
SECTION J:  STUDENTS 
 
Section J contains policies on students -- admissions, attendance, rights and responsibilities, 
conduct, discipline, health and welfare, and school-related activities. 

 
 
Code  Category  Title  
JBAA  P  Sexual Discrimination (Also GBAA)  
JBAA-R  Sexual Harassment and Sexual Violence Report Form 
 
JCA  P Change of School Assignment 
 
JEA  O Compulsory Attendance Ages 
JEB      R Entrance Age Requirements 
JEC  P  Manifest Educational Hardship 
 
JF O Student Admissions to/Withdrawals from   
  School/Enrollment 
JFA  R Residency 
JFA-R   Technical Assistance Advisory-Residency 
JFAA  P Admission of Resident Students 
JFAB-R  Procedures for Non-Residents who are relocating to 

Windham, NH 
JFAB  P Admission & Tuition of Nonresident Students 
JFABB R Foreign Exchange Students 
JFABB-R  Admission of Foreign Exchange Students 
JFABD P Admission of Homeless Students 
 
JH  P Student Absences and Excuses 
JHB  R Truancy 
JHBB  R Attendance Monitoring/Accounting 
JHC  R Released Time for Students 
 
JI  R Student Rights and Responsibilities 
JIA          R Student Due Process Rights 
JIB          O Student Involvement in Decision-Making 
JIBA  O Student Government 
JIC  R Student Conduct 
JICA  R  Student Dress 
  Appendix A & B 
 
JICBB   P Bullying (Also JBAA, JIC, JICD, IHBA) 
JICC  R  Student Conduct on School Buses (Also EEA & EEAEC) 
JICC-R  Student Rules and Conduct on the School Bus (Also EEA-R) 
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SECTION J 
(continued) 

 
Code Category Title  
JICD  P  Student Conduct in School/Safe School Zone (Also IHBA) 

 JICD-R  Memorandum of Understanding   
JICDAA O Employee-Student Relations (Also GBEBB) 
JICDD  R Student Discipline Out-of-School Actions  
JICE  R  Student Publications 
JICE-R  Student Publications 
JICEA  O Student Productions 
JICF  R Secret Societies/Gang Activity 
JICFA  R  Hazing 
JICG  P Tobacco Products Ban (Also ADC, GBED) 
JICH  R Drug and Alcohol Use by Students   
JICI  R  Dangerous Weapons on School Property 
JICI-R   Modification of Weapons Expulsion 
JICJ  R Unauthorized Communication Devices 
JICK   Recording Devices on School Buses 
 
JIE  R Pregnant Students (Also IHBCA) 
JIH  R Student Searches 

 JIHC  R Use of Metal Detectors  
 
JJA  O Student Organizations/Activities 
JJE  O  Student Fund-Raising Activities 
JJF  R Student Activities Funds 
JJG  O Contests for Students -- Non-School Sponsored 
JJIB  O Interscholastic Sports 
 
JKA  R  Corporal Punishment 
JKB  R Detention of Students 
 
JLA  O Student Insurance Programs 
JLC  R  Student Health Services and Requirements 
JLCA  P  Physical Examinations of Students 
JLCA-R  Family Physician’s Report of Physical Examination 
   Golden Brook School Physical Examination 
    (Incoming first graders) 
   Health History  
    (Incoming first graders and new students) 
   Sports & Athletic – Physical Examination   
   Food Allergies Guidelines 
JLCB  R Immunization of Students 
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SECTION J 
(continued) 

 
Code  Category  Title  
JLCC  R Communicable Diseases 
JLCCA R Blood Borne Pathogens (i.e.) HIV, Hepatitis B, HIV/AIDS 

Policy (Also GBGAA & IHAMA) 
 
JLCD  P Administering Medicines to Students 
JLCD-R  Windham School District Medical Forms 
   Parent Request for Giving Medication or Treatment 
     at School 
   Medical and Emergency Care Information 
     (Field trips) 
   Field Trip Form- Parental Consent and Release 
   Permission to Carry Inhaler and/or Epipen (Gr. 6-8) 
 
JLCE  P First Aid and Emergency Medical Care 
JLCE-R  Emergency Information 
JLCEA  Automated External Defibrillator(s) (Also, GBGBA &  
   KLMB) 
JLCF   Daily Physical Activity 
   Wellness Policy 
 
JLDBA O Suicide Prevention 
JLDBA-R  Crisis Management Procedures 
JLDBA-R  Notification of Threat to Self and/or Others Risk 
 
JLF  R  Reporting Child Abuse/Child Protection 
JLIA  R Supervision of Students 
JLIE  R Student Automobile Use and Parking 
 
JM  O Student Awards, Honors, and Scholarships 
 
JQ  O Student Fees, Fines, and Charges 
 
JRA  R Student Records (FERPA) 
JRA-R   Student Records and Access 
Categories 
O = Optional These policies should be reviewed to determine whether they meet a particular 
local need.  Most are informational in nature. 
P = Priority   The subject matter of these policies is required by state and/or federal law. 

R = Recommended While these policies are not required by law, they are highly 
recommended for effective and efficient school board operation.              
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Windham School District Policy   JBAA    
 

Also GBAA 
SEXUAL DISCRIMINATION 

 
I. GENERAL STATEMENT OF POLICY 
 

Sexual harassment is a form of sex discrimination that violates Section 703 of Title VII of the 
Civil Rights Act of 1964, as amended, 42 U.S.C. §2000e, et seq., and Title IX.  Sexual 
violence is a physical act of aggression that includes a sexual act or sexual purpose. 

 
It is the policy of the District to maintain a learning and working environment that is free 
from sexual harassment and sexual violence.  The District prohibits any form of sexual 
harassment and sexual violence. 

 
It shall be a violation of this policy for any student or employee to harass a student or an 
employee through conduct or communication of a sexual nature as defined by this policy. 

 
It shall be a violation of this policy for any student or employee to be sexually violent to a 
student or employee. 

 
The District will act to investigate all complaints, formal or informal, verbal or written, of 
sexual harassment or sexual violence and to discipline any student or employee who sexually 
harasses or is sexually violent to a student or employee of the District. 

 
II.  SEXUAL HARASSMENT/SEXUAL VIOLENCE DEFINED 
 
 A. Sexual harassment consists of unwelcome sexual advances, requests for sexual favors, 

sexually motivated physical conduct or other verbal or physical conduct or communication of 
a sexual nature when: 

 
  1. Submission to that conduct or communication is made a term or condition, either 

explicitly or implicitly, of obtaining or retaining employment, or of obtaining an 
education; or 

 
  2. Submission to or rejection of that conduct or communication by an individual is used 

as a factor in decisions affecting that individual's employment or education; or 
  
  3. That conduct or communication has the purpose or effect of substantially or 

unreasonably interfering with an individual's employment or education, or creating an 
intimidating, hostile or offensive employment or education environment. 
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Windham School District Policy  JBAA    
 

Also GBAA 
SEXUAL DISCRIMINATION  

(continued) 
   

Any sexual harassment as defined when perpetrated on any student or employee by any 
student or employee will be treated as sexual harassment under this policy. 

 
  B. Sexual harassment may include but is not limited to: 
 
    1. verbal harassment and/or abuse of a sexual nature; 
 
    2. subtle pressure for sexual activity; 
 
    3. inappropriate patting or pinching; 
 
    4. intentional brushing against a student's or an employee's body; 
 
    5. demanding sexual favors accompanied by implied or overt threats concerning 

an individual's employment or educational status; 
 
    6. demanding sexual favors accompanied by implied or overt promises of 

preferential treatment with regard to an individual's employment or 
educational status; 

 
    7. any sexually motivated unwelcome touching; or 
 
    8. sexual violence, which is a physical act of aggression, that includes a sexual 

act or sexual purpose. 
 
III.    REPORTING PROCEDURES 
 
 Any person who believes he or she has been the victim of sexual harassment or sexual 

violence by a student or an employee of the School District, or any third person with 
knowledge or belief of conduct which may constitute sexual harassment or sexual violence 
should report the alleged acts immediately to an appropriate School District official as 
designated by this policy.  The School District encourages the reporting party or 
complainant to use the report form available from the Principal of each building or 
available from the Superintendent's office. 
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Windham School District Policy  JBAA  
 

Also GBAA 
SEXUAL DISCRIMINATION  

(continued) 
 
  A. In Each School Building.  The building Principal is the person responsible for 

receiving oral or written reports of sexual harassment or sexual violence at the building 
level.  Upon receipt of a report, the Principal must notify the Superintendent of Schools 
immediately without screening or investigating the report.  A written report will be 
forwarded simultaneously to the Superintendent.  If the report was given verbally, the 
Principal shall reduce it to written form within 24 hours and forward it to the 
Superintendent.  Failure to forward any sexual harassment or sexual violence report or 
complaint as provided herein will result in disciplinary action.  If the complaint involves 
the building Principal, the complaint shall be filed directly with the Superintendent of 
Schools. 

 
  B. District-Wide.  The School Board hereby designates the Superintendent of Schools as 

the School District Human Rights Officer to receive reports or complaints of sexual 
harassment and sexual violence from any individual, employee or victim of sexual 
harassment or sexual violence and also from the building Principals as outlined above.  If 
the complaint involves the Superintendent, the complaint shall be filed directly with the 
School Board. 

 
The School District shall conspicuously post the name of the Human Rights Officer, 
including a mailing address and telephone number. 

 
  C. Submission of a complaint or report of sexual harassment or sexual violence will not 

affect the individual's future employment, grades or work assignments. 
 
  D. Use of formal reporting forms is not mandatory. 
 
  The School District will respect the confidentiality of the complainant and  the 

individual(s) against whom the complaint is filed as much as possible, consistent with the 
School District's legal obligations and the necessity to investigate allegations of sexual 
harassment and sexual violence and take disciplinary action when the conduct has 
occurred. 
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Windham School District Policy   JBAA   
Also GBAA 

SEXUAL DISCRIMINATION  
(continued) 

 
IV.    INVESTIGATION AND RECOMMENDATION 
 
 By authority of the School District, the Human Rights Officer, upon receipt of a report or 

complaint alleging sexual harassment or sexual violence shall immediately authorize an 
investigation.  This investigation may be conducted by School District officials or by a 
third party designated by the School District.  The investigating party shall provide a 
written report of the status of the investigation within 10 working days to the 
Superintendent of Schools.  If the Superintendent is the subject of the complaint, the report 
shall be submitted to the School Board. 

 
 In determining whether alleged conduct constitutes sexual harassment or sexual violence, 

the School District should consider the surrounding circumstances, the nature of the sexual 
advances, relationships between the parties involved and the context in which the alleged 
incidents occurred.  Whether a particular action or incident constitutes sexual harassment or 
sexual violence requires a determination based on all the facts and surrounding 
circumstances. 

 
 The investigation may consist of personal interviews with the complainant, the 

individual(s) against whom the complaint is filed, and others who may have knowledge of 
the alleged incident(s) or circumstances giving rise to the complaint.  The investigation 
may also consist of any other methods and documents deemed pertinent by the investigator. 

 
 In addition, the School District may take immediate steps, at its discretion, to protect the 

complainant, students and employees pending completion of an investigation of alleged 
sexual harassment or sexual violence. 

 
V.  SCHOOL DISTRICT ACTION 
 
  A. Upon receipt of a recommendation that the complaint is valid, the School District will 

take such action as appropriate based on the results of the investigation. 
 
  B. The result of the investigation of each complaint filed under these procedures will be 

reported in writing to the complainant by the School District.  The report will document 
any disciplinary action taken as a result of the complaint. 

 
  * Please refer to Student Rights and Responsibilities 
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Windham School District Policy  JBAA  
 

Also GBAA 
SEXUAL DISCRIMINATION  

(continued) 
VI.    REPRISAL  
 

The School District will discipline any individual who retaliates against any person who 
reports alleged sexual harassment or sexual violence or who retaliates against any person 
who testifies assists or participates in an investigation, proceeding or hearing relating to a 
sexual harassment or sexual violence complaint.  Retaliation includes, but is not limited to, 
any form of intimidation, reprisal or harassment. 

 
VII.  RIGHT TO ALTERNATIVE COMPLAINT PROCEDURES 
 

These procedures do not deny the right of any individual to pursue other avenues of 
recourse that may include filing charges with the Commissioner of Education, initiating 
civil action or seeking redress under state criminal statutes and/or federal law.   

 
VIII. SEXUAL HARASSMENT OR SEXUAL VIOLENCE AS SEXUA L ABUSE 
 

Under certain circumstances, sexual harassment or sexual violence may constitute sexual 
abuse under New Hampshire law.  In such situations, the School District shall comply with 
said law. 

 
 Nothing in this policy will prohibit the School District from taking immediate action to 

protect victims of alleged sexual abuse. 
 
IX.    DISCIPLINE 

The School District will take such disciplinary action it deems necessary and appropriate, 
including warning, suspension or immediate discharge to end sexual harassment and sexual 
violence and prevent its recurrence. 

 
X.  BY-PASS OF POLICY 

Any individual with a sexual harassment complaint may choose to bypass this Policy and 
accompanying regulation and proceed directly to: N.A. Commission on Human Rights or 
Office of Civil Rights  

 
 Administrative Rules  
 ED 303.01 (j) 
 Appendix: GBAA-R 
    JBAA-R 
    BBA-R 
 Revised:  November, 1999 
 Revised:  July, 1998   
 Revised 5-24-05 
 Adopted by WSB 7/5/05 
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Windham School District Policy       JBAA-R 
 

SEXUAL HARASSMENT AND SEXUAL VIOLENCE 
REPORT FORM 

 
General Statement of Policy Prohibiting Sexual Harassment 
 

The School District maintains a firm policy prohibiting all forms of discrimination 
based on sex.  Sexual harassment and sexual violence against students or employees is 
sex discrimination.  All persons are to be treated with respect and dignity.  Sexual 
violence, sexual advances or other forms of personal harassment by any person, male or 
female, which create an intimidating, hostile or offensive environment, will not be 
tolerated under any circumstances. 

 
Complainant:               
 
Home Address:              
 
Work Address              
 
Home Phone :        
 
Work Phone:         
 
Date of Alleged Incident(s) 
 
              
 
Name of person you believe sexually harassed or was sexually violent toward you. 
 
              
 
              
 
List any witnesses that were present.  
 
              
 
              
 
Where did the incident(s) occur? 
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Windham School District Policy       JBAA -R 
 

Sexual Harassment and Sexual Violence Report Form 
(continued) 

 
Describe the incident(s) as clearly as possible, including such things as:  what force, if any, was 
used; any verbal statements (i.e., threats, requests, demands, etc.); what, if any, physical contact 
was involved; what did you do to avoid the situation, etc.  (Attach additional pages if necessary.) 
 
              
  
              
 
              
 
              
 
              
 
              
 
              
 
              
 
 
 
This complaint is filed based on my honest belief that      
has sexually harassed or was sexually violent to me.  I hereby certify that the information I have 
provided in this complaint is true, correct and complete to the best of my knowledge and belief. 
 
(Complainant Signature)            
  
(Date)              
          
Received by:                   
        
(Date)                   
          
  

Policies:  GBAA & JBAA 
 Revised:  November, 1999 
 Revised:  July, 1998 
 Revised 5-24-05 
 Adopted by WSB 7/5/05 
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Windham School District Policy   JCA 
 

CHANGE OF SCHOOL ASSIGNMENT  
 
In circumstances where the best interests of a pupil warrant a change of school or assignment, 
the Superintendent is authorized to re-assign a pupil from the public school to which he/she is 
currently assigned to another public school, or to approve a request from another superintendent 
to accept a transfer of a pupil from a school district that is not part of the SAU, under the 
following conditions and procedure. 
 
CONDITIONS AND PROCEDURES FOR RE-ASSIGNMENT 
 
 1. The parent(s) or legal guardian(s) (or superintendent of another SAU) shall make a 

written request to the Superintendent for a change of school assignment. 
 

 In the request, the parent(s)/legal guardian(s) shall state why the best interests of the pupil 
warrant a reassignment. 

 
 2. The Superintendent shall fully consider this written request, shall meet with the parent(s) 

or legal guardian(s), if necessary, and shall make a decision concerning the re-assignment 
request. 

 
 3. The Superintendent's decision shall be based on the best interests of the pupil, as 

determined by the Superintendent. The Superintendent may develop administrative 
regulations concerning the factors that will be considered in making such a determination. 

 
 4. If the Superintendent determines that the best interests of the pupil warrant a  same 

school district, (b) another school district within the same SAU, or (c) a school district in 
another SAU, subject to the pupil meeting the admission requirements of such school, and 
subject to the agreement of the superintendent of the receiving SAU. 

 
 5. The Superintendent's re-assignment decision shall be in writing, and shall be final and 

binding. 
 
 6. The total reassignments or transfer made under this policy in any one school year shall 

not exceed one (1) percent of the average daily membership in residence of a school district, 
or five (5) percent of the average daily membership in residence of any single school, 
whichever is greater.  

 
 7. Reassignments made under this policy which exceed the percentages provided in #6 

above, must be have the prior written approval of the School Board. 
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Windham School District Policy   JCA   
 

CHANGE OF SCHOOL ASSIGNMENT  
(continued) 

 
Count of Re-Assigned Pupils. Tuition Payment and Rate, and Transportation 
 
Pupils reassigned under this policy shall be counted in the average daily membership in 
residence of a given pupil's resident school district. Said pupil's resident district shall forward 
any tuition payment due to the District to which said pupil was assigned. 
 
The superintendents involved in the reassignment of a pupil shall jointly establish a tuition rate 
for each such pupil. Some or all of the tuition may be waived by the superintendent of the 
receiving district for good cause shown, or pursuant to any applicable policy (ies) of the 
receiving district, presuming said action is not contrary to law. 
 
The cost of transportation for any pupil re-assigned under this policy shall be the sole 
responsibility of the parent/legal guardian. 
 
Role of Department of Education 
 
The Superintendent of the pupil's resident SAU shall notify the Department of Education within 
thirty (30) days of any reassignment made under this policy. 
 
Manifest Educational Hardship Change of Assignment 
 
When a parent(s)/legal guardian(s) believe that an initial assignment has been made which ill 
result in a manifest educational hardship to the pupil, said parent(s)/legal guardian(s) may seek a 
change of assignment in accordance with RSA 193:3 I. and II., and Policy JEC, Manifest 
Educational Hardship. 
 
Statutory/Regulatory /Policy Cross References 
 
 RSA 193:3, III. (Change of School Assignment) 
 RSA 193:3, I. and II. (Manifest Educational Hardship) 
 RSA 193:14-a (Change of School Assignment; Duties of State Board of Education) 
 NHSBA Sample Policy JEC (Manifest Educational Hardship) 
 NHSBA Sample Policy JFAB (Admission of Non-Resident Students) 
  
 NEW POLICY, DECEMBER 2001 
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Windham School District Policy  JEA 
 
 

COMPULSORY ATTENDANCE AGE  
 
Compulsory attendance shall be required of all children in accordance with RSA 193:1.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Statutory Reference: 
 RSA  193:1 
 Revised:  July, 1998 
 Revised 5-24-05 
 Adopted by WSB 7/5/05 



Windham School District Policy  JEB   
 

ENTRANCE AGE REQUIREMENTS  
 
A student may enter grade one if his/her chronological age will be six before September 30 of 
the year of entering school. 
 
A student may enter kindergarten if his/her chronological age will be five before September 30 
of the year of entering school. 
 
A birth certificate must be presented upon registration as proof of the date of birth. 
 
In-coming transfer students in grades 2-8, inclusive, will be initially placed in accordance with 
the data forwarded by the sending District.  Such placement is tentative and subject to 
reassignment by the Superintendent of Schools or his/her designee. 
 
