg. 2:15 HS 
Conf.Rm. 

23 

Department Meeting 
Arts 
Foreign language 
Special Education 
Student Services 
Social Science 

24 

Early release day 
 

25 

Thanksgiving 
 

26 27 

 
 
 
 
 
 

28 29 

 
30 

Department Meeting 
Math /Business 
PE / Health 

    

 
 
 
 
 
 

       

2010  

November  
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Sun Mon Tue Wed Thu Fri Sat 

   1 

 
2 

Department 
Meeting 
Special Education 
Social Science 

3 

 
4 

 
 
 
 
 
 

5 6 

Faculty Mtg. 2:15  
C. Ryan 

7 

Department 
Meeting 
ELA, ELE, Title1, 
Reading 
Science/Tech Ed 

8 

 
9 

Department 
Meeting 
Foreign Language 
Arts 
NEASC-Delayed 
Opening 

10 

 
11 

 

12 13 

Coor.Mtg. 2:15 HS 
Conf. Rm. 

14 

Department 
Meeting 
Math/Business 
Student Services 
PE/Health 

15 

 
16 

New Teacher and 
Mentor Induction 
Meeting 

17 

 
18 

 
 
 
 
 
 

19 20 

December Recess 
12/20-31 

21 22 23 24 25 

26 27 28 29 30 31 

 
 
 
 
 
 

 

       

2010  

December  
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Sun Mon Tue Wed Thu Fri Sat 

      1 

New Year’s Day 

2 3 

Faculty Mtg. 2:15    
C. Ryan 

4 

Department 
Meeting 
Math/Business 
PE/Health 
Student Services 
Sch.Com. 6:30 pm 

5 

 
6 

Department 
Meeting 
Foreign Language 
Arts 

7 

 
8 

9 10 

Coor. Mtg. 2:15      
HS Conf. Rm. 
 

11 

Department 
Meeting 
ELA, ELE, Title1, 
Reading 
Science/TechEd 
NEASC-Delayed 
Opening 

12 

 
13 

Department 
Meeting 
Special Education 
Social Science 

14 

 
15 

 

16 17 

Martin Luther 
King Day – No 
School 

18 

Department Meeting 
Math/Business 
PE/Health 
Foreign Language 
Arts 

19 

 
20 

Special Ed Paras 
21 

 
 
End of 2nd quarter 

22 

 

23 

 
24 

Coor.Mtg.2:15         
HS Conf. Rm. 

25 

Department Meeting 
Special Education 
Student Services 
Social Science 
Attendance appeals 

26 

 
Sch. Council 6pm 
lib 
Attendance 
appeals 

27 

Department Meeting 
ELA, ELL, Title1, 
Reading 
Science/TechEd 
Attendance appeals 

28 

 
29 

30 31 

 
     

 

2011  

January  
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Sun Mon Tue Wed Thu Fri Sat 

  1 

Department 
Meeting 
Special Education 
Social Science 
 
MCAS Biology 
Sch. Com. 6:30 pm 

2 

 
 
 
 
MCAS Biology 
 

3 

Department 
Meeting 
Math/Business 
Student Services 
PE/Health 
 

4 

 
5 

 
 
 
 
 
 

6 7 

Faculty Mtg. 2:15 
C.Ryan 

8 

Department 
Meeting 
Foreign Language 
Arts 

9 

 
10 

Department 
Meeting 
ELA, ELE, Title1, 
Reading 
Science/TechEd 

11 

 
12 

 
 
 
 
 
 

13 

 
14 

Coor.Mtg.2:15           
HS Conf. Rm 

15 

NEASC-Delayed 
Opening 

16 

 
 
 
 
Sch. Council 6pm 
lib. 

17 

 
18 19 

 
 
 
 
 
 

20 21 

February Recess 
2/21-25 

22 23 24 25 26 

 
 
 
 
 

27 28 

Coor.Mtg.2:15              
HS Conf. Rm. 

     

 
 
 
 
 
 

       

2011  

February  
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Sun Mon Tue Wed Thu Fri Sat 

  1 

Department 
Meeting 
Foreign Language 
Arts 
 
Sch. Com. 6:30pm 

2 

MCAS Retest 
3 

MCAS Retest 
Department 
Meeting 
Math/Business 
Student Services 
PE/Health 

4 

MCAS Retest 
5 

 
 

6 7 

MCAS Retest 
Faculty Mtg. 2:15  
C. Ryan 
 

8 

Department 
Meeting 
Special Education 
Social Science 

9 

 
10 

MCAS Retest 
Department 
Meeting 
ELA, ELE, Title1, 
Reading 
Science/TechEd 

11 

 
12 

 
 
 

13 14 

Coor.Mtg.2:15           
HS Conf. Rm. 