In-coming transfer students in grade 1 will only be initially admitted to grade 1 if their 
chronological age will be six before December 31 of the year of entering school or if previously 
enrolled in grade 1 in another community and attending local schools only on a temporary basis 
(10 months or less).  Such placement is tentative and subject to reassignment by the 
Superintendent. 
 
 
 
 
 
 
 
 
 
 
 
 
 Statutory Reference: 
 RSA  193:1 
 
 
 Revised:  November, 1999 
 Revised:  July, 1998 
 
 Revised 5-24-05 
 Adopted by WSB 7/5/05 
 
 
 
 
 
 
 
 
 
 



Windham School District Policy  JEC 
 

MANIFEST EDUCATIONAL HARDSHIP 
 
Resident students of the District shall be assigned to a public school within the District by the 
Superintendent, or designee. 
 
The Board recognizes that in unusual and extraordinary circumstances, parent(s) or guardian(s) 
may wish to request a change of assignment to another public school within the District, or a 
public school in another district. When the parent(s) or guardian(s) believe that the assignment 
that has been made will result in a manifest educational hardship to the student, the Board will 
consider these requests, according to the procedure outlined below. 
 
Procedure for Consideration of a Manifest Educational Hardship Request 
 
The following procedures will be utilized where a parent(s) or guardian(s) seeks a change of 
assignment within the District, or a waiver of assignment from attending any school in the 
district based on an assertion that the current assignment constitutes a manifest educational 
hardship: 
 
 1. The parent(s) or guardian(s) shall make a written request, through the Superintendent's 

office, detailing the specific reasons why they believe that the current assignment constitutes 
a manifest educational hardship.  Any such written request shall be made by the parent(s) or 
guardian(s) within fifteen (15) days of the assignment made by the Superintendent or 
designee.  

 
 2. The Board will schedule a time at a regular board meeting held within thirty (30) days of 

receipt of the written request of the parent(s) or guardian(s) to hear the parent(s) or 
guardian(s) request. At such time, the parent(s) or guardian(s)may address the Board. The 
Board will hear the parent(s) or guardian(s) request in non-public session, subject to the right 
of the parent(s) or guardian(s) to  have the matter heard in public session under RSA 91-A:3 
II. (c). 

 
 3. The parent(s) or guardian(s) of the student may use whatever information they deem is 

appropriate to support their request.  At a minimum, however, the parent(s) or guardians(s) 
must submit information demonstrating to the School Board that the current assignment is 
detrimental or has a negative effect on the student. 
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Windham School District Policy  JEC 
 

MANIFEST EDUCATIONAL HARDSHIP 
(continued) 

  
 4. In determining whether the current assignment of the student constitutes a  manifest 

educational hardship, and what the corresponding appropriate action should be (which may 
include, but not be limited to, assignment to a public school in another district) the Board 
shall consider all information given it by the parent(s) or guardian(s), the recommendations 
of the Superintendent, and any other information which the Board deems relevant and useful. 

 
 5. The Board reserves the legal right to make a determination on whether a given request 

constitutes a manifest educational hardship, and what the corresponding action should be, on 
a case by case basis. 

 
 6. The Board will render its decision in writing within fifteen (15) days after the Board 

meeting in which the parent(s) or guardian(s) addressed the Board, and will forward its 
written decision to the parents or guardians via US mail. 

 
 7. If a parent or guardian is aggrieved by the decision of the Board, he/she may appeal to the 

State Board of Education in accordance with the provisions of Ed 200. 
 
 
 
 
 
Statutory/Regulatory References 
 
 RSA 193:3,  which requires each school district to establish a policy on change of  
 assignment due to manifest educational hardship 
 RSA 193:14-a 
 RSA 91-A:3 II. (c) 
 Ed 320,  which are the State Board of Education Rules concerning manifest  
 educational hardship 
 Ed 200 et seq. 
 Lisbon Regional School District v. Landaff School District, 114 NH 674 (1974) 
 
 
 
 Revised:  July, 1998 
 Revised 5-24-05 

Adopted by WSB 7/5/05 
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Windham School District Policy   JF   
 

STUDENT ADMISSION TO/WITHDRAWLS FROM SCHOOL/ENROLLM ENT 
 

It is the policy of the Board that all students enrolling in school must do so on a full-time basis.  
"Full-time basis" shall be defined as attending classes for the full instructional day within the 
public school system or in conjunction with another state-accredited institution such as a 
vocational-technical school or a college or university for concurrent enrollment.  The only 
exception to this policy shall be for fifth-year seniors and a special education student who’s IEPs 
require variations of student schedules.  In the event the State Department of Education advises 
that part-time students can be counted for state aid purposes, the Board will reconsider this 
policy. 
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Windham School District Policy  JFA   
 

RESIDENCY 
 

Residency for the purpose of enrollment in a District school shall be defined by RSA 193:12. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Statutory Reference: 
 RSA  193:12 
 Technical Advisory JFA - R 
 
 Revised:  November, 1999 
 Revised:  July, 1998 
 Revised 5-24-05 
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Windham School District Policy       JFA-R  
 

TECHNICAL ASSISTANCE ADVISORY 
 

RESIDENCY 
Purpose. 
 
The purpose of this Technical Assistance Advisory is to clarify existing law with respect to 
a pupil’s district of residency and school district liability for educational costs when a child 
is placed in a home for children; the home of a relative or friend by the Department of 
Health and Human Services or a court of competent jurisdiction pursuant to RSA 169-B, 
RSA169-C, RSA 169-D, or RSA 463; health care facility; or state institution.  
 
Definitions.  The following definitions shall apply: 
  
(a)  “Legal residence” means, in the case of a minor, where the parents reside, except: 
 

(1) If parents live apart and are not divorced, legal residence is the residence of the parent 
with whom the child resides.  
 
(2) If parents are awarded joint legal custody the legal residence of a minor child is the 
residence of the parent with whom the child resides.   
 
(3) If a parent is awarded sole or primary physical custody, legal residence of a minor 
child is the residence of the parent who has sole or primary physical custody.  
 
(4) If the parent with sole or primary physical custody lives outside the state of New 
Hampshire, a minor child does not have residence in New Hampshire. 
 
(5)  If the parents are awarded joint or shared physical custody legal residence of a minor 
child is the residence of whichever parent has primary physical custody.  If primary 
physical custody is not awarded by a court of competent jurisdiction, the legal residence 
of a minor child is the residence of the parent with whom the child resides more than 
50% of the school week, or 3 days out of the 5-day school week. 

 
(b)  “Legal guardian” means a person appointed by a probate court in New Hampshire or a court 
of competent jurisdiction in another state, territory, or country.  A legal guardian shall not be 
appointed solely for the purpose of allowing a pupil to attend school in a district other than the 
district of residence of the minor’s parent or parents. 
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Windham School District Policy      JFA-R  
 

Technical Assistance Advisory 
(continued) 

 
(c)  “Legal resident” as defined in RSA 193:12, III means:  
 

(1) Legal resident of a school district is “a natural person who is domiciled in the school 
district and who, if temporarily absent, demonstrates intent to maintain a principal dwelling 
place in the school district indefinitely and to return there, coupled with an act or acts 
consistent with that intent.   

 
(2) A married person may have a domicile independent of the domicile of his or her spouse.   

 
(3) If a person removes to another town with the intention of remaining there indefinitely, 
that person shall be considered to have lost residence in the town in which the person 
originally resided even though the person intends to return at some future time.   

 
(4) A person may have only one legal residence at a given time.” 

 
(d)    “Home for children or health care facility” means any  
 
        (1) Orphanage; 
  
        (2) Institution for the care, treatment, or custody of children; 
  
        (3) Child care agency as defined by RSA 170-E: 25, II and III;  
  
        (4) A residential school approved under RSA 186:11, XXIX; or 
 
        (5) A program approved pursuant to Ed 1133.  
 
(e)    “Child of homeless parents” means a child whose parents:  
 
        (1) Lack a fixed, regular and adequate residence; or  
 

(2) Have a primary nighttime residence in a supervised publicly or privately operated 
shelter for temporary accommodations such as: 

  a. Public assistance hotels,  
  b. Emergency shelters,  
  c. Battered women’s shelters, and transitional housing facilities, or  

d. A public or private place not designated for, or ordinarily used as, a regular 
sleeping accommodation for human beings. 
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Windham School District Policy      JFA-R  
 

Technical Assistance Advisory 
(continued) 

 
(f) “Home of a relative or friend” means an unlicensed home of a relative or friend where a 
child has been placed by the Department of Health and Services or a court of competent 
jurisdiction. “Friend” means any non-relative. 
 
(g)  “Legal custody” means an award of legal custody by a court of competent jurisdiction, in 
this state or in any other state.  A parent shall not have legal custody if legal custody has been 
awarded to some other individual or agency, even if that parent retains residual parental rights. 

 
(h)  “Placement” means the physical placement of a child in a residence.  For purposes of 
assigning financial or programmatic responsibility for a child’s education or special education 
and related services, it shall not include incidental, transient, or short-term stays of an emergency 
nature 

 
 Legal Residence and Right of Attendance 

 
(a)   No person shall attend school, or send a pupil to the school, in any district of which the 
pupil is not a legal resident, without the consent of the district or of the school board. 
 
(b)   In accordance with RSA 189:1-a, “It shall be the duty of the school board to provide, at 
district expense, elementary and secondary education to all pupils who reside in the district until 
such time as the pupil has acquired a high school diploma or has reached age 21, whichever 
occurs first; provided, that the board may exclude specific pupils for gross misconduct or for 
neglect or refusal to conform to the reasonable rules of the school, and further provided that this 
section shall not apply to pupils who have been exempted from school attendance in accordance 
with RSA 193:5.” 
 
(c)   “Whenever any child is placed and cared for in any home for children, or is placed by the 
department of health and human services in the home of a relative or friend of such child 
pursuant to RSA 169-B, RSA 169-C, RSA 169-D, or RSA 463, such child, if of school age, shall 
be entitled to attend the public schools of the school district in which said home is located unless 
such placement was solely for the purpose of enabling a child residing outside said district to 
attend such schools, provided that the school district for a child placed in a group home, as 
defined in RSA 170-D:25,II(b), within a cooperative school district, shall be the cooperative 
school district.”   (RSA 193: 28) 
 
Education Of A Child Placed And Cared For In Any Home For Children. 
 
(a)   Nothing shall limit or abridge the right of any child placed and cared for in any home for 
children, as defined in RSA 193:27, to attend school in the district in which the home is located. 
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Technical Assistance Advisory 
(continued) 

 
 (b)   Any child placed in the home of a relative or friend by the Department of Health and 

Human Services, or by a court pursuant to RSA 169-B, RSA 169-C, RSA 169-D, or RSA 463, 
may attend the public schools of the school district in which the home for children or home of 
the relative or friend is located. 

 
(c)   Whenever a parent or guardian voluntarily places a child with a relative at the 
recommendation or  request of the Department of Health and Human Services, that child shall be 
permitted to attend the public schools of the school district in which that relative resides 
provided that: 

 
“Upon request of the school district, the Department of Health and Human Services shall 
confirm that the department recommended or requested that the child be placed with the relative 
to promote the child’s well being, and not for the purpose of allowing the child to attend school 
in the district where the relative resides; and  
 
Upon request of the school district, the relative shall take reasonable steps to secure a court 
award of guardianship over the child; the child being allowed to attend school in that district 
while the relative seeks guardianship.” (RSA 193:12,V,a) 
 
“Upon request of the school district, the Department of Health and Human Services shall 
confirm that the department recommended or requested that the child be placed with the relative 
to promote the child’s well being, and not for the purpose of allowing the child to attend school 
in the district where the relative resides; and  
 
Upon request of the school district, the relative shall take reasonable steps to secure a court 
award of guardianship over the child; the child being allowed to attend school in that district 
while the relative seeks guardianship.” (RSA 193:12,V,a) 
 

Legal Guardianship 
 

(a)   Legal guardianship shall not be appointed solely for the purpose of allowing a  pupil to 
attend school in a district other than the district of residence of the minor’s  parent or parents.   
 
(b)   Whenever a petition for guardianship or legal custody is filed in a court of competent 
jurisdiction on behalf of a relative of a child, other than a parent, the child shall be permitted to 
attend school in the district in which the relative of the child resides pending a court 
determination relative to custody or guardianship. 
 
(c)   Upon the request of the school district, the relative shall take reasonable steps to secure a 
court award of guardianship over the child, and the child shall be allowed to attend school in that 
district while the relative seeks guardianship. 
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Technical Assistance Advisory 
(continued) 

 
(d)   Any change of legal guardianship shall be filed with and approved by the probate court. 
 
(e)    If guardianship papers are filed with the probate court, the pupil shall be entitled to attend 
school in the district in which the guardian resides. 
 
(f)    Once guardianship is approved, the pupil shall be a resident of the school district in which 
the guardian resides. 
 

Liability of School District for Special Education Costs. 
(a)    If a child is: 
 

(1)  placed in a home for children, the home of a relative or friend by the Department of    
Health and Human Services or a court of competent jurisdiction pursuant to RSA 169-B, 
RSA 169-C, or RSA 463, health care facility, or state institution; and  

 
(2)  the child is not in the legal custody of a parent or if the parent resides outside the state, 
then the school district in which a child most recently resided prior to such placement shall 
be liable for the cost of special education and related services.  However, if the child is 
retained in the legal custody of a parent residing within the state, the school district in which 
the parent resides shall be liable for the cost of special education and related services.  
      

 
(b)   If custody is transferred subsequent to the original placement of a child in a home for 
children, the home of a relative or friend in which a child is placed by the Department of Health 
and Human Services or a court of competent jurisdiction pursuant to RSA 169-B, RSA 169-C, 
RSA 169-D, or RSA 463, health care facility, or state institution, then the “sending district” shall 
be, from the change in legal custody or guardianship forwards, that district in which the child 
resided at the time of the original placement. 
 
(c)   If a pupil 17 years of age or older, who is living independently, is placed in a non-residential 
facility by the Department of Health and Human Services or a court of competent jurisdiction 
pursuant to RSA 169-B, RSA 169-C, RSA 169-D, or RSA 463, the pupil shall be considered a 
resident of the school district in which he/she is living. 
    
(d)   If a pupil 17 years of age or older is placed in a residential facility by the Department of 
Health and Human Services or a court of competent jurisdiction pursuant to RSA 169-B, RSA 
169-C, RSA 169-D, or RSA 463, the school district which was liable for the cost of special 
education and related services immediately prior to the pupil’s 17th birthday shall remain the 
school district of liability.  
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Technical Assistance Advisory 
(continued) 

 
(e)   If a child is placed by the Department of Health and Human Services or a court of 
competent  jurisdiction pursuant to RSA 169-B, RSA 169-C, RSA 169-D, or RSA 463, and the 
parent resides outside the state of New Hampshire, the district of liability shall be determined in 
accordance with  the interstate agreement. 
 
Appeals: Residency  
 
(a)  The superintendent shall decide all residency issues within a school district. 
 
(b)   If more than one school district is involved in a residency dispute or the parents who live 
apart cannot agree on the residence of a minor child, the respective superintendents shall jointly 
make   such decision. 
 
(c)   In those instances when an agreement between superintendents cannot be reached within 10 
days, the Commissioner of Education shall make a determination. 
 
(d)   The Superintendents shall jointly submit to the Commissioner a written Request for 
Determination of Residency identifying the specific issues involved in the residency dispute. 
 
(e)   The Commissioner, upon receipt of the written Request for a Determination of Residency, 
shall utilize the provisions of Ed 200, except that Ed 213 shall apply to a proceeding before the 
Commissioner. 
 
(f)   A decision of the Commissioner of Education may not be appealed to the State Board of 
Education. 
 
(g)   If the residency dispute does not involve more than one school district the dispute shall be 
resolved by the local school board.  Such decision may be appealed to the State Board in 
accordance with Ed 200. 
 
(h)  During the pendency of a determination of residency, a pupil shall remain in attendance in 
the pupil’s current school. 

 
Appeals: District of Liability 
 
(a)  The State Board of Education shall determine the district of liability in disputes involving a 
special education child placed in the home of a relative of that child by the Department of Health 
and Human Services, or placed in the home of a relative or friend by a court pursuant to RSA 
169-B, RSA 169-C, RSA 169-D, or RSA 463. 
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TECHNICAL ASSISTANCE ADVISORY 
RESIDENCY:  HOMELESS CHILDREN AND YOUTH 

 
 (b)  Such determination shall be made in accordance with rules adopted by the State Board of 

Education.  
 
Non-residents. 
 
(a)   No person shall attend school, or send a pupil to the school, in any district of which the 
pupil is not a legal resident, without the consent of the district or of the school board except as 
otherwise provided by law or a local school board policy. 

 
 (b)   Each school district shall adopt an admission and attendance of non-resident student’s 

policy. 
 
Purpose 
 
The purpose of this advisory is to provide clarification concerning the education of homeless 
students in New Hampshire.  Varying Interpretations of homelessness, school placement, and 
New Hampshire Residency Law regarding homeless students have led to confusion and in 
certain instances have prohibited children from enrolling and attending school.  This advisory 
addresses the basic requirements for school districts to meet the needs of homeless students and 
answers some of the most frequently asked questions. 
 
Definition  
 
The Stewart B. McKinney Homeless Assistance Act, Subtitle VII-B: Education of Homeless 
Children and Youth, protects homeless children and youth from being excluded from school 
enrollment due to the nature and impermanence of their night-time residence.  Under the 
McKinney Act, school districts must review any rules or regulations, practices, or policies that 
may act as barriers to the enrollment of homeless children and undertake steps to revise such 
regulations, practices or policies to assure that homeless children and youth are afforded the 
same opportunities as non-homeless children and youth. 
 
“New Hampshire Education for Homeless Children and Youth”, means as part of the Stewart B. 
McKinney Homeless Assistance Act, that a homeless child has the right to: 
 
 • A free, appropriate public education. 
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Technical Assistance Advisory 
Residency: Homeless Children and Youth 

(continued) 
 
 • Remain in the school of origin (last school attended or school attended when child lost 

housing) for the remainder of the academic year, or if the child or youth became homeless 
between academic years, for the following academic year, or attend the school nearest their 
shelter or temporary home.  To the extent feasible, the Local Education Agency (LEA) shall 
comply with the request made by the parent or guardian regarding school placement, 
regardless of whether the child or youth lives with the homeless parent(s) or is temporarily 
living elsewhere. 

 • Immediate enrollment, even when school or medical records cannot be produced at the time 
of enrollment. 

 • A priority to pre-school programs. 
 
Which school may a homeless child attend? 
There are options, whichever is in the best interest of the child or youth, either  
 
1. The school of origin, which is the school attended when last permanently housed, or the 

school in which the child was last enrolled; or 
 
2. Any school in which non-homeless students living in the attendance area are eligible to 

attend. In making a determination of school attendance, the best interest of the child and the 
request of the parent and/or youth are to be considered. 

 
3. Any school in which non-homeless students living in the attendance area are eligible to 

attend. In making a determination of school attendance, the best interest of the child and the 
request of the parent and/or youth are to be considered. 

 
Is there any reason to delay enrolling a homeless child or youth? 
No.  Lack of school records or immunizations cannot prevent a homeless student from enrolling 
in a new school.  It is the responsibility of the new school to request health and academic records 
from the previous schools in a “timely manner” and to refer parents and/or youth to a physician 
or to a free or low cost clinic for any required immunizations.  Homeless students do not need to 
wait until academic or health records arrive to attend the new school.  Federal law requires 
immediate enrollment of homeless children and youth. 
 
Who is considered homeless? 
If a family, out of necessity, because of lack of housing, must reside in a shelter, motel, vehicle, 
campground, on the street, or doubled up with family or friends, they are homeless.  Children 
and youth living under these or similar circumstances with or without other family members, are 
considered homeless. 
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NEW HAMPSHIRE DEPARTMENT OF EDUCATION 
Questions and Answers Regarding Homelessness 

(continued) 
  
Does homelessness have to be proven? 
No.  If a family reports they are homeless, the case must be decided individually. Present living 
conditions (i.e., shelter, campground, motel, hotel or doubled-up families) should be reviewed 
according to present situation of the family and relative permanence and adequateness of the 
living environment.  
  
Does residency have to be proven in order for a homeless child to enroll in school? 
No.  Proof of residency is not required for the enrollment of homeless children.  A school may 
require the parents or guardian of a homeless child to submit an address or other information for 
contact purposes, as they would for any non-homeless child enrolling in their school. 
 
How does the New Hampshire Residency Law deal with school enrollment of homeless 
students?  
 • RSA 193:12 (IV) provides the definition of a homeless child and exceptions to legal 

residence requirements for homeless pupils.  Homeless pupils may attend school in either 
the district the child/youth is presently residing or, if parents and another district agree, in 
the best interest of the child, for continuity of education, remain in the school the 
child/youth was attending when he/she became homeless (known as the school of origin). 

 • In those cases when there appears to be a conflict in state law and federal law with 
respect to homeless students, federal law prevails.                                            

 
What if there is a disagreement on school placement between two superintendents? 
The following procedures are in place if superintendents are not able to reach a placement 

agreement, taking into consideration the best interest of the student(s), and request of the 
parent(s):  

 
 • The Coordinator for the Education of Homeless Children and Youth, Lynda Thistle 

Elliott  (271-3840) may be called upon to help resolve differences. 
 • In those instances when an agreement between superintendents cannot be reached within 

10 days, the Commissioner of Education will make a determination. 
 • The Superintendents shall jointly submit to the Commissioner a written Request for 

Determination of Residency identifying the specific issues involved in the residency 
dispute. 

  
 
 

 
 

9 of 10 
 

Revised 5-24-05 
Adopted by WSB 7/5/05 
 
 
 
 



Windham School District Policy      JFA-R  
 

NEW HAMPSHIRE DEPARTMENT OF EDUCATION 
Questions and Answers Regarding Homelessness 

(continued) 
 

• The Commissioner, upon receipt of the written Request for Determination of Residency, 
shall utilize the provisions of Ed 200, except that Ed 213 shall apply to a proceeding 
before the Commissioner. 

 • A decision of the Commissioner of Education may not be appealed to the State Board of 
Education. 

 
What if there is a school placement dispute between homeless constituents and Local 
Education Agencies (LEAs)? 
The following steps are provided when there is a placement dispute between parents/youth and 
LEAs: 
 • Informal discussion between school district personnel and homeless parents/or or 

homeless youths to reach a mutually agreeable solution. 
 • The State Coordinator for the Education of Homeless Children and Youth (271-3840) 

may be called upon to help resolve continued differences. 
 • If the residency dispute does not involve more than one school district the dispute shall 

be resolved by the local school board.  Such decision may be appealed to the State Board 
of Education.  The State Coordinator will provide information to the homeless parents 
and or youths and the school district about the state appeals process in accordance with 
the New Hampshire Code of Administrative Rules, Chapter Ed 200. 

 • During the pendency of a determination of residency, a pupil shall remain in attendance 
in the pupil’s current school. 

 
Where can you call for more information? 
If you have questions about enrolling homeless children or youth or providing services please 
call the Department of Education Homeless Education Program at 271-3840 or e-mail 
LthistleElliott@ed.state.nh.us.  
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ADMISSION OF RESIDENT STUDENTS 
 
The school district of residence of a student is defined by RSA 193:12, II. 
 
New Resident Students 
 
All new resident students, accompanied by parent or guardian, should register at school before 
opening day and as early as possible. 
 
Children entering school for the first time must have proof of physical examination, 
immunization records, a copy of the child's birth certificate and proof of residency satisfactory to 
the Superintendent or his/her designee.  Principals or their designees will meet with new children 
and parents and to explain school programs. 
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ADMISSION OF NON-RESIDENT STUDENTS 
(And Tuition) 

 
Nonresident students may attend District Schools when their attendance has been approved by 
the Board. Tuition will be charged at a rate set by the Board and billed quarterly in advance to 
the sending District or parent responsible for payment. When a sending district is responsible for 
tuition, approval must be received from the sending district school board. 
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Procedures for Non-Residents who are relocating to Windham, New Hampshire 
 

Anticipated Occupancy within 60 school days 
 
1. Provide a copy of the purchase and sale agreement that includes the anticipated occupancy 
date to the school office. 
 
2. Provide a letter to the Superintendent of Schools asking for permission to register at a 
Windham school before they are legal residents. 
 
3. If the anticipated occupancy date is less than 60 school days, the superintendent has the ability 
to allow the parent to register the student at a Windham Public School. In all cases, parents will 
be informed that if occupancy is not granted by the Town of Windham within 60 school days, the 
parents will be assessed tuition on a prorated daily basis for school attendance beyond the 60-day 
limit. 
 
4. The school office is responsible for tracking and obtaining the occupancy permit within the 60 
school day time limit. 
 
5. If extenuating circumstances exist that extend beyond the original anticipated occupancy, the 
school office will contact the superintendent’s office.  
 

 
Anticipated Occupancy is greater than 60 school days 

 
1. Provide a copy of the purchase and sale agreement that includes the anticipated occupancy 
date to the school office. 
 
2. Provide a letter to the Superintendent of Schools asking for permission to register at a 
Windham school before they are legal residents. 
 
3. If the anticipated occupancy date is greater than 60 school days, the superintendent will 
present the case to the Windham School Board for approval.  
 
4. In all instances where occupancy is granted beyond the 60-day grace period, tuition will be 
charged at a prorated daily rate. 
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FOREIGN EXCHANGE STUDENTS 
  
 Purpose  
 
In order to promote cultural awards and understanding and to provide diverse experiences to 
district students, the board shall admit foreign exchange students into the schools of the district. 
 
 Authority 
 
The board shall accept foreign exchange students who meet the established guidelines for 
admission to district schools. 
 
The board may accept exchange students on a J-1 Visa who reside within the district as 
participants in group-sponsored exchange programs approved by the board.  The board may 
waive tuition for these exchange student(s). 
 
The board shall accept privately sponsored exchange students on a F-1 Visa for attendance in 
secondary schools upon payment of tuition at the established district rate; tuition payments may 
not be waived.  The period of attendance shall not exceed twelve (12) months. 
 
The board reserves the right to limit the number of foreign exchange students admitted to the 
school. 
 
 Delegation of Responsibility 
 
The superintendent or designee shall be responsible for determining the visa status and eligibility 
of foreign exchange students applying for admission to district schools. 
 
Foreign exchange students shall comply with all immunization requirements for students.  Once 
admitted, all exchange students shall be subject to all district policies and regulations governing 
students. 
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ADMISSION OF FOREIGN EXCHANGE STUDENTS 
 
Academic Requirements 
 
No student will be admitted who has already graduated from the equivalent of twelfth grade or 
who will reach the age of twenty-one years on or before September 15 of that school year. 
 
The student must have average or above-average grades in school at home and must not require 
special education services in order to function in the regular academic program. 
 
The student must have sufficient knowledge of the English language to enable effective oral and 
written communication and to function in a regular educational setting without special 
assistance.  If a student's English proficiency is found to be insufficient to function in the regular 
Instructional program  without special assistance, the exchange program or private sponsor must 
provide a tutor or make other educational arrangements for the student at their expense.  If the 
program or sponsor fails to do so, the student will be withdrawn and INS will be notified. 
 
The district will not provide foreign students with admission to special education programs.  
English as a Second Language programs, post secondary options or other special programs. 
 
Students are expected to take five classes per term including one language arts or English class 
and one American history or government class and expected to maintain passing grades in all 
classes. 
 
General Requirements 
 
Foreign students will be treated as regular students.  They are responsible for complying with all 
district policies and regulations. 
 
Foreign students are expected to pay for all lunches, books, athletic and student activity fees and 
other fees, yearbook costs, and all other expenses normally borne by students in the district.  
Foreign students are not entitled to free or reduced prices for lunches. 
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ADMISSION OF FOREIGN EXCHANGE STUDENTS 
 (continued) 

 
The eligibility requirement of the NHIAA will be fo llowed. 
 
The sponsor, host family and local program representative must maintain personal contact with 
the school, must be available and willing to meet with school personnel when problems or 
circumstances require and must assume full and final responsibility for resolving problems 
including the early returns of the student if personal, family or school difficulties cannot be 
resolved. 
 
If a student's grades, conduct or discipline are deemed unsatisfactory by the school, the student 
may be withdrawn. 
 
Admissions process 
 
Approvals for admission must be obtained from the district, between April 15th and July 31st, for 
the following school year or between October 15th and December 15th for the second semester, 
except under unusual circumstances. 
 
All applications will be screened by the superintendent or designee before they are forwarded for 
review and approval of the principal of the school where admission is being requested. 
 
The student must attend the school in the attendance area in which the host family or sponsor 
lives, unless an appropriate transfer is approved by the district. Should a large number of foreign 
students be scheduled for a particular school, a transfer to another school may be recommended 
by the district in order to create a balance in foreign student enrollment.   
  
Upon the student's arrival in the district, the adult sponsor (host family and/or local 
representative of the exchange program) and student must come to the school to complete the 
enrollment process.  Students must arrive in sufficient time for attendance on the first day of 
school. 
 
 Students requesting admission must submit: 
 
 1. Birth certificate or other proof of age. 
 2. Recent official transcript with English translation reflecting courses taken and grades 

earned 
 3. Records showing any required immunizations 
 4. Evidence of medical insurance that will cover the student while residing in the district. 
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ADMISSION OF FOREIGN EXCHANGE STUDENTS 
 (continued) 

 
 5. A letter of application written in English by the student that provides pertinent 

information about the student, including student's name, age, birth date, home address and 
phone number, level of education, reasons for wanting to attend school in the district and the 
projected duration of enrollment. 

 
 6. The names, addresses and phone numbers of the exchange student's own 

parents/guardians, the host family and the local exchange program representative. 
 
 7. Proof of English proficiency, including evidence that the student has successfully 

completed a minimum of three years of instruction in English and a letter of recommendation 
from the English language teacher documenting the level of proficiency or evidence that the 
student has passed a test of English language proficiency, such as the SLEP, TOEFL or FSI. 

 
 8. A notarized temporary custody agreement between the student's parents and the host 

family and/or exchange program. 
 
  Private sponsors must submit: 
 
  a. Proof of residence; or 
 
  b. Affidavit of support, including the following supporting evidence: 
 
   • A statement from an officer of a bank or other financial institution in which 

deposits are recorded giving details regarding the date the 
 
   • A statement from the employer on letterhead stationery showing the date and 

nature of employment, the salary paid and whether the position is temporary or 
permanent 

 
   • If self-employed, a copy of the last income tax return filed 
 

Only programs designated by the United States Information Agency will be considered for 
placement of foreign students on J-1 visas. 

 
The program must have a local representative residing in or near the district who will meet 
with the student, host family, and school personnel on a regular basis. 
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ADMISSION OF FOREIGN EXCHANGE STUDENTS 
 (continued) 

 
Orientation, both pre-departure and upon arrival in the United States, must be provided to help 
foreign students adjust to a new culture.  Ongoing contact and support from the local 
representative of the exchange program must also be provided. 
 
Orientation must be provided to the host family in advance of the foreign student's arrival.  The 
family should be acquainted with the needs and requirements of housing a visitor for a long 
period of time, advised of potential problems in hosting a foreign student and provided with 
suggestions for coping with these problems.  Ongoing contact and support from the local 
representative  of the  exchange program must also be provided. 
 
  
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 Revised:  November, 1999 
 New policy:  April, 1999 
 Revised 5-24-05 
 Adopted by WSB 7/5/05 

 
4 of 4 

 
 

 
 
 
 



Windham School District Policy  JFABD  
 

ADMISSION OF HOMELESS STUDENTS 
 
To the extent practical and as required by law, the district will work with homeless students and 
their families to provide stability in school attendance and other services.  Special attention will 
be given to ensuring the enrollment and attendance of homeless students not currently attending 
school.  Homeless students will be provided district services for which they are eligible, 
including Head Start and comparable pre-school programs, Title I, similar state programs, 
special education, bilingual education, vocational and technical education programs, gifted and 
talented programs and school nutrition programs. 
 
Homeless students are defined as (per NCLB definitions) lacking a fixed, regular and adequate 
nighttime residence, including: 
 
 1.  Sharing the housing of other persons due to loss of housing or economic hardship;   

2.  Living in motels, hotels, trailer parks or camping grounds due to lack of alternative 
adequate accommodations;  

  3. Living in emergency or transitional shelters; 
  4. Are abandoned in hospitals; 
  5. Awaiting foster care placement; 

6. Living in public or private places not designed for or ordinarily used as a regular sleeping 
accommodation for human beings; 

7. Living in cars, parks, public spaces, abandoned buildings, substandard housing, 
transportation stations or similar settings; 

  8.  Are migratory children living in conditions described in previous    
 examples? 

 
 The Superintendent shall designate an appropriate staff person to be the district’s liaison for 

homeless students and their families. 
 
 To the extent feasible, homeless students will continue to be enrolled in their school of origin 

while they remain homeless or until the end of the academic year in which they obtain 
permanent housing.  Instead of remaining in the school of origin, parents or guardians of 
homeless students may request enrollment in the school in which attendance area the student 
is actually living, or other schools.  

 
 If there is an enrollment dispute, the student shall be immediately enrolled in the school in 

which enrollment is sought, pending resolution of the dispute.  The parent or guardian shall be 
informed of the district’s decision and their appeal rights in writing.   Unaccompanied youth 
will also be enrolled pending resolution of the dispute. 
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ADMISSION OF HOMELESS STUDENTS 
(continued) 

 
 Once the enrollment decision is made, the school shall immediately enroll the student, 

pursuant to district policies.  If the student does not have immediate access to the 
immunization records, the student shall be admitted under a personal exception.  Students 
and families should be encouraged to obtain current immunization records or immunizations 
as soon as possible, and the district liaison is directed to assist.  Records from the student’s 
previous school shall be requested from the previous school pursuant to district policies.  
Emergency contact information is required at the time of enrollment consistent with district 
policies. 

 
 Homeless students are entitled to transportation to their school of origin or the school where 

they are to be enrolled.  If the school of origin is in a different district, or a homeless student 
is living in another district but will attend his or her school of origin in this district, the 
districts will make reasonable efforts to coordinate the transportation services necessary for 
the student. 

 
 The district’s liaison for homeless students and their families shall coordinate with local social 

services agencies that provide services to homeless children and youths and their families; 
other school districts on issues of transportation and records transfers; and state and local 
housing agencies responsible for comprehensive housing affordability strategies.  The 
district’s liaison will also review and recommend to the district policies that may act as 
barriers to the enrollment of homeless students. 

 
 
 
 
 
 
 
 
 
 
 
 Statutory References: 
 No Child Left Behind Act, 2002 
  RSA 193:12   
 
 
 New Policy: April 2003 
 Revised 5-24-05 
 Adopted by WSB 7/5/05 
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STUDENT ATTENDANCE, ABSENCES AND TRUANCY 
 
Absences 
 
The Board requires that school-aged children enrolled in the District attend school in accordance 
with all applicable state laws and Board policies.  The educational program offered by the 
District is predicated upon the presence of the student and requires continuity of instruction and 
classroom participation in order for students to achieve academic standards and consistent 
educational progress. 
 
Attendance shall be required of all students enrolled in the District during the days and hours that 
school is in session. The Board recognizes that absences from school may be necessary at times. 
For that reason, the Board recognizes two types of absences from school: excused and unexcused 
absences. 
 
The Board considers the following to be excused absences: 
 

1. Illness or injury as documented in writing by a parent/guardian/guardian or physician  
 
2. School sponsored or mandated absence 
 
3. Required court attendance 
 
4. Medical and dental appointments 
 
5. Death in the family 
 
6. Observation or celebration of a bona fide religious holiday 
 
7. Planned extended absences (i.e. college visits, etc.) 
 
8. Absences approved by the Superintendent under RSA 193:1, 1(c) 
 
9. Absences as a result of waivers from the Superintendent for alternative learning plans 

under RSA 193:1.1(h) 
 
Any absence that has not been excused for any of these reasons will be considered an unexcused 
absence. 
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STUDENT ATTENDANCE, ABSENCES AND TRUANCY 
(continued) 

 
A parent/guardian seeking to have their child absent for a reason that is not otherwise excused 
may file a written request with the Principal that specifies why the student will be absent and for 
how long.  The Principal will make a determination as to whether the stated reason for the 
student’s absence constitutes sufficient reason for granting an exception to the Policy.  The 
Principal will notify the parent/guardians of his/her decision.  If the Principal determines that an 
exception to the Policy is not warranted, the parent/guardians may request a conference with the 
Principal to request that the Principal reconsider his/her initial determination.  The Principal’s 
decision shall be final. 
 
Family Vacations/Educational Opportunities  
 
Generally, absences other than for illness during the school year are discouraged.  The school 
principal or his/her designee may, however, grant special approval of absence for family 
vacations, provided written approval is given in advance.  After receiving approval from the 
Principal, parent/guardians are asked to write a note to their child’s teacher at least two weeks 
before the trip.  This advance planning will allow the teacher enough time to work with 
parent/guardians and the student regarding homework completion.  
 
Building Principals are responsible for developing Student Handbooks, which will include rules 
based on this Policy regarding student absences, excuses and truancy. These rules will apply to 
all students. 
 
Truancy 
 
Truancy is defined as any unexcused absence from class or school.  Any absence that has not 
been excused for any of the reasons listed above will be considered an unexcused absence. 
  
Ten half-days of unexcused absence during a school year constitute habitual truancy. 
 
Under New Hampshire law, habitual truancy is a ground for filing a CHINS petition in the local 
district court. 
 
A half-day absence is defined as a student missing more than two hours of instructional time and 
less than three and one-half hours of instructional time. 
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STUDENT ATTENDANCE, ABSENCES AND TRUANCY 
(continued) 

Any absence of more than three and one-half hours of instructional time shall be considered a 
full-day absence.  
 
The Principal or Principal’s designee is hereby designated as the District employee responsible 
for overseeing truancy issues.  
 
Intervention Process to Address Truancy 
 
The Principal or Principal’s designee shall ensure that the administrative guidelines on 
attendance properly address the matter of truancy by including a process that identifies students 
who are habitually truant, as quickly as possible. 
 
When the Principal or Principal’s designee identifies a student who is habitually truant or who is 
in danger of becoming habitually truant, he/she shall commence an intervention with the student, 
the student’s parent/guardians, and other staff members as may be deemed necessary.  The 
intervention shall include processes including, but not limited to: 
 

1.      Investigating the cause(s) of the student’s truant behavior; 
 

2.      Considering, when appropriate, modification of his/her educational program to 
meet particular needs that may be causing the truancy; 

 
3. Involving the parent/guardians in the development of a plan designed to reduce 

the truancy;  
 

4.      Seeking alternative disciplinary measures, but still retains the right to impose 
discipline in accordance with the District’s policies and administrative guidelines 
on student discipline; 

 
Parent/guardian Involvement in Truancy Intervention 
 
When a student reaches habitual truancy status or is in danger of reaching habitual truancy status, 
the Principal will send the student’s parent/guardian a letter which includes: 
 

1. A statement that the student has become or is in danger of becoming habitually  
truant;  

 
 

 
 
 
 

3 of 4 
Adopted by the Windham School Board on April 5, 2011 
 
 
 
 



Windham School District Policy                     JH  
 

STUDENT ATTENDANCE, ABSENCES AND TRUANCY 
(continued) 

 
 

2. A statement of the parent/guardian’s responsibility to ensure that the student 
attends  
school; and 

 
3. A request for a meeting between the parent/guardians and the Principal to discuss 

the student’s truancy and to develop a plan for reducing the student’s truancy. 
 
Policy Development 
 
The Windham  School Board must approve all changes regarding absentee policies in any 
school. 
 