15 

MCAS Training-
Delayed opening 
Department 
Meeting 
Foreign Language 
Arts 

16 

 
17 

Department 
Meeting 
Math/Business 
PE/Health 

18 

 
19 

 
 
 

20 21 

New Teacher 
Induction Meeting 
Library 2:15pm 

22 

MCAS ELA Comp. 
Delayed opening 
Department Meeting 
Special Education 
Student Services 
Social Science 

23 

MCAS ELA 
Delayed opening 
 

24 

MCAS ELA 
Delayed opening 
Department Meeting 
ELA, ELE, Title1, 
Reading 
Science/TechEd 

25 

 
26 

 
 
 

27 28 

Coor.Mtg. 2:15       
HS Conf. Rm. 

29 30 

 
Sch.Council 6pm 
lib. 

31 

Speical Ed Paras 
  

 
 
 
 
 
 

       

2011  

March  
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Sun Mon Tue Wed Thu Fri Sat 

     1 

 
 
 
 
 
End of 3rd quarter 

2 

 
 
 
 
 
 

3 4 

Faculty Mtg. 2:15 
C.Ryan 
 

5 

Department 
Meeting 
Foreign Language 
Arts 
 
Sch. Com. 6:30 pm 

6 

 
7 

Department 
Meeting 
Math/Business 
PE/Health 
Student Services 
 

8 

 
9 

 
 
 
 
 
 

10 

 
11 

Coor.Mtg.2:15 HS 
Conf. Rm 

12 

Department 
Meeting 
Special Education 
Social Science 
NEASC- Delayed 
Opening 

13 

 
14 

Department 
Meeting 
ELA, ELE, Title 1, 
Reading 
Science/TechEd 

15 

 
16 

 
 

17 

 
18 

April Recess 
4/18-22 

19 

 
20 21 22 23 

 
 
 
 
 
 

24 

Easter 
25 

Coor.Mtg.2:15  
HS Conf. Rm. 

26 

New Teacher 
Induction Meeting 
Library 2:15 pm 

27 

 
 
Sch. Council 6pm 
lib 

28 

Special Ed Paras 
29 

 
30 

 
 
 
 
 
 

       

2011  

April  
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Sun Mon Tue Wed Thu Fri Sat 

1 2 

Faculty Mtg. 2:15   
C. Ryan 

3 

Department 
Meeting 
Foreign Language 
Arts 

4 

 
5 

Department 
Meeting 
Math/Business 
Student Services 
PE/Health 

6 

 
7 

 
 
 

8 9 

Coor.Mtg.2:15  
HS Conf. Rm. 

10 

Department 
Meeting 
Special Education 
Social Science 

11 

 
12 

Department 
Meeting 
ELA, ELE, Title1, 
Reading 
Science/TechEd 

13 

 
14 

 
 
 
 

15 16 

MCAS Gr.8 STE 
(tent) 

17 

MCAS Math 
Delayed opening 
Department 
Meeting 
Foreign Language 
Arts 

18 

MCAS Math 
Delayed opening 
 

19 

Department 
Meeting 
Math/Business 
PE/Health 
Special Ed Paras 
Sr. attendance 
appeals 

20 

 
21 

 
 
 
 
 

22 23 

Coor.Mtg.2:15  
HS Conf. Rm. 
 

24 

Department 
Meeting 
Special Education 
Student Services 
Social Science 

25 

 
 
 
 
Sch. Council 6 pm 
lib 

26 

Department 
Meeting 
ELA, ELE, Title1, 
Reading 
Science/TechEd 

27 

 
28 

 
 
 
 
 

29 30 

Memorial Day 
31 

 
Attendance 
appeals 

    

 
 
 
 
 

       

 

2011  

May  
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Sun Mon Tue Wed Thu Fri Sat 

   1 

MCAS STE 
 
 
 
 
Attendance 
appeals 

2 

MCAS STE 
Department 
Meeting 
ELA, ELE, Title1, 
Reading 
Science/TechEd 
PE/Health 
Student Services 
Attendance 
appeals 

3 

Graduation 
4 

 
 
 
 
 
 

5 6 

Faculty Mtg. 2:15    
C. Ryan 

7 

Department 
Meeting 
Math/Business 
Special Education 
Social Science 
Foreign Language 
Arts 
Sch. Com.6:30 pm 

8 

 
9 

 
10 

 
 
 
 
 
End of 4th quarter 
Last day of school 
(tent.) 