It is the intent of the Board to involve parent/guardians in the development of its Attendance, 
Absences, and Truancy Policy and any amendments to the Policy.  The Board will notify 
parent/guardians about the proposed Policy or amendments through appropriate communication 
channels.  The Board will also invite them to attend the Board meeting at which the proposed 
Policy or amendments will be discussed by placing the proposed Policy as an item on the agenda 
of a Board meeting and allowing for public comment on the Policy’s provisions. 
 
Distribution 
 
The Superintendent shall ensure that this policy is included in or referenced in the student 
handbook. 
 
Legal References: 
 RSA 189:34, Appointment 
 RSA 189:35-a, Truancy Defined 
 RSA 193:1, Duty of Parent/guardian; Compulsory Attendance by Pupil 
 RSA 193:7 Penalty 
 RSA 193:8, Notice Requirements 
 RSA 193:16 Bylaws as to Nonattendance 
 NH Code of Administrative Rules, Section Ed 306.04 (a)(1), Attendance and Absenteeism  
 NH Code of Administrative Rules, Section Ed 306.04 ©, Policy Relative to Attendance and  
  Absenteeism 
 
Reviewed:   September 2010 
Revised:  July 1998, November 1999, February 2006, May 2008 
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TRUANCY  
 
Unauthorized absence from school is considered truancy and will be treated as such in 
accordance with the rules of the Parent-Student Handbook.   
 
Any staff member aware of a student leaving a class or the school grounds without permission 
shall report the departure immediately to the Principal. 
 
Absent students not having parent/guardian permission are considered by and seriousness of the 
problem and enclose a copy of RSA 193: 1 school the school as being truant.  Students so 
identified will be contacted by either a school official or the juvenile officer and brought to 
school.  The school administration will send a letter to parents of the truant student.  If the 
truancy problem continues, the school administrator will send by registered mail a letter to the 
parents of the truant student, indicating the nature attendance law. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Statutory Reference: 
 RSA 193:1 
 See Appendix; JHB-R 
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ATTENDANCE MONITORING/ACCOUNTING  
 
 Each school principal is responsible for overseeing attendance procedures and  ensuring that: 
 
 1. Attendance is accurately checked and reported to the school office daily for each 

class. 
 
  2. All student absences are recorded. 
 
  3. All permanent records of student attendance are maintained at the SAU office. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Statutory References: 
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RELEASE TIME FOR STUDENTS  
 
All school personnel are to be instructed to refuse requests for children to leave the school 
grounds once they have come to the school or have been deposited  there from the school buses 
or other vehicles.  Children shall not leave the school grounds from the time they arrive until the 
time of their departure for home except as follows: 
 
  a. No school or grade may be dismissed before the regular hour for dismissal except 

with the approval of the Office of the Superintendent of Schools. 
 
  b. No teacher may permit any individual student to leave school prior to the regular 

hour of dismissal except by permission of the Principal or his/her designated 
representatives. 

 
  c. No student may be permitted to leave school prior to the dismissal hour for any 

reason unless permission of the parent or guardian has been first secured, nor sent 
home unless a responsible adult is at the home. Any student being released during the 
school day must be released through the school office when he/she leaves and must 
report to the office when he/she returns, except that Students who are ill may also be 
released through the Nurse's office.  Students will be released only when legally 
authorized by the parent or legal guardian.  Students traveling on school buses to 
school-sponsored activities will return from the activity on the bus unless released to 
their parents. 
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STUDENT RIGHTS AND RESPONSIBILITIES 
 

 Student rights and responsibilities shall be published in the Parent-Student Handbook. 
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STUDENT DUE PROCESS RIGHTS 
 

 Student due process rights shall be printed in the Parent-Student Handbook. 
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STUDENT INVOLVEMENT IN DECISION - MAKING 
 
The role of the school is to create a stimulating learning climate that develops Active 
involvement of students in their education and develops a spirit of inquiry. The Board believes 
that a student should: 
 
 1. Be encouraged to participate in planning classroom activities and in improving courses of 

studies; 
 
 2. Feel free to express, without fear, their own opinions, recognizing that every privilege 

and right has a corresponding responsibility. 
 
 3. Be involved in the planning of assembly programs and school-sponsored forums of 

interest; 
 
 4. Be encouraged to participate in student government organizations that provide students 

with a voice in school affairs; and 
 
 5. Be encouraged to participate in a variety of extra-curricular activities to broaden their 

educational experiences. 
 
 6. The Board may choose to add a nonvoting student member from a high school in the 

District to the Board.   
 
 
 
 
 
 
 
 
 Statutory References: 
 RSA 189:1-c 
 RSA 194:23 (f) 
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STUDENT GOVERNMENT 
 
 
The Board sanctions and recommends the organization of student government bodies in the 
middle and high schools. 
 
Members to student councils shall be elected democratically.  The rights and responsibilities of 
the council shall be clearly set forth.  A staff advisor for each student council shall be chosen by 
the Principal. 
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STUDENT CONDUCT 
 

All student behavior must be based on respect and consideration for the rights of others. 
 
Students shall receive annually at the opening of school a publication listing the rules and 
regulations to which they are subject. 
 
Students have a responsibility to know and respect the rules and regulations of the school.  
Students have the further responsibility to behave in a manner appropriate  to good citizenship 
everywhere.  This includes treating all students and staff with courtesy, consideration and 
respect.  Insults, force, or sarcasm shall not be used. 
 
 
 
                 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 See appendix:  JICD – R 
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STUDENT DRESS CODE 
  
Specific appropriate dress standards are designed to promote the health and safety of all students.  
Dress codes ensure that all students will have the right to learn without being offended or 
distracted in the learning process by the clothing or appearance of others.  Students are expected 
to adhere to standards of dress and appearance that are compatible with an effective learning 
environment.  Presenting a bodily appearance or wearing clothing which is disruptive, 
provocative, revealing, profane, vulgar, offensive, or endangers the health or safety of the student 
or other students is prohibited.  The dress code will be followed at all school functions, unless 
otherwise specified for special events. 
 
Building principals are authorized to issue regulations to implement this policy, provided that 
such regulations are approved by the Superintendent. 
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STUDENT DRESS CODE 
 
Specific appropriate dress standards are designed to promote the health and safety of all students.  
Dress codes ensure that all students will have the right to learn without being offended or 
distracted in the learning process by the clothing or appearance of others.  Students are expected 
to adhere to standards of dress and appearance that are compatible with an effective learning 
environment.  Presenting a bodily appearance or wearing clothing which is disruptive, 
provocative, revealing, profane, vulgar, offensive, or endangers the health or safety of the student 
or other students is prohibited.  The dress code will be followed at all school functions, unless 
otherwise specified for special events. 
 
Students have the responsibility to learn and observe the basic standards of appropriate school 
dress, personal cleanliness, modesty and good grooming.   
 
Expectations for appropriate school attire may include, but are not limited to, the following: 
 

·  No undergarments may be visible at any time 
·  Shirts and blouses must completely, and at all times, cover the abdomen, back, chest, 

and sides of the body.  Tops with low neckline and/or expose the midriff above the 
waistband are not acceptable.  Sleeveless tops must be at least 3 inches wide and not 
expose the back. 

·  No clothing advertising or related to drugs, alcohol or tobacco products or that 
display other inappropriate messages may be worn. 

·  No clothing or accessories, which are obscene, profane, threatening, or dangerous 
(including chains, heavy necklaces, spiked jewelry, etc.) may be worn. 

·  Clothing may not be excessively tight (such as spandex), see-through, or revealing. 
·  Except in cases where permission has been granted, hats and jackets may not be worn 

in school. 
·  Shorts may be worn only in the early fall or late spring at the discretion of the 

principal.  Excessively short skirts or shorts are unacceptable.  As a general guide, 
shorts and skirts should reach mid-thigh or finger tip length. 

·  Head coverings (including hats, head stockings, bandanas, or sweatbands) are not 
permitted, except in special circumstances approved by school administration. 

·  All clothing must be neat in appearance (no excessive holes, rips, or tears). 
·  Pants must be worn at the waist, and stay there on their own or with the aid of a belt.  

Pants that are excessively saggy or baggy will not be permitted. 
·  No attire should attract undue attention to the wearer. 

 
Students who violate the dress code for the first time will be given a warning, unless the attire is 
such an egregious infraction that it cannot be allowed.  Second violations will require that the 
student must change his/her clothes, which may involve parents bringing in clothing from home.  
Future violations will result in more significant consequences 
 
 
Revised 5-24-05 
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BULLYING: PUPIL SAFETY AND VIOLENCE PREVENTION POLI CY 
 
I.   The Windham School Board is committed to providing all pupils a safe school environment.  
Conduct constituting bullying or cyberbullying will not be tolerated, and is prohibited by this 
policy in accordance with RSA 193-F.  This policy applies to all pupils, regardless of their 
status under the law. 
 
The superintendent is responsible for ensuring that this policy is implemented.  All District 
employees, contracted service providers, school volunteers, coaches, parents and students are 
required to abide by the requirements of this policy. 

 
II.  Definitions  
 
A. Bullying: a single, significant incident or pattern of incidents involving a written, verbal, 
or electronic communication, or a physical act or gesture, or any combination thereof, directed at 
another pupil which: 

 
1. Physically harms a pupil or damages the pupil’s property; 
2. Causes emotional distress to the pupil; 
3. Interferes with a pupils’ educational opportunities; 
4. Creates a hostile educational environment; or 
5. Substantially disrupts the orderly operation of the school. 

 
Bullying also includes actions motivated by an imbalance of power based on a pupil’s 
actual or perceived personal characteristics, behaviors, or beliefs, or motivated by the 
pupil’s association with another person and based on the other person’s characteristics, 
behaviors, or beliefs. 
 

B. Cyberbullying: bullying (as defined above) undertaken through the use of electronic 
devices. 

 
C. Electronic devices: include, but are not limited to, telephones, cellular phones, computers, 

pagers, electronic mail, instant messaging, text messaging and websites. 
 
D. Perpetrator: a pupil who engages in bullying or cyberbullying. 
 
E. School Property: all real property and all physical plant and equipment used for school 

purposes including public or private school buses or vans. 
 
F. Victim: a pupil against whom bullying or cyberbullying has been perpetrated. 
 
G. Educational opportunities: the curricular and extracurricular programs and activities 

offered by the District. 
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BULLYING: PUPIL SAFETY AND VIOLENCE PREVENTION POLI CY 
(continued) 

 
H. Interference of educational opportunities: a single incident or pattern of incidents 

involving a written, verbal, or electronic communication, or a physical act or gesture, or 
any combination thereof, which impedes a pupil’s ability to participate in, or access, the 
educational opportunities offered by the District.  The determination as to whether an 
incident or a pattern of incidents interferes with a pupil’s educational opportunities shall 
be made by the person investigating the reported incident(s). 

 
I. Hostile educational environment: a single incident or pattern of incidents that is so severe 

and pervasive that it effectively denies a student equal access to the District’s educational 
opportunities. The determination as to whether an incident or pattern of incidents has 
created a hostile educational environment shall be made by the person investigating the 
reported incident(s).  

 
J. The determination as to whether a single incident or a pattern of incidents causes a 

“substantial disruption to the orderly operations of the school” shall be made by the 
person investigating the reported incidents(s), and shall be based on the totality of the 
circumstances, and may include disruptions to curricular or extra-curricular programs and 
activities offered by the District. 
 

In accordance with RSA 193-F:4, the Windham School District reserves the right to impose 
discipline for bullying or cyberbullying that: 
 

Occurs on, or is delivered to, school property or a school-sponsored activity or event on 
or off school property; or 
 
Occurs off of school property or outside of a school-sponsored activity or event, if the 
conduct interferes with a pupil’s educational opportunities or substantially disrupts the 
orderly operations of the school or school-sponsored activity or event. 

 
III. Reporting Procedure 
 
The Principal of each school is responsible for receiving oral or written reports of bullying or 
cyberbullying.  The Principal may designate, in writing, an additional person to receive such 
reports. 

 
Student or Parent Reports 
 
A.   Any student who believes that he or she has been the victim of bullying or cyberbullying, 

as defined in Section II, above, should immediately report the alleged act(s) to the 
Principal or his/her designee; however, if the student prefers, he/she may inform any 
school employee or volunteer. 
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BULLYING: PUPIL SAFETY AND VIOLENCE PREVENTION POLI CY 
(continued) 

 
B.   Students or parents who have witnessed or who have reliable information that a pupil has 

been subjected to bullying or cyberbullying should immediately report the same to the 
Principal or his/her designee, or, if the student or parent prefers, he/she may inform any 
school employee or volunteer about the alleged bullying or cyberbullying. 

 
C.  The District will not accept anonymous reports of bullying or cyberbullying.  However, 

the District will seek to ensure that the individual making the report is protected from 
retaliation as a result of the report.     

 
D.     Forms to report incidents of bullying or cyberbullying shall be available at the Principal’s 

office.  Use of the form is encouraged, but not required.  If the Prinicpal or his/her 
designee receives the report verbally, he/she shall reduce the report received to writing 
within twenty-four hours of receiving the information. 

 
Reports by Staff, Volunteer, or Employees of a Company Under Contract with the School 
District, or with any school in the Windham School District 
 
A.  Any school employee, volunteer, or employee of a company under contract with the 

Windham School District, or any school within the Windham School District, who has 
witnessed or has reliable information that a pupil has been subjected to bullying, or 
cyberbullying as defined in Section II above, shall report such incident to the Principal or 
his/her designee by the close of the school day on which they witness or receive such 
reliable information. 

 
B.  Forms to report incidents of bullying or cyberbullying shall be available electronically or 

at the Principal’s office.  If the Principal or his/her designee receives the information 
verbally, he/she shall reduce the report received to writing within twenty-four hours of 
receiving the information.  

 
IV – Notice to Parents/Guardians 
 
Within 48 hours of receiving a report of bullying or cyberbullying, the Principal, or his/her 
designee, shall give notice of the report of the alleged incident to the parent(s) or guardian(s) of 
the victim and the perpetrator.  The report shall be made by telephone or in writing; if made by 
telephone, a record of the report shall be made.  The record should include, at a minimum, the 
date and time of the call.  Any such notification under this policy must comply with the Family 
Educational Rights and Privacy Act (“FERPA”), 20 U>S>C. 1232g.  At a minimum, the notice 
shall advise the individuals involved of the nature of the incident, the date and time the report 
was received, and the procedures described in this policy.  In accordance with FERPA, the notice 
shall not contain any personally identifiable information obtained from student education 
records. 
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BULLYING: PUPIL SAFETY AND VIOLENCE PREVENTION POLI CY 
(continued) 

 
V – Waiver of Notification Requirement 
 
The Superintendent may, within the 48-hour time period referenced in Section IV of this policy, 
grant the Principal or his/her designee a written waiver from the notification requirement in 
Section IV of this policy, if the Superintendent or his/her designee deems such waiver to be in 
the best interest of either the victim or the perpetrator.  The granting of a waiver does not negate 
the responsibility to follow the other procedures set forth in this policy. 
 
VI – Investigation Procedures 
 
A.  The Principal or his/her designee is responsible for investigating reports of bullying or 

cyberbullying.  The Superintendent shall appoint another individual to conduct the 
investigation if the Principal is directly involved with the reported incident. 

 
B.  Investigations shall be initiated within five school days of the date that the incident is 

reported to the Principal or his/her designee, and shall be completed within 10 school 
days. 

 
C.  If the Principal or his/her designee requires additional time to complete the investigation, 

the Superintendent or his/her designee may extend the time period for the investigation 
up to seven school days.  Any such extension shall be in writing, and the Superintendent 
or his/her designee shall provide all parties involved with written notice of the granting of 
the extension. 

 
D.  The Principal or his/her designee is responsible for determining the scope of the 

investigation, which may include, but would not be limited to, interviewing the alleged 
perpetrator, the alleged victim, witnesses, the parents/guardians of the alleged perpetrator 
and/or the alleged victim, and reviewing relevant educational records of the alleged 
perpetrator and/or the alleged victim.  Interviews shall be conducted privately, although a 
student may be interviewed with his/her parents present.  If the incident involves 
allegations of cyberbullying, the Principal or his/her designee may request documentation 
such as e-mails, instant messages, text messages, and/or web pages. 

 
E.  After investigating, the Principal or his/her designee shall determine whether the report is 

substantiated for bullying or cyberbullying.  The Principal’s determinations shall be 
based on the investigatory findings, and may include, but not limited to, the following 

·  The description of the incident 
·  The frequency of the conduct 
·  Whether the conduct is reoccurring 
·  Where the alleged conduct occurred (on campus, off campus, in person, through 

an electronic device, etc.)   
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BULLYING: PUPIL SAFETY AND VIOLENCE PREVENTION POLI CY 

(continued) 
 

·  Whether the conduct physically harmed the alleged victim or damaged the alleged 
victim’s property 

·  Whether the conduct caused emotional distress to the alleged victim 
·  Whether the conduct adversely affected the alleged victim’s educational 

opportunities 
·  Whether the conduct created a hostile educational environment 
·  Whether the conduct substantially disrupted the orderly operation of the school 
·  Whether the conduct was based on the actual or perceived personal 

characteristics, behaviors, or beliefs of the alleged victim 
·  Whether the conduct was motivated by the alleged victim’s association with 

another person and based on the other person’s characteristics, behaviors, or 
beliefs 

·  Whether the alleged victim felt or perceived an imbalance of power as a result of 
the alleged incident 

 
G.  Upon completion of the investigation, the Principal or his/her designee shall draft a 

written investigation report.  The report must include, at a minimum, a description of the 
scope of the investigation, the findings, and the actions taken (i.e., the response to 
remediate, discipline, non-disciplinary interventions, etc.). 

 
H.  Upon completion of the investigation, the Principal or his/her designee shall report all 

substantiated incidents of bullying or cyberbullying to the Superintendent of his/her 
designee. 

 
VII – Response to Remediate Substantiated Incidents of Bullying or Cyberbullying  

 
The Principal or his/her designee shall develop a response to remediate any substantiated 
incident of bullying or cyberbullying.  The response should be designed to reduce the risk of 
future incidents, and where appropriate, to offer assistance to the victim or perpetrator. 
 
In those cases where a perpetrator or victim is identified as a student with an educational 
disability, the Principal’s response to remediate any substantiated incident of bullying or 
cyberbullying can be implemented immediately and shall be presented to the IEP Team.  The 
IEP Team is permitted to amend or augment the response in a manner necessary to ensure that 
the perpetrator or victim receives a free, appropriate public education, while still taking 
appropriate measures to remediate bullying. 
 
Within ten school days of completion of the investigation, the Principal or his/her designee shall 
provide the parents/guardians of victims and perpetrators with written information about the 
available remedies and assistance.  The notice shall comply with FERPA and other State and 
Federal laws concerning student privacy. 
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BULLYING: PUPIL SAFETY AND VIOLENCE PREVENTION POLI CY 
       (continued) 
 
VIII – Discipline and/or Interventions  
 
If, after investigating pursuant to Section VI of this policy, the Principal or his/her designee 
concludes that a pupil engaged in bullying or cyberbullying, that student may be subject to 
appropriate disciplinary action, which may include, but is not limited to, suspension and 
expulsion.  Any such disciplinary action shall be taken in accordance to applicable board policy 
and legal requirements. 
 
At the discretion of the Principal or his/her designee, students who commit an act of bullying or 
cyberbullying or falsely accuse another of the same as a means of retaliation or reprisal may, 
either in addition to discipline or in lieu of discipline, receive non-disciplinary interventions.  
Interventions are not considered disciplinary in nature. To the greatest extent practicable, parents 
will be involved in the planning and implementation of non-disciplinary interventions. 
 
Nothing in this policy shall supersede the disciplinary procedures of the Individuals with 
Disabilities Education Act or Section 504 of the Rehabilitation Act, including the protections 
offered through the manifestation determination process. 
 
IX – Prohibition Against Retaliation and False Accusations 

 
All individuals are prohibited from retaliating or making false accusations against a victim, 
witness, or anyone else who in good faith provides information about an act of bullying or 
cyberbullying.  The Principal or his/her designee shall investigate claims of retaliation or false 
accusations, and if substantiated, the retaliator and/or the false accuser may be subject to 
discipline, including but not limited to, suspension or expulsion. 
 
Employees of the Windham School District who are found to have intentionally and falsely 
accused a student of committing an act of bullying or cyberbullying shall be subject to discipline 
or other consequences, including, but not limited to, termination, in accordance with applicable 
law, Windham School District policies, procedures, and collective bargaining agreements.  
School volunteers who are found to have intentionally and falsely accused a student of 
committing an act of bullying or cyberbullying shall be subject to consequences, including, but 
not limited to, being prohibited from participating as a volunteer.  Employees of a company 
under contract with the Windham School District, or a school within the District, who are found 
to have intentionally and falsely accused a student of committing an act of bullying or 
cyberbullying shall be subject to discipline or other consequences in accordance with applicable 
law, including, but not limited to, termination of their contract. 
 
Employees of the Windham School District who are found to have retaliated against a victim, 
witness, or anyone else who in good faith provides information about an act of bullying or,  
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BULLYING: PUPIL SAFETY AND VIOLENCE PREVENTION POLI CY 
       (continued) 
 
cyberbullying, shall be subject to discipline or other consequences, including, but not limited to, 
termination, in accord with applicable law, Windham School District Policies, and collective 
bargaining agreements.  School volunteers who are found to have retaliated against a victim 
witness, or anyone else who in good faith provides information about an act of bullying or  
cyberbulling shall be subject to consequences including but not limited to, being prohibited from 
participating as a volunteer.  Employees of a company under contract with the Windham School 
District, or a school within the District who are found to have retaliated against a victim, witness, 
or anyone else who in good faith provides information about an act of bullying or cyberbullying 
shall be subject to discipline or other consequences, including but not limited to termination, in 
accordance with applicable law, including, but not limited to, termination of their contract. 
 
The Principal or his/her designee is responsible for developing a plan to protect all pupils from 
retaliation and/or false accusations.  Plans may be developed on a case-by-case basis.  Plans may 
include communication with parents/guardians, making adjustments to class schedules, 
discipline, removal from the school, the creation and implementation of a safety plan, the 
removal of privileges, or other appropriate responses. 
 
X – Training  
 
The Superintendent shall ensure that school employees, regular school volunteers, and 
employees under contract with the Windham School District, and/or any of the schools within 
the Windham School District, who have significant contact with pupils annually receive training 
on this policy for the purpose of preventing, identifying, responding to, and reporting incidents 
of bullying or cyberbullying. 
 
The Windham School District shall provide age-appropriate educational programs for pupils and 
parents in preventing, identifying, responding to, and reporting incidents of bullying or 
cyberbullying. 
 
XI – Notice of Policy 
 
The Superintendent or his/her designee shall provide written notice of this policy to students, 
parents, legal guardians, school employees, school volunteers, and employees of companies 
under contract with the Windham School District, or any school within the Windham School 
District, through appropriate references in the student and employee handbooks, by publishing a 
copy of this policy on the Windham School District website, by providing companies under 
contract with the Windham School District, or any school within the Windham School District, 
with a copy of the policy, by providing training on the policy in accordance with RSA 193-F, or 
through other reasonable means. 
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BULLYING: PUPIL SAFETY AND VIOLENCE PREVENTION POLI CY 
       (continued) 
 
At the commencement of each school year, this policy shall be provided to all students.  All 
students who enroll during the course of the school year shall receive a copy of this policy at the 
time they enroll. 
 
XII – Report to the Department of Education 
 
The Principal or his/her designee is responsible for reporting substantiated incidents of bullying 
to the Superintendent or his/her designee. 
 
The Superintendent or his/her designee shall, on an annual basis, report substantiated incidents of 
bullying and cyberbullying to the Department of Education.  The reports shall not contain any 
personally identifiable information pertaining to any pupil. 
 
XIII – Immediate Intervention and Remediation 
 
Nothing in this policy shall be construed to prohibit the District from taking immediate steps, at 
its discretion, to resolve and mitigate conflict between students.  Such steps may include, but 
would not be limited to discipline, up to and including suspension or expulsion, as well as non-
disciplinary interventions. 
 
Immunity  
 
A school administrative unit employee, District or school employee, or employee of a company 
under contract with the school district or a school within the District shall be immune from civil 
liability in accord with State law and regulations.  
 
 
 
 
 
 
Legal Reference: 
 
     RSA 193-F, Pupil Safety and Violence Prevention Act of 2000 
  Ed 306.04(a) (8), Policy Development 
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Also EEA & EEAEC 
 

STUDENT CONDUCT ON SCHOOL BUSES 
 
Students using District transportation must understand that they are under the jurisdiction of the 
School from the time they board the bus stop until they exit the bus stop. 
 
Students transported in a school bus shall be under the authority of the District and under control 
of the bus driver.  Continued disorderly conduct or persistent refusal to submit to the authority of 
the driver shall be sufficient reasons for a student to be denied the privilege of transportation in 
accordance with the regulations of the Board. 
 
The driver of the bus shall be held responsible for the orderly conduct of the students 
transported.  Each driver has the support of the Board in maintaining good conduct on the bus.  If 
a student is to lose the privilege of riding the bus, advance warning will be given, except for 
extreme misconduct. 
 
The Superintendent or his/her designee will develop rules and regulations for conduct on buses, 
and these shall be printed in the Parent-Student Handbook. 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Statutory References: 
 RSA 189:6-9a 
 
 Appendix: EEA - R & JICC - R 
 
 
 Revised:  November, 1999 
 Revised:   July, 1998 
 Revised 5-24-05 
 Adopted by WSB 7/5/05 
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STUDENT RULES AND CONDUCT ON THE SCHOOL BUS 
 
 1. Pupil shall arrive at the bus stop at least five (5) minutes before the bus is   
  scheduled to arrive. 
  
 2. Pupil shall wait in a safe place, clear of traffic until the bus stops, door is open, 

red flashing lights are on, and the driver has directed you to proceed. 
 
 3. Pupil shall wait in an orderly line and avoid horseplay. 
 
 4. Pupil shall cross the road or street in front of the bus only after the bus has come 

to a complete stop and upon direction of the driver (10-foot minimum crossing 
distance). 

 
 5. Pupil shall go directly to an available or assigned set when entering the   
  bus and move in toward the window.  
 
 6. Pupil shall remain seated until they have reached their designated stop and the bus 

has come to a complete stop.  Aisles and exits must be kept clear at all times and 
emergency door will be used for emergencies only. 

 
 7. Everyone shall observe classroom conduct and obey the driver promptly and 

respectfully.  The driver is in complete charge of the bus and his/her decisions and 
requests must be followed. 

 
 8. Pupil is permitted to carry only objects that can be held on his/her lap, unless 

authorized by school personnel. 
 
 9. Pupil shall refrain from throwing or passing objects on, from or into buses. 
 
 10. Pupil shall refrain from eating and drinking on the bus. 
 
 11. Pupil shall respect the rights and safety of others. 
 
 12. Pupil shall refrain from leaving or boarding the bus at locations other than 

assigned stops at home or school.  Students may ride only the bus that they have 
been assigned.  (Exceptions will only be made with a note from a principal.) 

  
 13. Pupil is prohibited from extending head, arms or objects out of the bus windows.  

Students will not be allowed to lower windows without permission of the driver. 
 
 14. Only authorized riders will be permitted on the bus.    
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STUDENT RULES AND CONDUCT ON THE SCHOOL BUS 
(continued) 

  
 15. When necessary, students will be expected to sit three passengers to a seat. 
 
 16. Pupil is prohibited from using tobacco, alcohol, drugs, or any controlled 

substance.  The police will be notified whenever a student is involved with the 
possession and/or use of alcohol, drugs, or any illegal substances. 

 
 17. Pupil shall refrain from the use of profane language, obscene gestures, excessive 

noise, fighting, wrestling or acts of physical aggression on the bus. 
 
 18. Pupil shall not carry hazardous material, nuisance items and animals onto the bus. 
 
 19. Students/Parents will be held responsible for any and all damages to the bus 

perpetrated by the student. 
  
Recommended Action: 
There may be circumstances that could result in immediate suspension from the bus -- such 
disciplinary action to be at the discretion of the appropriate school administrator.  
  
“RSA 189:9 -- Pupils prohibited for Disciplinary Reasons.  Notwithstanding the provisions of 
RSA 189:6-8, the Superintendent, or his representative as designated in writing, is authorized to 
suspend the right of pupils from riding in a school bus when said pupils fail to conform to the 
reasonable rules and regulations as may be promulgated by the school board.  Any suspension to 
continue beyond twenty (20) school days must be approved by the school board.  Said 
suspension shall not begin until the next school day following the day notification of suspension 
is sent to the pupil's parent or legal guardian. 
 
 I. If a pupil has been denied the right to ride a school bus for disciplinary reasons, 

the parent or guardian of that pupil has right of appeal within ten (10) days of 
suspension to the authority that suspended this pupil's right.  

 
 II. Until the appeal is heard, or if the suspension of pupil's right to ride the school bus 

is upheld, it shall be the parents' or guardians' responsibility to provide 
transportation to and from school for that pupil for the period of the suspension. 

 
Statutory References: Reference Policies:  EEA, EEACC & JICC 
RSA 189:9   See appendix EEA-R & JICC 
RSA 189:6-8   Revised:  November, 1999/ Revised: July, 1998 
Revised 5-24-05 
Adopted by WSB 7/5/05 
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Also IHBA 
STUDENT CONDUCT, DISCIPLINE AND DUE PROCESS 

 
Safe School Zone 

 
 The Board endorses the following principles of student conduct: 
 
 1. Respect for law and those given authority to administer it shall be expected of all 

students.  This included conformity to school rules as well as to general provisions of the 
law regarding minors. 

 
 2. Respect for the rights of others, consideration of their privileges, and cooperative 

citizenship shall be expected of all members of the school community. 
 
 3. Respect for the real and personal property, pride in one’s work, and exemplary personal 

standards of courtesy, decency, honesty, and  wholesome attitudes shall be 
maintained. 

 
 4. Respect for individual worth is the obligation of the school.  Diligence and a desire to 

benefit from the opportunity is the obligation of the student.  
 
The Board expects student conduct to contribute to a productive learning climate.  Individual 
rights are to be honored and protected in all instances; however, the rights of one individual shall 
not take precedence over those of another individual or of the group itself, and all students shall 
have equal rights and equal responsibilities in the classroom or at any school-sponsored activity. 
 
The Board further recognizes the right of each school to establish disciplinary procedures in 
accordance with RSA 193:13 and RSA 193-D through the development of administrative 
procedures which are approved by the Superintendent or his/her designee.  Due process shall be 
afforded to any student involved in a proceeding which may result in suspension, exclusion, or 
expulsion.  Students expelled from school may be reinstated by the Board under the provisions of 
RSA 193:13. 
 
The Superintendent may modify expulsion requirements as provided in RSA 193:14, IV, and in 
accordance with JICD-R page 14. 
 
 
 
 
 
 
 Statutory References: 
 RSA 193:13  
 See appendix: JICD -R 
 Revised:  November, 1999 
 Revised:   July, 1998 
 Revised 5-24-05 
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MEMORANDUM OF UNDERSTANDING  
 

It is the intention of the Windham Police Department and the Windham School District to work 
in a joint cooperative effort to provide a safe and healthy school environment for the students, 
staff, and visitors.  We intend to do this in compliance with New Hampshire RSA 193-D, Safe 
School Zones, as amended. 
 
Communication and sharing of information is the initiation of any cooperative effort.  As 
required by law, it is agreed that every school employee who has witnessed, or who has 
information from the victim of an act of theft, destruction, or violence in a safe school zone shall 
report such act in writing immediately to a supervisor.  A supervisor receiving such report shall 
immediately forward such information to the school principal who shall file it with the local law 
enforcement authority.  Such report shall be made by the Principal to the local law enforcement 
authority immediately, by telephone or otherwise, and shall be followed within 48 hours by a 
report in writing. 
 
As a result of New Hampshire RSA 193-D:7, school employees are relieved of concerns 
regarding confidentiality.  It states: 
 
Notwithstanding any other provision of law, it shall be permissible for any law enforcement 
officer and any school administrator to exchange information  relating only to acts of theft, 
destruction, or violence in a safe school zone  regarding the identity of any juvenile, police 
records relating to a juvenile, or other relevant information when such information reasonably 
relates to delinquency or criminal conduct, suspected delinquency or suspected criminal conduct, 
or any conduct which would classify a pupil as a child in need of services under RSA 169-D or a 
child in need of protection under RSA 169-C. 
 
 The report required above shall include: (blank forms are supplied) 
 
 (a) Identification of the act of theft, destruction, or violence as defined in   
  R.S.A. 193-D:1 that was allegedly committed. 
 
 (b) The name and address, if known, of any witness to the act of theft,    
  destruction, or violence in a safe school zone. 
 
 (c) The name and home address, if known of any person suspected of    
  committing an act of theft, destruction, or violence in a safe school zone.  
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Memorandum of Understanding 
(continued) 

 
The written report required above shall be waived by law enforcement officials when there is a 
law enforcement response at the time of the incident which results in a written police report. 
 
"Acts of theft, destruction, or violence" means acts set forth in the following, regardless of the 
age of the perpetrator and shall be reported as required above: 
 
 (a) Homicide under RSA 630 

Any death shall be immediately reported to law enforcement officials, regardless 
of suspected case. 

 
 (b) Any first or second-degree assault under RSA 631. 

This will include any injury to a person caused by another person. Investigation 
may reveal that not all of these incidents constitute an actual crime.  Reporting 
will allow an investigation to be conducted. 

  
 (c) Any felonious or aggravated felonious sexual assault under RSA 632-A. 

Although going beyond the legal requirement, all acts of sexual penetration 
occurring within safe school zones will be reported. 

 
 (d) Unlawful possession or sale of a firearm or other dangerous weapon under RSA 

159. Due to the tremendous potential for serious injury or death when firearms are 
present, any person in possession of a firearm within Safe School Zones will be 
reported.  The exception will be may not be in violation of the law, but should be 
reported. 

 
(e) Arson under RSA 634:1.  

Any person who knowingly starts any fire or causes any explosion, which results 
in injury, damage to the property of another, or is done with intentional disregard 
for the safety of others, is included in this section.     
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Memorandum of Understanding 
(continued) 

 
 (f) Burglary under RSA 635.  

Any person who enters a building, or separately secured section of a building, 
with a purpose to commit a crime inside. 

 
 (g) Robbery under RSA 636.  

This includes any theft that is accomplished by the use of  physical force or the 
threat of imminent use of force. 

 
 (h) Illegal sale or possession of a controlled drug under RSA 318-B. 

Although going beyond the legal requirement, reports will be made on any 
substance, other than food, that affects the way the mind and body work, 
excepting legally prescribed medications which should be recorded with the 
appropriate administrative school personnel. 

 
  Additionally, an act of theft, destruction or violence may mean the items set  
  forth below when, in the opinion of the reporting individual, it is of serious  
  proportion: 
 
 (i) Simple assault under RSA 631:2-a. 

Simple assaults may result in some injuries.  Simple assaults also include 
knowingly having unprivileged physical contact with another person.  Recognize 
that this can be very minor contact and the Principals will consider the District 
Disciplinary Policy when making a determination about whether or not to file a 
Safe School Zone Offense Report.  We agree to err in the direction of filing a 
report when there is any question.  Law Enforcement and school officials can then 
jointly determine the best action to be taken. 

 
 (j) Criminal mischief under RSA 634:2. 
  This includes purposely or recklessly damaging the property of another.  This  
  includes school property. 
             
 (k) Theft under RSA 637.    
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Memorandum of Understanding 
(continued) 

 
 This is the obtaining or exercising of unauthorized control over the property of another. 
 
 The following terms, as defined in RSA 193-D:1 apply to this memorandum: 
 
 "Safe school zone" means an area inclusive of any school property or school buses. 
 
 "School" means any public or private elementary, secondary, or secondary 

 vocational-technical school in New Hampshire.  It shall not include home schools 
under RSA 193-A. 

 
"School Employee" means any school administrator, teacher, or other employee of any 
public, or private school, School District, school department, or school administrative 
unit, or any person providing or performing continuing contact services for any public or 
private school, School District, school department, or school administrative unit. 

 
"School property: means all real property, physical plan and equipment used for school 
purposes, including but not limited to school playgrounds and buses, whether public or 
private. 

 
"School purposes" means school-sponsored programs, including but not limited to 
educational or extra-curricular activities. 

  
Nothing contained in this memorandum is intended to limit the events that may be 
reported to the police department or to limit school employees from requesting police 
assistance on matters not referred to in this memorandum. 

 
The local Police Department and the School District agree to provide their employees 
with training relative to this memorandum of understanding, its purpose and anticipated 
results.  The parties further agree to maintain regular and open communication to 
evaluate the effect of this memorandum and suggest improvements and adjustments that 
may be necessary. 
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ADMINISTRATIVE PROCEDURE TO ACCOMPANY POLICY JICD 
STUDENT CONDUCT, DISCIPLINE AND DUE PROCESS 

 
The School District rules relative to student conduct, discipline and due process in the schools 
are adapted from the Rules of the New Hampshire State Board of Education.  See Part ED 317.  
The purpose of the State Board rules is set forth as follows: 
 
 I. Purpose 
 
  a. These rules provide due process and statewide uniformity in the 

enforcement of RSA 193-D relative to disciplinary action for misconduct by a 
pupil in a safe school zone, including possessing a firearm or any other dangerous 
weapon, and RSA 193:13 relative to suspension and expulsion of pupils. 

  
  b. Since RSA 193-D:2, II provides that School Boards may adopt policies 

relative to pupil conduct and disciplinary procedures.  These rules also provide a 
standard so that the policies of School Boards are consistent throughout the state. 

  
  c. These rules also link discipline and due process in safe school zones to the 

requirements of ED 1109 relative to special needs students. 
 