11 

 
 
 
 

12 13 14 15 16 17 18 

 

19 20 21 22 23 24 25 

 
 
 
 
 
 

26 27 

Summer School 
Begins 

28 29 30   

 
 
 
 
 
 
 

2011  

June  
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Sun Mon Tue Wed Thu Fri Sat 

     1 2 

3 4 5 6 7 8 9 

10 11 12 13 14 15 16 

17 18 19 20 21 

Last Day of 
Summer School 

22 23 

24 25 26 27 28 29 30 

31       

 

 

2011  

July  
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INDEX 

 
Absence Procedures–Staff   58 

Academic Deficiency Reports              111 

Academic Organization  

& Procedures     115 

Accreditation Statement    3 

ACKNOWLEDGEMENT FORM     143 
   (to be signed and returned to Secretary to the Principal)  

Alma Mater      2 

Announcements and Notices    38 

Bell Schedule      23 

Beverage Consumption by Staff   59 

Bomb Threat Procedures    51 

Book Rebinding List Form    137 

Book Record Form     119 

Book Slips     118 

Books–Damaged Books    119 

Books–Found      120 

Books–Lost Books     119 

Books–Textbooks     118 

Building Access and Security   38 

Building Lockdown Procedure   50 

Bullying Policy    106 

Bullying Prevention & Intervention Incident 

     Reporting Form    128 

Calendar & Activity Change Forms   130 

Calendar for Professional Development  

and Department Meetings   144 

Calendar for School Year    20 

Calendar of School Year Activities   24 

Canine Searches    51 

Chairpersons of Standing  

     & Special Committees    59 

Child Abuse Procedures    60 

Class & Organization Meetings  

     & Activities     81 

Class Cutting Procedures    79 

Class Trips      84 

Co-Curricular Assignments    58 

Confidentiality of Student Records   85 

Corporal Punishment     76 

Course Levels     122 

Credit Requirements (Revised)  116 

Crisis Intervention Guidelines   52 

Crisis Phone Tree    55 

Curriculum Accommodation Plan   63 

Custodial Services Requests   57 

Dance Guidelines     103 

Delayed Openings     23 

Detention Policy     79 

Discipline      75 

Disciplines Procedure Chart    80 

Disciplining Students with Special Needs  

(Mass Law)     76 

Dress Code      110 

Drug Use or Possession Procedures   79 

Duties, Responsibilities & Authority   74 

Educational Material Selection Policy 86 

Eligibility      111 

Emergency Call for Classroom   50 

Emergency Evacuation Instruction   39 

Emergency Evacuation While Passing 47 

Emergency Evacuation Room Chart   39 

Emergency Evacuation Map   44 

Emergency Phone Call Procedure   49 

Emergency Procedures (Medical)   48 

Evening Activity Checklist    131 

Expectations Rubric Letter Number System  5 

Failing Grades     117 

Failure Explanations–Academic   127 

Field Trip/Passenger List Form   132 

Fire Drill Procedure     45 

Food & Beverage Policy   113 

Forms Book Record    133 

Forms Discipline Referral    140 

Forms Field Trip Permission   139 

Forms (School Release)    138 

Forms Request for Check   134 

Forms Request for Approval to Attend  

Off-Campus Workshop   142 

Grade Change Report Form    126 

Grade Point Average–College   122 

Grades – Weighted Grading Value   122 

Grading System     116 

Graduation Activities     84 

Grieving Students (Teacher‘s Role)   56 

Harassment Policy    110 

Homework Policy (HS & MS)  120 

Homework Request for Absent Students 121 

Honors Roll Procedures    120 

Housekeeping     56 

Late Grade Report     135 

Lesson Plan & Record Books   121 

Library Instructional Materials Center  87 

Library Materials–Borrowing, Renewal  119 

Library Materials–Overdue, Damaged  

    or Lost      120 

Library Procedures for Students   99 
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Lockdown:  Secure all Doors &  

    Continue Instruction    50 

Lockdown: Secure All Classrooms   50 

Lost Damaged Book/School Property Form  136 

Lunch & Cafeteria Procedures   86 

MCAS Test Schedule    37 

Medical and Health Department   101 

Middle School Mission Statement   10 

Mission and Expectations    4 

National Honor Society Eligibility   118 

National Junior Honor Society Eligibility 118 

Peer Mediation     81 

Physical Education Class  

    Participation, Excused Procedures   102 

Physical Restraint     76 

Pledge of Allegiance Regulation  105 

Professional Development Plan  57 

Rank in Class      122 

Room Parties      103 

Rotating Schedule     21 

Schedule Changes by Student   123 

Schedule of School Activities 

     on Non-School Day         104 

School Improvement Plan    11 

Sexual Harassment     57 

Smoking Policy     59 

Social Activities    103 

SST (Student Support Team)  

      Referral Process     65 

SST Follow-Up Summary Form  73 

SST Guidance Counselor Form    69 

SST Referral Action Form     71 

SST School Nurse Form     68 

SST Summary Form     72 

SST Teacher Assessment & Referral Form   66 

Statement of Non Discrimination    3 

Student Absence, Tardiness & Make-Up   74 

Student Activism Guidelines     104 

Student & Class Trips     84 

Students Who Cannot Be Checked Out Form 141 

Success Center       80 

Summer Study       117 

Teacher Evaluation Instrument     74 

Teacher Responsibilities in Corridors    57 

Telephone Directory      59 

Translation Provisions     3 