 II. Definitions 
 
  a. "Expulsion" means the permanent denial of a pupil's attendance at school 

for any of the reasons listed in RSA 193:13,II and III. 
 
  b. "Weapon" means (1) a firearm [see 18USC Section 921], to include a 

pellet or BB gun; (2) any object prohibited, licensed, or regulated under RSA 159; 
(3) a knife, but not a folding pocket knife or cafeteria-issued dining utensil; and/or 
(4) a knife and/or any other substance or object which, in the manner it is used, 
intended to be used, or threatened to be used, is known to be capable of producing 
serious injury. 

 
  c. "Gross misconduct" means an act or acts which: (1) results in violence to 

another person or property; or (2) poses a direct threat to the safety of others in a 
safe school zone; or (3) is identified in RSA 193-D:1; or (4) involves repeated 
instances of misconduct or inappropriate behavior for which the pupil has been 
previously warned or disciplined. 
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STUDENT CONDUCT, DISCIPLINE AND DUE PROCESS 
(continued) 

 
  d. "Neglect" in the context of RSA 193:13. I and II, means the failure of   
  a pupil to pay attention to an announced, posted, or printed school rule. 
  
  e. "Possession" shall include, but not be limited to, having control over  

a weapon during any part of a school day or during any part of a school-related 
activity, including transporting the weapon to school or to a school-related activity 
and storage of the weapon anywhere on school premises, whether in the student's 
locker or in another student's locker  or in any other place on school premises.  
Possession is also deemed to include doing any other act whereby the actor 
knowingly contributes to causing a weapon to be on school premises or 
contributes to causing use of a weapon on school premises. 

 
  f. "Pupil" means a child through age 21 in attendance at the school during 

the school day.  (If the pupil is age 18 or older and not under guardianship, the 
written notices required below to issue to a parent shall issue instead only to the 
pupil and, further, all consents or decisions required in the suspension or 
expulsion process will issue from the pupil.)  

  
  g. "Refusal," in the context of RSA 193:13, I and II, means the defiance of a 

pupil to comply with an announced, posted or printed school rule. 
 
  h. "Safe school zone" means "safe school zone" as defined in RSA 193- 
  D: I, II. 
 
  i. "School day" shall include not only the instructional portion of the  day, 

but may also include travel to and from school or a school-related spectator at a 
school-related activity. 

 
  j. "School premises" shall include the school and surrounding school 

property, including, without limitation, parking areas, athletic fields, and 
playgrounds; school buses or other vehicle furnished by the District or its agents 
for transportation to or from school or a school-related activity; school bus stops; 
and/or those premises and surroundings being used for a school-related activity.  
For purposes of this procedure and without intending to interfere with the rights 
and duties of the police and/or private property owners, school premises shall also 
be deemed to include streets and exterior property in the school neighborhood 
during the course of travel to and from school or a school-related activity. 
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STUDENT CONDUCT, DISCIPLINE AND DUE PROCESS 
(continued) 

 
  k. "Superintendent" means the school Superintendent or, in the absence of 

the Superintendent, the Assistant Superintendent for the School District(s) or 
towns. 

 
  l. "Suspension" means the temporary denial of a student's attendance at 

school for a specific period of time for gross misconduct or for neglect or refusal 
to conform to announced, posted, or printed school rules. 

  
  m.   "Day," with respect to the number of days, shall refer to school days 

unless there is specific reference to "calendar" days. 
 
 III.   Standard for Expulsion by the School District 
 
  a. If the School Board expels a pupil under RSA 193:13, II or III, it shall 

state in writing the act or acts leading to expulsion; and the specific statutory 
reference prohibiting that act or acts as set forth in RSA 193:13 and/or RSA 193-
D; and shall provide notice that the expulsion may be reviewed prior to the start 
of each school year in accordance with Appendix A. 

             
  b. The principal of each school shall make certain that the pupil has received 

notice of the requirements of RSA 193:13 and RSA 193-D:1 through announced, 
posted, or printed school rules.  The statutory text shall be printed in the school 
handbook to be distributed to each student at the beginning of the school year; and 
shall be announced, posted, and printed at other appropriate locations and times in 
the middle school and high school. Nothing herein shall prevent a school principal 
from printing, posting and/or announcing other rules applicable to the school. 

 
  c. If the student is subject to expulsion and a weapon is involved, the 

responsibility shall be upon the Superintendent to contact local law enforcement 
officials whenever there is any issue concerning: 

 
   1. Whether a firearm is legally licensed under RSA 159; or 
   2. Whether a firearm is lawfully possessed, as opposed to   
   unlawfully possessed, under the legal definitions of RSA 159. 
 
  d. If a pupil brings or possesses a weapon in a safe school zone without 

written authorization from the Superintendent, the following shall apply: 
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STUDENT CONDUCT, DISCIPLINE AND DUE PROCESS 
(continued) 

 
   1. The pupil shall be suspended for a period of not less than 10 days 

and, if the weapon is determined to be a firearm as defined in 18 USC 
Section 921, the School Board shall hold a hearing within 10 days to 
determine whether: 

     
 The student was in violation of RSA 193:13, III, and, therefore, is subject 

to expulsion for a period of not less than 12 months; and whether the 
student's expulsion will be modified under policies set forth in Appendix 
B. 

 
 IV. Disciplinary Procedures 
 

There shall be the following levels of discipline available to school officials 
enforcing RSA 193:13 and/or RSA 193-D relative to the suspension and 
expulsion of pupils. 

 
   1. A short-term suspension (not to exceed 10 days).  The Board 

hereby designates that the Superintendent, the Assistant Superintendent 
for the School District(s) and Towns, and each Principal and Assistant 
Principal shall have authority to suspend a pupil for 10 days or less. 

 
   2. A long-term suspension (between 11 and 20 days).  Following a 

hearing, the Superintendent, the Assistant Superintendent for the School 
District(s) and Towns, and each Principal shall have authority to extend a 
short-term suspension to 20 days.  This hearing shall be conducted and the 
decision shall be issued by a different administrator than the administrator 
who suspended the pupil for the first ten days. 

 
   3. An expulsion by the School Board whereby conditions are 

established for reinstatement.  See also Appendix A relative to review of 
an expulsion prior to the start of any school year. 

 
   4. An indefinite expulsion by the School Board whereby no 

conditions are established for reinstatement.  However, see Appendix A 
relative to review of an expulsion prior to the start of any school year. 
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STUDENT CONDUCT, DISCIPLINE AND DUE PROCESS 
(continued) 

 
 Due process in disciplinary proceedings shall include, at a minimum, the   
 following: 
 
  1. In a short-term suspension: 
 
   (a) The pupil shall be informed of the purpose of the meeting. 

 
   (b) At or before the meeting, oral and/or written notice of the charges 

and an oral and/or written explanation of the evidence against the pupil 
shall be provided to the pupil: 

    
   (c) The pupil shall be provided an opportunity to present his/her side 

of the story; 
 
   (d) Following the meeting, a written statement shall issue to the pupil 

and at least one of the pupil's Parents or guardians, delivered in person or 
by mail to the pupil's last known address, including an explanation of the 
charges, the evidence, the findings, any recommendation for additional 
suspension or expulsion, and a recommendation for student action to 
correct the discipline 

 
  2. In a long-term suspension of a pupil: 
 
   (a) The written statement issued under Section IV (b)(1)(d) shall 

establish a date for a hearing.  The hearing will not generally be postponed 
if the postponement would interrupt the continuity of a short-term 
suspension into a long-term-term suspension. 

 
   (b) A hearing in accordance with the procedures set forth below in 

Section IV (b)(3)(f). 
 
   (c) A written decision which includes the legal and factual basis for 

the conclusion that the pupil should be suspended for an additional 10 
days or less. 

 
   (d) Within 10 calendar days of the decision, this decision may be 

appealed to the School Board under RSA 193:13, I.  The Board may or 
may not stay the suspension while the appeal is pending.  The Board 
reserves the right to issue a decision without hearing any evidence or all 
proffered evidence, but may instead rely upon the record as it has been 
developed during the suspension process. 
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Windham School District Policy       JICD-R 
 

STUDENT CONDUCT, DISCIPLINE AND DUE PROCESS 
(continued) 

 
  3. In the expulsion by the School Board, due process shall include   
  the following minimal requirements: 
 
   (a) A formal hearing shall be held before any expulsion; 
  
   (b) Such hearing may be held either before or after the short-term 

suspension has expired; 
 
   (c) If the hearing is held after the expiration of a short-term 

suspension, the pupil shall be entitled to return to school after the short-
term suspension has expired, pending the expulsion hearing. The School 
Board reserves the right to deny a request for postponement of a scheduled 
hearing if the request for postponement is objected to by either the pupil or 
the administrator recommending expulsion. 

 
   (d) The written statement issued under Section IV(b)(1)(d) shall 

establish a date for the expulsion hearing and shall also include a complete 
description of the process used by administration to reach  its 
recommendation that the student should be expelled. 

 
   (e) This notice shall be delivered to the pupil and at least one of the 

pupil's parents or guardians at least 5 calendar days prior to the hearing. 
 
   (f) The following hearing procedures shall apply: 
 
    (1) The pupil, together with a parent or guardian, may waive 

the right to a hearing and accept the findings. 
    (2) Formal rules of evidence shall not be applicable; however, 

school officials shall present evidence in support of the charge(s) 
and the accused pupil or his/her parent or guardian shall have an 
opportunity to present any defense or reply; 

    (3) The hearing shall be either public or private and the  choice 
shall be that of the pupil or his parent or guardian. Provided, 
nevertheless, that if the nature of the evidence will violate the 
privacy of other students or if the Board determines that substantial 
to the pupil could result from an ill-conceived decision to hold the 
hearing in public, then the Board reserves the right and obligation 
to insist upon a private hearing; 
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Windham School District Policy     JICD-R 
 

STUDENT CONDUCT, DISCIPLINE AND DUE PROCESS 
(continued) 

     
    (4) During the hearing, the pupil, parent, guardian, or counsel 

representing the pupil, shall have the right to examine any and all 
witnesses; 

 
   (g) The decision of the School Board shall be based on a dispassionate 

and fair consideration of substantial evidence that the accused pupil 
committed the act or acts for which expulsion is to be imposed and that 
such acts are, in fact, a proper reason for expulsion; 

 
   (h) The decision shall state whether the student is expelled; a 

statement of the time period for which the student is expelled; and  any 
action the student may take to be restored by the Board. 

 
   (i) If the decision is to expel the pupil, the decision shall include the 

legal and factual basis for the decision; and, 
  
  4. A decision shall include a statement that the pupil has the right to appeal 

the decision of the State Board of Education. 
 
  5. All appeals to the State Board allowed under RSA 193:13, II or III, shall 

be filed within 20 calendar days of receipt of the written decision of the School 
Board and shall be in accordance with RSA 541-A and ED 200. 

 
 V. Reporting Procedures 
 
   a. In accordance with RSA 193-D:4, each written report by a 

supervisor to the principal relating to an act of theft, destruction, or 
violence in a safe school zone shall be on standardized New Hampshire 
Board of Education Form #Ed 317. 

 
   b. The report by a supervisor to a principal on Form #Ed 317 shall 

contain all the statutory information, required by RSA 193:D:4. 
 
   c. Form #Ed 317 shall be completed and filed with the Commissioner 

of Education on or before June 30 of each year.   
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Windham School District Policy              JICD-R 
 

STUDENT CONDUCT, DISCIPLINE AND DUE PROCESS 
(continued) 

 
   d. Form #Ed 317 shall contain the following information: 
 
     1. School name. 
      2. School address.  
      3. School telephone number. 
      4. Name of School Principal. 
      5. Date of incident involving an act of theft, destruction, or 

violence, or the possession of a firearm. 
     6. Time of incident in (5) above. 
     7. Location of incident in (5) above. 
      8. Alleged offense. 
     9. Description of incident. 
    10. Name of suspect. 
    11. Grade in school of suspect. 
    12. Address of suspect. 
    13. Gender of suspect. 
    14. Name of victim. 
    15. Grade in school of victim. 
    16. Address of victim. 
    17. Gender of victim. 
    18. Name of employee reporting incident. 
    19. Date report was completed by employee. 
    20. Date report was filed with law enforcement authority by 

school principal. 
 
 VI. Discipline of Students with an Educational Disability 
 
 The district shall comply with the provisions of the Individual With Disabilities education 

Act (IDEA) when disciplining students.  No special education student shall be expelled if 
the student’s particular act of gross disobedience/misconduct is a manifestation of his or 
her disability.  Any special education student whose gross disobedience/misconduct is not 
a manifestation of his or her disability may be expelled pursuant to the expulsion 
procedures, except that such disabled student shall continue to receive educational 
services as provided in the IDEA during such period of expulsion.  A special education 
student may be suspended for an aggregate of 10 days of school per school year, 
regardless of whether the student’s gross disobedience/misconduct is a manifestation of 
his or her disabling condition without the need for the district to provide any educational 
services.  A special education student may be suspended for additional removals of up to 
ten days for separate acts of misconduct, as long as the removals do not constitute a 
pattern.   
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Windham School District Policy              JICD-R 
 

STUDENT CONDUCT, DISCIPLINE AND DUE PROCESS 
(continued) 

 
During such subsequent suspensions for ten school days or less the district must provide services 
to the student with disabilities to the extent determined necessary to enable the student to 
appropriately advance in the general curriculum and toward achieving his/her IEP goals.  School 
administrators and the special education teacher will determine the services needed.  The IEP 
team (PPT) will decide the  level of services to be provided to a student with disabilities who is 
expelled for behavior unrelated to his/her disability. 
  
Any special education student may be temporarily excluded to an appropriate alternative 
educational setting for no more than 45 days by court order or by order of a duly appointed 
hearing officer if the District demonstrates that maintaining the student in his/her current 
placement is substantially likely to result in injury to the student or others. 
 
A special education student who has carried a weapon to school or to a School function or who 
knowingly possesses or uses illegal drugs or sells or solicits the sale of a controlled substance 
while at school or a school function may be removed from his/her current placement.  Such a 
student shall be placed in an appropriate interim alternative educational setting for no more than 
45 days in accordance with IDEA. 
  

ADMINISTRATIVE PROCEDURE TO ACCOMPANY POLICY JICI-R  
 

APPENDIX A 
 
An expelled pupil has the right to request a review of the expulsion prior to the start of each 
school year. 
 
A request for review should be directed by the pupil to the Superintendent of Schools and should 
be received by the Superintendent on or before August 15.   The request shall set forth each and 
all reasons why the pupil's right to attend school should be reinstated.  Of particular importance 
would necessarily be such information as might convince school authorities that the conduct, 
which led to the expulsion, would not be repeated. 
 
The Superintendent of Schools or Assistant Superintendent and the Principal or an Assistant 
Principal at the applicable school shall direct written recommendation to the Board with a copy 
to the pupil. 
 
The expulsion may be continued:  the pupil may be reinstated without conditions; or the pupil 
may be required to meet certain conditions prior to reinstatement.  A code of conduct and 
consequences may be established for a reinstated pupil, which is stricter than for the general 
student population. 
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Windham School District Policy              JICD-R 
 

ADMINISTRATIVE PROCEDURE TO ACCOMPANY POLICY JICI-R  
 

APPENDIX B 
 
The mandatory 12-month expulsion from school for bringing or possessing a firearm in a safe 
school zone may be modified on a case-by-case basis in the sole discretion of the Superintendent 
of Schools in the following situations: 
 
 1. The Superintendent determines that possession of the firearm was  inadvertent in 

that another person had left the firearm in the pupil's vehicle; and the pupil had 
not noticed that s/he was bringing the firearm within the safe school zone; or 

 
 2. The Superintendent determines that the pupil intended to use the firearm for sport 

immediately before or after school and had no intention to display the firearm to 
other students. 

 
 3. The pupil is in the fifth grade or lower grade and the Superintendent determines 

that the pupil did not properly understand the dangers of firearms when the 
firearm was brought to school. 

 
 4. The Superintendent determines that the firearm was not loaded; and that no 

ammunition was reasonably available; and that the pupil had no intention to 
display the firearm to other students. 

 
 
 
 
 
 
 
 
 
 
 Reference Policies:   IHBA & JICD 
 
 
 Revised:  November, 1999  
 Revised:  July, 1998 
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SAMPLE         SAMPLE 

 
 
 

STUDENT SUSPENSION AUTHORIZATION 
 

DATE 
 
 

 
I hereby authorize you,      ,      of the 
Windham School District to act in my behalf as Superintendent of Schools in the necessary 
suspension of students in the      School.  This involves suspensions lasting 
up to ten (10) consecutive days for the 2007-2008 school year. 
 
Please keep in mind that parents have a right to appeal any school suspension and that due 
process should be afforded to each student prior to a suspension taking place.  Suspensions 
requiring more than ten (10) days will only be as a result of action taken by the superintendent. 
 
I refer you to RSA 193:13, which reads as follows: 
 
 
“Suspension and Expulsion of Pupils.  The superintendent or chief administering officer, or a 
representative designated in writing by the superintendent, is authorized to suspend pupils 
from school for a period not to exceed 10 school days for gross misconduct or for neglect or 
refusal to conform to the reasonable rules of the school.” 
 
 
 
 
 
______________________________ 
Franklyn Bass, Ph.D. 
Superintendent of Schools 
 
Dr. Cutler-Student Suspnsn. Authorztn. 
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Windham School District Policy   JICDAA 
 
      Also GBEBB 
 

EMPLOYEE-STUDENT RELATIONS  
 
Employees and Students shall be expected to regard each other as individuals to be treated with 
courtesy and respect. 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
  Revised:   July, 1998 
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STUDENT DISCIPLINE 
OUT-OF-SCHOOL ACTIONS 

 
The Board recognizes that out-of-school conduct of students attending school within this district 
is not normally a concern of the Board.  However, the Board believes that disciplinary action for 
conduct occurring off school property and not involving a school activity is proper if the conduct 
has an adverse effect upon the school. 
 
Therefore, it is the policy of this Board that any student attending school within this District will 
be subject to disciplinary action including, but not limited to, suspension from school for any 
conduct that, in the opinion of the school administrators, has an adverse impact upon the school. 
 
 Such activity includes, but is not limited to, the following: 
 
 1. Damaging school property, e.g. a school bus; 
 
 2. Engaging in an activity that causes physical or emotional harm to other   
 students, teachers, or other school personnel; 
 
 3. Engage in activity, which directly impedes discipline at school or the general   
 welfare of school activities. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 New policy, November, 1999 
 
 
Revised 5-24-05 
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Windham School District Policy  JICE 
 

STUDENT PUBLICATIONS 
 

School-sponsored student prepared media publications may be authorized by the Board.  All 
such media publications will conform to rules established by the Superintendent and the 
building principal.  Any media publication not approved by the Board will not be considered 
a school media publication, and it shall not be distributed on school property.  All school 
media publications will be under the supervision of the school principal or his/her designee. 
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Windham School District Policy      JICE - R 
 

STUDENT PUBLICATIONS 
 
In accordance with the policy of the board of education, the following regulation will govern the 
review, approval, rejection, or revision of student prepared media publications. This regulation 
will also govern the appeal process, for students wishing to appeal the rejection of revision, of an 
article proposed for publication. 
 
1. The superintendent will designate building principals to whom all materials must be 

submitted before the materials are published. 
  
2. The name(s) of the appropriate principal(s) will be distributed to all teaching staff and posted 

on all bulletin boards. 
 
3. Requests for media publications must be accompanied by a copy of the material(s) students 

wish to publish. 
 
4. The principal will ordinarily authorize media publications provided: 
 
 A.  The material is created by students currently enrolled in this school district. 
  
 B.  The authors are identified in a conspicuous location on all materials. 
 
 C.  The material is free from libel, slander, obscurity, personal attacks or incitement to 

illegal action(s). 
 
 D.  The material is free from unauthorized solicitation. 
 
 E.  The material is free from advertisements of cigarettes, liquor, illegal or illicit drugs, or 

drug paraphernalia. 
 
 F.  The material is distributed as directed by the principal in such a manner as not to 

interfere with or disrupt the normal educational process. 
 
Students and/or other school personnel in violation of this policy and regulation will be subject 
to appropriate disciplinary action.  Any disciplinary action is taken will not abridge and 
individual's rights to due process under other district policies under the law. 
 
 
 See policy JICE 
 
 
 
Revised 5-24-05 
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Windham School District Policy  JICEA 
 
 

STUDENT PRODUCTIONS 
 
Student productions are encouraged when such productions contribute positively to the 
educational goals of the District.  All such productions will conform to rules established by the 
Superintendent and the building principal. 
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Windham School District Policy  JICF 
 
 

SECRET SOCIETIES / GANG ACTIVITY 
 

 It is the policy of the District that membership in secret fraternities or sororities, or in other 
clubs or gangs not sponsored by established agencies or organizations, is prohibited. 

 
 Gangs that initiate, advocate, or promote activities, which threaten the safety or well being of 

persons or property on school grounds or which disrupt the school environment are harmful 
to the educational process.  The use of hand signals, graffiti, or the presence of any apparel, 
jewelry, accessory, or manner of grooming which, by virtue of its color, arrangement, 
trademark, symbol or any other attribute which indicates or implies membership or affiliation 
with such a group, present a clear and present danger to the school environment and 
educational objectives of the community are forbidden. 

 
 Incidents involving initiations, hazing, intimidation, and/or activities of such group 

affiliations which are likely to cause bodily danger, physical harm, or personal degradation or 
disgrace resulting in physical or mental harm to students are prohibited. 

 
 Any student wearing, carrying, or displaying gang paraphernalia, or exhibiting behavior or 

gestures which symbolize gang membership, or causing and/or participating in activities 
which intimidate or affect the attendance of another student will be subject to disciplinary 
action, including suspension and expulsion. 

 
 The Superintendent may provide in-service training in gang behavior and characteristics to 

facilitate staff identification of students at-risk and promote membership in authorized school 
groups and activities as an alternative. 
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HAZING 
 
 It is the policy of the District that no student or employee of the District shall participate in or 

be members of any secret fraternity or secret organization that is in any degree related to the 
school or to a school activity.  No student organization or any person associated with any 
organization sanctioned by the Board of Education shall engage or participate in hazing. 

 
 For the purposes of this policy, hazing is defined as an activity which recklessly or 

intentionally endangers the mental or physical health or safety of a student for the purpose of 
initiation or admission into or affiliation with any organization sanctioned or authorized by 
the Board of Education. 

 
 "Endanger the physical health" shall include, but is not limited to, any brutality of a physical 

nature, such as whipping; beating; branding; forced calisthenics; exposure to the elements; 
forced consumption of any food, alcoholic beverage, drug or controlled dangerous substance; 
or any forced physical activity which could adversely affect the physical health or safety of 
the individual. 

 
 "Endanger the mental health" shall include any activity, except those activities authorized by 

law, which would subject the individual to extreme mental stress, such as prolonged sleep 
deprivation, forced prolonged exclusion from social contact which could result in extreme 
embarrassment, or any other forced activity which could adversely affect the mental health or 
dignity of the individual. 

 
 Any hazing activity, upon which the initiation or admission into or affiliation with an 

organization sanctioned or authorized by the Board of Education is conditioned, directly or 
indirectly, shall be presumed to be a forced activity, even if the student willingly participates 
in such activity. 

 
 This policy is not intended to deprive School District authorities from taking necessary and 

appropriate disciplinary action toward any student or employee.  Students or employees who 
violate this policy will be subject to disciplinary action that may include expulsion for 
students and employment termination for employees. 

 
 A copy of this policy will be furnished to each student and teacher in the school District. 
 
 

 Statutory References: 
 RSA 631:7 
 
 Revised:  November, 1999 
 Revised:   July, 1998 
 Revised 5-24-05 
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Windham School District Policy   JICG  
 Also ADB, ADC, GBEC, & GBED  

 
TOBACCO PRODUCTS BAN 

 
USE AND POSSESSION IN AND ON SCHOOL FACILITIES AND GROUNDS 

 
 USE OF TOBACCO PRODUCTS STRICTLY PROHIBITED IN/ON ALL SCHOOL 

FACILITIES AND/OR GROUNDS 
 
 No person shall use any tobacco product in any facility maintained by the School District, nor 

on any of the grounds of the District.  
 
 Tobacco products mean cigarettes, cigars, snuff, smokeless tobacco, smokeless cigarettes, 

products containing tobacco, and tobacco in any other form. 
 
 "Facility" is any place which is supported by public funds and which is used for the instruction 

of students enrolled in preschool programs and in all grades maintained by the District. This 
definition shall include all administrative buildings and offices and areas within facilities 
supportive of instruction and subject to educational administration, including, but not limited 
to, lounge areas, passageways, rest rooms, laboratories, classrooms, study areas, cafeterias, 
gymnasiums, maintenance rooms, and storage areas. 

 
 Signs shall be placed by the District in all buildings, facilities and school vehicles stating that 

the use of tobacco products is prohibited. 
 
 It is the responsibility of the building principal(s), or designee, to initially enforce this policy 

by requesting that any person who is violating this policy to immediately cease the use of 
tobacco products. After this request is made, if any person refuses to refrain from using 
tobacco products in violation of this policy, the principal or designee may call the local police 
who shall then be responsible for all enforcement proceedings and applicable fines and 
penalties. 

 
Students 
 
No student shall purchase, attempt to purchase, possess, distribute, or use any tobacco product 
in any facility, in any school vehicle or anywhere on school grounds maintained by the District.   

 
Enforcement of this prohibition shall initially rest with building principals, or their designees, 
who may report any violation to the local police department.  In accordance with state law, the 
police department shall be responsible for all proceedings and applicable fines and penalties.  
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Windham School District Policy  JICG   
     Also ADB, ADC, GBEC, & GBED  

 
TOBACCO PRODUCTS BAN 

(continued) 
 

The principal will develop regulations, which cover disciplinary action to be taken for violations 
of this policy.  These regulations will be communicated to students by means deemed 
appropriate by the principal.  In addition to disciplinary actions taken by the school, criminal 
penalties for fines may result from violations of this policy. 

 
Employees 

 
No employee shall use any tobacco product in any facility in any school vehicle or anywhere on 
school grounds maintained by the District.   

 
Initial responsibility for enforcement of this prohibition shall rest with building principals, or 
their designees. The principal may report violations to the local police department.  In 
accordance with state law, the police department shall be responsible for all proceedings and 
applicable fines and penalties. 

 
The principal will develop and implement the appropriate means of notifying employees of the 
possible disciplinary consequences of violating this policy.  Any employee(s) who violate(s) this 
policy is subject to disciplinary action that may include warning, suspension or dismissal. In 
addition, fines or other penalties may result from enforcement of these prohibitions by other law 
enforcement officials. 

 
All other persons 
 
No visitor shall at any time use tobacco products in any facility, in any school vehicle, or 
anywhere on school grounds maintained by the District. 
 
Responsibility for enforcement of this prohibition shall rest with all school District employees 
who may report violations to the local police department. In accordance with state law, the police 
department shall be responsible for all proceedings and applicable fines and penalties. 

 
Statutory References: 
RSA 155:64 - 76 
RSA 126 – K:6 & K:7 
 Revised:   April, 2003   

 Revised:  November, 1999 
 Revised:   July, 1998 

 Revised 5-24-05 
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Windham School District Policy  JICH 
 

DRUG AND ALCOHOL USE BY STUDENTS 
Dangerous and narcotic drugs, which a student has on prescription and carries  onto school 
property for ingestion as prescribed by a doctor, will be kept in the  Nurse's office. 
 
Taking of illegal drugs, and/or possession of same, in any form, is not permitted at any time.  
Parents will be informed immediately if a student is in violation of  this policy, and the matter 
will be brought to the attention of the Board and other proper authorities. 

 
The Windham School Board views with utmost seriousness the behavior of any student who is 
violating, or is appearing to violate, the New Hampshire or federal Controlled Substances Act.  
The trafficking of look-alike or illicit-appearing substances and articles among student is not 
permitted. 
 
  a. In case a student appears to be under drug influence, the parent will be notified by 

school authorities to come for the student and remove him/her to his home or to medical 
facilities. 

 
  b. In severe cases, if the parents or school doctor will not come to the  school, the 

Principal is authorized to call an ambulance to remove the Student to the hospital.  
Parents will be notified of this action and be responsible for the incurred expenses. 

 
  c. Upon reasonable evidence of the illegal possession and/or use of drugs by any student 

on District property, the student will be suspended from school for at least five days.  A 
conference with the parents, child and principal should be held as soon as possible. 

 
  d. Any student found selling, distributing, or giving away illegal drugs will be turned 

over to police authorities immediately and suspended from school, or ten (10) days and 
referred to Superintendent for further disciplinary action. 

 
  e. Any student convicted in court for illegally selling drugs on or off school property 

will be suspended from school pending Board action. 
 
  f. In the event a student has been found in violation of the policy for more than one 

incident, the case shall be referred to the Superintendent of Schools. 
 
Alcoholic beverages will not be permitted on school property at any time.  Any Student in 
possession of or under the influence of alcohol will be immediately suspended from school for 
not less than five days 
 
 Statutory Reference: 
 RSA 571-C:2 
 Revised:  November, 1999 

 Revised:   July, 1998 
 Revised 5-24-05 
 Adopted by WSB 7/5/05 
 
 
 
 
 



Windham School District Policy  JICI 
 

DANGEROUS WEAPONS ON SCHOOL PROPERTY 
 
Dangerous weapons, such as, but not limited to, firearms, explosives, incendiaries, martial arts 
weapons (as defined in RSA 159:24), electronic defense weapons (as defined in RSA 159:20), 
clubs, billies, metallic knuckles or containers containing chemicals such as pepper gas or mace, 
or the use of any object as a weapon are not permitted on school property, on school vehicles or 
at school-sponsored activities. Student violations of this policy will result in both school 
disciplinary action and notification of the police. Suspension or expulsion from school could 
result. 
 
In addition, any Student who is determined to have brought a firearm (as defined by 18 US 921 ) 
to school will be expelled for not less than one year (365days). This expulsion may be modified 
by the Superintendent upon review of the specific case in accordance with other applicable law. 
 
Weapons under control of law enforcement personnel are permitted. 
 
Weapons used in civil war or revolutionary war reenactments may be permitted with the 
permission of the superintendent. 

 
All Students will receive written notice of this policy at least once each year in the student 
handbook. 
 
 
 
 
 
 
 
 
 
 
 
 
 Statutory & Regulatory References: 
  
 18 U.S.C.A. §§ 921 - 924 
 RSA 193-D 
 RSA 193-13 
 Ed. 317 
 Appendix: JICD-R 
 
 Revised:  November, 1999 

 Revised:   July, 1998 
 Revised 5-24-05 

 Adopted by WSB 7/5/05 
 
 
 
 

 



Windham School District Policy           JICI-R 
 

MODIFICATION OF A WEAPONS EXPULSION  
 
Pursuant to RSA 193:13, IV, the Superintendent may, upon written application of an expelled 
pupil, recommend modification to the expulsion. Prior to the School Board's consenting to such a 
modification, the pupil shall be required to submit to the Superintendent sufficient evidence in 
the form of letters, work history or other documents or testimony demonstrating that it is in the 
school's best interest and the pupil's best interest to allow a modification. In making such a 
decision, due regard will be given to other pupils and staff whose safety and well being shall be 
of paramount importance. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 See policy JICI 
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 Windham School District Policy      JICJ 
 

UNAUTHORIZED COMMUNICATION DEVICES 
 

Students may possess and use cellular telephones, pagers, or other electronic communications 
devices, subject to limitations of this and other policies of the district.  Parental permission is 
required.  The device may not be visible or used after arrival at school and until dismissal.  Such 
devices shall not be used during instructional time or in the passing time between classes unless 
during an emergency, determined by the school. 
 
Building principals may promulgate rules to enforce this policy at the building level.   
 
Students violating the policy may be subject to disciplinary action. 
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Windham School District Policy      JICK 
RECORDING DEVICES ON SCHOOL BUSES 

 
In an effort to ensure student safety and maintain discipline, the Windham School District may 
cause video recording devices (hereinafter “recording devices”) on any or all buses used to 
provide transportation for District students.  Use of video recordings (hereinafter “recordings”) 
made on buses shall be governed by the procedures established below.   
 
NOTICE  
 
Signs indicating that all actions taking place in the interior of a bus may be recorded shall be in a 
conspicuous location on all buses.  In addition, notification that recording devices may be in 
operation on buses shall be placed in student handbooks. 
 
STORAGE/MAINTENANCE OF RECORDINGS  
 
All recordings are the property of the Windham School District and shall be maintained in 
accordance with federal and state law and this policy.  After a recording has been made the 
recording will be retained at the transportation office of the District’s transportation carrier for a 
period of ten (10) school days.  If no request by the District for a recording is made within ten 
(10) working days of recording, the recording shall be erased and reused.  Recordings requested 
by an authorized District official (the superintendent, assistant superintendent, building principal, 
vice principal or the District’s transportation coordinator) will be provided to and be retained by 
the School District pursuant to this policy.  Recordings provided to the District may be used in 
discipline of students and shall be retained by the District until the final resolution of any 
discipline, including the time for appeal.  Recordings provided to the District not used for 
discipline will be erased and reused at the direction of the superintendent. 
  
RIGHT TO REVIEW RECORDINGS  
 

A request by an authorized district official to the District’s transportation carrier for a recording 
may be made after an incident or concern is reported by a bus driver, transportation company 
representative, school administrator or a parent or guardian whose child rides the route in 
question.  Once a request for a recording is received by the District, only an authorized school 
official or transportation company official may review the recording.  A parent or guardian of 
any student subject to discipline may request and be granted by the Superintendent the right to 
review a recording if the recording is to be used in a disciplinary proceeding.  Only those 
portions of a recording relevant to the incident or concern may be reviewed and only those 
portions relevant to a discipline matter may be used in a disciplinary proceeding.   
  
AUDIO RECORDINGS  
 
No audio recordings of students will be permitted without the District first following the 
procedures for RSA 570-A:2. 
  
COPIES OF TAPES 
 
Tapes may not be copied without written authorization of the Superintendent.    
Adopted 8/7/07 
 
 
 



Windham School District Policy       JIE 
          Also IHBCA 
 

PREGNANT STUDENTS 
 
Maternal or paternal status shall not affect the rights and privileges of students to receive a public 
education. 
 
Pregnant students shall be permitted to continue in school in all instances when continued 
attendance has the sanction of the expectant mother's physician.  The Board may require a 
physician's statement of activity limitations. 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Revised:  November, 1999 

 Revised:   July, 1998 
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STUDENT SEARCHES 
The Board, in keeping with federal and state laws, is committed to maintaining an environment 
for students and staff which is safe, healthy and conducive to learning and working.  The Board 
recognizes that incidents may occur where the health, safety and welfare of students and staff are 
jeopardized and which necessitate the search by school officials of students, their personal 
property (e.g., backpacks, purses, and handbags), vehicles or their lockers and/or desks. 
 
The School District retains ownership and possessory control over student lockers and desks and, 
therefore, reserves the right to inspect lockers and desks at any time for any reason without 
notice, without student consent, and without reasonable suspicion. 
 
Searches of students and their personal property within the school or on school grounds may be 
conducted by the Principal or designee when that school official has reasonable grounds to 
suspect the search will uncover evidence that the student has violated or is violating School 
District policies, school rules, or the law. 
 
The extent of the search of a student’s person or personal property and the measures used in 
conducting the search must be reasonably related to the objects of the search, and must not go 
beyond what is warranted by the nature of the suspected violation. 
 
Students are permitted to park on school premises as a matter of privilege, not of right.  The 
School district retains authority to conduct routine patrols of student parking lots and inspections 
of the exteriors of student automobiles on school property. The interiors of student vehicles may 
be inspected whenever a school official has reasonable suspicion to believe such search will 
produce evidence that the student has violated or is violating School District policies, school 
rules or the law. 
 
Recognizing the danger that contraband poses to society, and students in particular, the School 
District reserves the right to conduct unannounced random searches at any time with the 
assistance of qualified law enforcement officers and trained dogs.  Qualified law enforcement 
officers and trained dogs may be used periodically upon request of the Superintendent and/or 
Principal to sniff lockers, common areas, vacated classrooms, parking lots (vehicles), and school 
grounds. 
 
If a search produces evidence that a student has violated or is violating the School District’s 
policies, school rules or the law, such evidence may be seized by school officials, and 
disciplinary action may be taken.  When appropriate, such evidence may be transferred to law 
enforcement authorities. 
 
Legal Reference: 
 NH Constitution, Pt.1, Art.19  Reviewed: October, 2004  
 State v. Drake, 139 NH 662 (1995)  Revised: January, 2001  
 State v. Tinkham, 143 NH 73 (1998) New policy, July, 1998 
   Revised:  February 2005   Appendix JIH-R 
Revised 5-24-05 
Adopted by WSB 7/5/05 
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USE OF METAL DETECTORS 
 

When the administration has reasonable cause to believe that weapons are in the possession of 
unidentified students, when there has been a pattern of weapons found at school, or when 
violence involving weapons has occurred at the school, the administration is authorized to use 
stationary or mobile metal detectors in accordance with procedures approved by the board.  Any 
search of a student's person as a result of the activation of the detector will be conducted in 
accordance with the policy on personal searches. 
  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 New policy, July, 1998 
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STUDENT ORGANIZATIONS/ACTIVITIES 
 

Student activities are an important part of the educational process, the Board encourages students 
to participate in a wide variety of co-curricular activities. 
 
Any student organization must be recommended by the Principal and approved by the Board. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Revised:  November, 1999 

 Revised:   July, 1998 
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STUDENT FUND-RAISING ACTIVITIES  
 
 The Board recognizes that students may wish to engage in fundraising activities. All such 
fundraising activities require prior approval of the Superintendent. 
 

Student fundraising activities must be for the support of the school activities. Fundraising 
will not be school sponsored, unless approved by the Superintendent. All fundraising money 
must be deposited in the school activity accounts, which shall be maintained according to 
standards and procedures established by the Superintendent or his/her designee, and these 
accounts shall be audited annually. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 Revised:  November, 1999 

 Revised:   July, 1998 
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STUDENT ACTIVITIES FUNDS  

 
 The Principal of the school shall be responsible for the proper administration of the financial 
activities of the Student activities fund in accordance with state law and appropriate accounting 
practices and procedures.  All monies collected shall be deposited to the Student body activities 
account at the local banks.  All payments made from the student activities account shall have 
approval of the Principal and his/her designate. 
 
 Monies raised by student organizations or class activities must be expended for the benefit of 
students. 
 
 Student activity accounts are subject to auditing at any time by the Business Administrator or 
his/her designate. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Revised:  November, 1999 

 Revised:   July, 1998 
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NON-SCHOOL SPONSORED CONTESTS FOR STUDENTS 
 
 Non-school sponsored contest may be permitted when the Principal and Superintendent 
judge that the contest fits into the overall instructional objectives of the school and shall have 
prior approval of the Superintendent. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 Revised:   July, 1998 
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INTERSCHOLASTIC ATHLETICS 
 
 
 The Board will offer interscholastic athletics subject to budgetary considerations. The 
purpose of interscholastic athletics is both educational and recreational.  The athletic program 
should encourage participation by as many students as reasonably possible and should be carried 
on with the best interests of the participants as the first consideration.  This should be done in 
conjunction with the academic program. 
 
 Participation in interscholastic athletics is subject to the rules adopted by the New Hampshire 
Interscholastic Athletic Association and other rules adopted by the  Superintendent and the 
Principal. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 See Appendix: IJOC-R 
 

 
 Revised:   July, 1998 
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CORPORAL PUNISHMENT/PHYSICAL FORCE 
 

 No teacher, administrator, student, or other person will subject a student to corporal 
punishment or condone the use of corporal punishment by any person under his or her 
supervision or control, except in self-defense or in exigent circumstances.  Permission to 
administer corporal punishment will not be sought or accepted from any parent, guardian, or 
school official. 
 
 Physical restraint is authorized when needed to protect the safety of the individual student 
and/or other students and employees.  Documentation of any incident requiring such restraint 
will be given to the Principal. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Statutory & Regulatory References: 
 RSA 627:6, II 
  
 Revised:  November, 1999 

 Revised:   July, 1998 
 Revised 5-24-05 

Adopted by WSB 7/5/05 
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DETENTION OF STUDENTS 
 
 A school administrator or teacher may detain a student for disciplinary reasons during school 
hours.  Further, a school administrator or teacher may detain a Student for disciplinary reasons 
after school hours, provided the parent has been notified of the detention and, in the case of bus 
students, arrangements have been made for the student's transportation home.  In cases where 
transportation is required, 24-hour notice will be given so that transportation may be arranged. 
 
 Parents may be asked to arrange for the transportation of the detained student. 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Revised:  November, 1999 

 Revised:   July, 1998 
 
 Revised 5-24-05 
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STUDENT INSURANCE PROGRAM 
 
 The Board makes available a student accident policy, but the student's parents must 
 pay for the policy if the coverage is taken. The District does not provide student 
 accident coverage. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Revised:  November, 1999 
 Revised:   July, 1998  
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STUDENT HEALTH SERVICES AND REQUIREMENTS  
 
 The Board may appoint a school nurse to function in the school health program.  A school 
nurse shall be a registered professional nurse licensed in New Hampshire.   
 
 The Board may employ or contract with a licensed practical nurse or a certified nursing 
assistant, to work under the direct supervision of the school registered nurse.  Treatment is 
limited to first aid care.  The administration will attempt to notify parents before a Student who is 
ill is permitted to go home. 
 
 1. Any student not in class because of illness must report to the nurse. 
 
 2. All student medications must be kept in the custody of the school nurse. No 

prescription medication is to be administered by school personnel except as prescribed by a 
doctor and accompanied by a parental permission form unless otherwise arranged by doctor, 
parent, and school nurse. 

  
 3. Over the counter medications may be administered at the discretion of the school 

nurse with parental permission. 
 
 4. All accidents occurring on school property are to be reported to the school nurse and 

the school principal immediately.  Students attending school during the extended day, night, 
or summer school or any other time when the school nurse is not in the building are to report 
to the person supervising the activity immediately in case of illness or accident.  

 
 
Approved by  Nurses 2/05 
 
 
 
 
 Statutory References: 
 RSA 200:27,29,31 
 
 Revised:  November, 1999 

 Revised:   July, 1998 
 
Revised 5-24-05 
Adopted by WSB 7/5/05
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PHYSICAL EXAMINATIONS OF STUDENTS  
 

Each child must have a complete physical examination within a one-year period before entry 
first to school. 

 
 However, no medical examination shall be required of a child whose parent or 
 guardian objects thereto in writing on the grounds such medical examination is 
 contrary to his/her religious tenets and teachings. 
 
 Parents of students transferring to the District must present proof of meeting the 
 physical examination and immunization requirement. Failure to comply with this  
 provision may result in exclusion from school for the child. 
 

A  child shall be exempted from the above immunization requirements if he/she presents 
evidence from his/her physician that immunization will be detrimental to his/her health.  A 
child shall be excused from immunization for religious reasons upon signing of a notarized 
form by the parent/guardian stating that the child has not been immunized because of 
religious beliefs. 

 
Students must pass a physical each year to be eligible for athletics for that school year. Any 
injured Student excused from athletic practice while under a physician's care must provide 
written authorization from a physician to the coach to resume practice. 

 
No child shall be excused from regular physical education except on the written notice of a 
duly licensed physician or on the written request of the parents, subject to Board approval, in 
which case an alternative program shall be provided.  Temporary excuses on a day-to-day 
basis may be granted by the Teacher upon the request of the parents. 

 
 Parent Notification – Certain Circumstances 

If the District utilizes federal money to perform physical exams or screenings on students, the 
District will annually notify parent(s) of such physical exam or screening, except for vision, 
hearing, scoliosis, height or weight. 

 
 Regulatory & Statutory References: 
 Ed. 306 
 RSA 141-C:20-c 
 RSA 200:32 
 RSA 200:38 
 No Child Left Behind, Title II, Sec 1061 
 Appendix: JLCA-R 
 Revised: April, 2003 
 Revised:  November, 1999 

 Revised:   July, 1998 
   Approved by nurses : 2/05  
 Revised 5-24-05 

 Adopted by WSB 7/5/05 
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OFFICE OF THE SCHOOL NURSE 
GOLDEN BROOK SCHOOL PHYSICAL EXAMINATION  

(Incoming first graders) 
Phone (603) 898-9586 Fax (603) 870-9030 

To be filled out by your DOCTOR 
 
NAME OF CHILD       DATE OF BIRTH   
DATE OF PHYSICAL EXAMINATION           
Vision Screening      Heart       
Hearing Screening     Lungs       
Nose & Throat      Abdomen      
Glands       Urine       
Teeth       Blood       
Blood Pressure      Hernia       
Height       Weight       
Skin       Orthopedic       
 
HISTORY OF COMMUNICABLE DISEASES: PLEASE LIST YEAR 
Measles    Chicken Pox    Rubella     
Scarlet Fever   Mumps   Diphtheria   Other   
Does this child have any allergies?           
  

IMMUNIZATIONS: PLEASE LIST DAY / MONTH/ YEAR 
 
VACCINE DATE GIVEN   VACCINE DATE GIVEN   
DPT 1      OPV/IPV 1    
DPT 2      OPV/IPV 2    
DPT 3      OPV/IPV 3    
DPT/DTaP 4     OPV/IPV 4    
DPT/DTaP 5     MMR 1     
Hib 1      MMR 2     
Hib 2      Varicella    
Hib 3      HEP B 1     
Hib 4      HEP B 2     
Lead/EP dates     HEP B 3     
Varivax      Influenza    
TB test      Other      
 
This child is physically capable of carrying a full school program and may participate in physical education:  

      YES   NO          

Exceptions             

Does this child require an EpiPen for allergic reactions?  YES           NO   

Is this child on daily medication at home or school?  YES            NO  

                         

If  yes, please list medication and reason for taking       

  

              

 
PHYSICIAN’S SIGNATURE       DATE    
 
PHYSICIAN’S STAMP       Telephone #    

 
Revised 5-24-05     Adopted by WSB 7/5/05 
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SPORTS & ATHLETIC  – PHYSICAL EXAMINATION 
(to be completed and signed by examining physician) 

 
NAME:         SCHOOL:       
HEIGHT:     WEIGHT:    AGE:    GRADE:    
*Tanner Stage or Maturation Index      BP       
*Percent Body Fat  Pulse(rest)   (Exercise)   (Recovery)   
*Vision:  Corrected (L)    (R)    Both     
             Uncorrected (L)    (R)    Both     
*Audiogram:      Cervical spine/neck       
        Back         
Eyes       Shoulders        
Ears       Arm/elbow/wrist/hand      
Nose       Knees/hips        
Throat       Ankles/feet        
Skin          

LAB: 
Lymphatic       *Urine      
Lungs        *Hemoglobin or HCT    
Heart        and or Fe Stores     
Abdomen        
Genitalia/hernia      
Peripheral pulses      *WHEN MEDICALLY INDICATED  
I have reviewed the data above, reviewed his/her medical history form and make the following 
recommendations for his/her participation in athletics. 
  Full Participation   Limited Participation 
  No Participation   Needs Additional Evaluation 
If not full participation, give reasons and recommendations:         
                
Any recommendations or concerns on such items as: 
a. Weight loss or gain or restrictions of weight loss:             

Slow and careful monitoring of conditioning because of being overweight or show an abnormal exercise 
testing:               

c. Other:               
 

Physician Signature:         ,M.D.* Date:    
 *Doctor of Medicine, Doctor of Osteopathy or Licensed Nurse      Practitioner 

 
Physician Name(PRINT)             
 
Address:        City/Zip Code:      
Telephone Number:      



Revised 5-24-05 

Adopted by WSB on 7/5/05 
Copyright © 2004, New Hampshire School Boards Association. All rights reserved.  
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OFFICE OF SCHOOL NURSE 
HEALTH HISTORY 

(Incoming first graders and new students) 
Please fill out and bring with you on the day you register your child. 

 
Print Student’s Name:           
 
Previous Illnesses:             
 
Previous Operation:             
 
Speech Problems:             
 
Vision Problems:             
Has child had a vision screening in last year at doctor’s office?  No     Yes     
 
Hearing Problems:             
History of Ear infections                                                                 No    Yes     
Tubes Yes     Year(s)    
Has child had a hearing screening in last year at doctor’s office?  No   Yes    
 
Allergies (food, bee stings, medicines, etc.         
              
Does this child have an Rx for an EpiPen           No   Yes    
Has your child had Chicken Pox?                         No   Yes   Year   
Asthma:             
Skin Conditions (hives, eczema):           
Heart Disease:             
Blood Born Pathogens (Hep. B/ HIV etc.):          
Kidney Infection:             
Diabetes:              
Convulsions or Seizures:            
Tuberculosis:              
Has constipation or diarrhea ever been a problem?         
Physical Handicaps:             
Orthopedic problems or restrictions (feet, legs, etc.)        
Was pre-natal period and birth considered normal?         
     If no, please explain           
 
              
  Parent Signature     Date 
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FOOD ALLERGY GUIDELINES 
 

The following guidelines are designed to reduce the risk of exposure to potentially life-
threatening food allergens for our growing number of students with severe allergies.  It is our 
goal to provide a school setting that minimizes the risk of accidental exposure while maintaining 
a safe, positive educational environment for all students.    
 
What is Food Allergy? 
Food allergies affect 8% of children under age three, 6%-8% of school-age children and 2.5% of 
adults.   
 
Eight foods (peanut, tree nut, milk, egg, soy, wheat, fish and shellfish) account for 90% of total 
food allergies, although any food has the potential to cause an allergic reaction. Those affected 
may be allergic to more than one food. 
 
Peanut and tree nuts account for 92% of severe and fatal reactions, and along with fish and 
shellfish, are often considered to be lifelong allergies. 
 
Food Allergy prevalence has increased 55% in the last five years 
 
40%-50% of those diagnosed with food allergy are judged to have a high risk of anaphylaxis (a 
life-threatening reaction).  Every food allergy reaction has the possibility of developing into a 
life-threatening and potentially fatal anaphylactic reaction.  This can occur within minutes of 
exposure to an allergen. 
 
Reactions can occur simply by touching or inhaling an allergen.  In some cases, consumption of 
as little as one five-thousandth of a teaspoon of an allergenic food can cause death. 
 
Impact on the School 
Every school should expect at some point to have students with food allergies.  Schools must be 
prepared to deal with food allergies and the potential for anaphylaxis. 
 
Accidental ingestion of the offending allergen occurs most often at school.  As many as one in 
five children, with food allergies, will have a reaction in school. 
 
The student with an undiagnosed food allergy may experience their first allergy reaction while at 
school.   
 
When a physician assesses that a child’s food allergy will result in anaphylaxis the child’s 
condition meets the definition of “disability” and is covered under the Federal Americans with 
Disability Act (ADA), Section 504 of the Rehabilitation Act of 1973, and may be covered under 
Individuals with Disabilities Education Act (IDEA) if the allergy management affects the 
students ability to make educational progress. 
Adequate plans and staff, who are knowledgeable regarding preventive measures and well 
prepared to handle severe allergic reactions, can save the life of a child.       
          1 of 6 
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FOOD ALLERGY GUIDELINES 
(continued) 

Family’s Responsibility 
Notify the school of child’s allergies.  Provide updates as necessary. 
 
Help to establish a core team of, but not limited to, physician, principal, school nurse, teacher, 
guidance counselor and food service manager to develop and implement a plan that addresses the 
child’s needs, including the school bus, classroom, cafeteria, assemblies, etc.  A detailed Food 
Allergy Action Plan shall also be included. 
 
Provide written medical documentation, instructions, and prescribed medications, using the Food 
Allergy Action Plan as a guide.  Photo of child must also be included. 
 
Provide child with a medic-alert bracelet identifying the life-threatening allergy.  Bracelet should 
be worn at all times while at school. 
 
Replace expired and/ or used medications as per Food Allergy Action Plan. 
 
Educate the child in the self-management of their food allergy including:  safe and unsafe foods, 
strategies for avoiding exposure to unsafe foods, symptoms of allergic reactions, how to 
communicate an allergy-related problem, how to read food labels (age appropriate).  Child 
should not accept food from other students. 
 
Review guidelines/ procedures with core team members as soon as possible following a reaction. 
 
Student’s Responsibility 
Take a proactive role in the care and management of their food allergies (age appropriate). 
 
Do not accept food items from or trade food items with other students. 
 
Avoid food items with unknown ingredients or known allergens. 
 
Immediately notify any teacher, administrator, assistant or school nurse of possible exposure to 
food allergen. 
 
Wear a medic-alert bracelet at all times. 
 
School’s Responsibility 
Keep informed of and follow all applicable federal laws including ADA, IDEA, Section 504 and 
FERPA, as well as all state laws and district policies/ guidelines that may apply. 
 
Include food-allergic students in school activities.  Students shall not be excluded from school 
activities solely based on their food allergies.  
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FOOD ALLERGY GUIDELINES 
(continued) 

 
Inform and update all families registered in the district about known allergens in order to 
minimize the risk of life-threatening exposure.  Extra-curricular groups using school  
facilities will also be notified, and shall be excluded from using any area designated as “allergen-
free”. 

 
Provide all families with a copy of Food Allergy Guidelines as well as a listing of resources 
regarding food allergies, such as Food Allergy and Anaphylaxis Network (FAAN).   
 
Identify a core team of, but not limited to, physician, principal, school nurse, teacher, guidance 
counselor, and food service manager to work with parents and student (age appropriate) to 
establish a Food Allergy Action Plan specific to that child.  Changes will be made as necessary 
with team participation. 
 
Consult with local emergency management personnel to establish and/ or update emergency 
protocols and drill procedures as needed. 
 
Educate staff who interact with students with food allergies, on a regular basis so they 
understand food allergy, can recognize symptoms, can take emergency action, and will work 
with other school staff to eliminate the use of food allergens in lunch program, educational tools, 
arts and crafts projects, or incentives. 
 
Identify school personnel who are properly trained to administer medications in accordance with 
State Nursing and Good Samaritan Laws governing the administration of emergency 
medications.   
 
Coordinate with school nurse to assure that medications are stored appropriately (easily 
accessible, secure location such as the main office) and that an emergency kit is readily available 
and contains a physician’s standing order for epinephrine.    
  
Practice the Food Allergy Action Plan as a drill to assure the efficiency/ effectiveness of the 
plan.  Emergency protocols shall be updated as needed with team participation.  
 
Review Food Allergy Action Plan with core team members and physician as soon as possible 
following a reaction. 
 
Work with bus companies to determine appropriate management of transportation needs. 
 
Discuss planned field trips as a team to decide appropriate strategies for managing child’s food 
allergy.  Encourage parents of child to participate as a chaperone. 
 
Take threats or harassment against an allergic child seriously. 
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FOOD ALLERGY GUIDELINES 
(continued) 

 
Everyone’s Responsibility 
 
Read all information made available by the school regarding food allergies.  Any questions 
regarding the Food Allergy Guidelines should be directed to the principal or school nurse.   
 
Understand the seriousness of food allergies and consider how food choices may impact the lives 
of severely allergic students. 
 
Promote understanding, acceptance and compassion. 
 
*Some information used in the preceding guidelines was developed by: 
 
American Food Service Association 
National Association of Elementary School Principals 
National Association of School Nurses 
National School Boards Association 
The Food Allergy and Anaphylaxis Network (FAAN) 
Massachusetts Department of Education 
North Andover School District, North Andover, MA 
 
*In some cases, information has been modified to meet the needs and concerns of School 
Administrative Unit 28. 

 
*Food Allergy Resources 

Books: 
 
“The Peanut Allergy Answer Book,” by Michael C. Young, M.D.  Fair Winds Press 2001. 
 
“Caring for Your Child with Severe Food Allergies,”  Lisa Cipriano Collins.  John Wiley & 
Sons, 2000. 
 
“Special Diet Solutions” and “Special Diet Celebrations,” Carol Fenster, PhD.  Savory Palate, 
Inc 1999. 
 
“No Nuts for Me,” Aaron Zevy.  Tumbleweed Press, 1995. 
 
“Alexander, the Elephant Who Couldn’t Eat Peanuts,” and other titles, The Food Allergy and 
Anaphylaxis Network.  www.foodallergy.org. 
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FOOD ALLERGY GUIDELINES 
(continued) 

Other Resources: 
 
Asthma and Allergy Foundation of America/ New England Chapter (AAFA/ New England) 
220 Boylston Street 
 
Chestnut Hill, MA  02467 
Phone: (617) 965-7771  Toll-Free (877)2-ASTHMA  Fax: (617)965-8886 
E-mail: aafane@aol.com 
Website: http://www.asthmaandallergies.org 
 
Food Allergy and Anaphylaxis Network (FAAN) 
10400 Eaton Place, Suite 107 
Fairfax, VA  22030-2208 
Phone: (800)929-4040  Fax: (703)691-2713 
Website: http://www.foodallergy.org 
 
American Academy of Allergy, Asthma and Immunology (AAAAI)  
611 Wells Street 
Milwaukee, WI  53202 
Phone: (414)272-6071  Toll-Free: (800)822-2762  Fax: (414)272-6070 
Website: www.aaaai.org 
 
American College of Asthma, Allergy and Immunology 
85 West Algonquin Road 
Arlington Heights, IL  60005 
Phone: (847)427-1200 
Website: http://allergy.mcg.edu 
 
American Academy of Pediatrics 
141 Northwest Point 
Elk Grove Village, IL  60007 
Phone: (847)434-4000  Fax: (847)434-8000 
Website: http://www.aap.org 
 
Dey Laboratories (manufacturer of Epi-Pen auto-injectors) 
Phone: (800)755-5560  Fax: (800)869-9005 
Website: http://www.deyinc.com 
 
Medic-Alert  
2323 Colorado Avenue 
Turlock, CA  95382 
Phone: (800)432-5378 
Website: http://www.medicalert.org 
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FOOD ALLERGY GUIDELINES 
(continued) 

 
 
Massachusetts Department of Education, Nutrition Programs and Services 
Kathleen Millett, Administrator 
350 Main Street 
Malden, MA  02148 
Phone: (781)338-6498 
E-mail: Kmillett@doe.mass.edu 
Website: www.doe.mass.edu/cnp 
 
US Department of Education - Office for Civil Rights 
Ruth Ricker, Technical Assistance Specialist 
Phone: (617)223-9680 
E-Mail: Ruth.Ricker@ed.gov 
Website:  OCR_Boston@ed.gov 
 
Seacoast Food Allergy Group 
Portsmouth, NH 
Phone: (603)964-8060 
 
*Some listings courtesy of Massachusetts Department of Education 
 
9-15-03 
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 Windham School District Policy JLCB 
 

IMMUNIZATIONS OF STUDENTS  
 
 Any child being admitted to the District must present proof of meeting the physical 
examination and immunization requirements upon entrance. Failure to comply with this 
provision may result in exclusion from school for the child.  Immunization record or evidence of 
laboratory immunity is sufficient proof.  Students not in compliance must provide appointment 
date for remaining doses. 
 
 Principals will notify parents of this requirement at the earliest possible date, so that the 
necessary plans can be made with the family physician or other medical resources to accomplish 
this standard prior to a child being admitted to school. 
 
 A child shall be exempted from the above immunization requirements if he/she presents 
evidence from his/her physician that immunization will be detrimental to his/her health.  A child 
shall be excused from immunization for religious reason, upon the signing of a notarized form by 
the parent or guardian stating that the child has not been immunized because of religious beliefs. 
 
 
 
 
    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Statutory & Statutory References: 
 RSA 141-C:20-c 
 RSA 200:38  
 Ed. 301:14 
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COMMUNICABLE DISEASES  
 
 All students with a positive reaction to the screening procedure will be referred to the 
students' physician of record or the school physician for further testing, and a report from the 
physician will be required so as to protect the health of the  student and his or her contacts. 
 
 Throat Cultures:  Whenever the School Nurse has reason to suspect a student is suffering 
from a throat infection, the Nurse shall contact the parent to arrange for follow-up by the family's 
physician. 
 

Upon notification from the physician/parent that the student has a positive result from the 
throat culture, the student shall immediately be excluded from school attendance by the building 
Principal, and may be re-admitted only.  After completing 24 hours of antibiotic therapy. 
 
 Pediculosis:  The School Nurse shall conduct periodic examinations of students' heads at 
appropriate times.  Such examinations may be of an entire class or of students selected at 
random. 
 

Students found to have pediculosis or other contagious conditions (head lice and nits) by the 
School Nurse shall be immediately suspended from attendance.  The student may be re-admitted 
only by the School Nurse after an examination. 
 
  
 
 
 
 
 
 
 
 
 
Statutory References: 
 RSA 200:32 
 RSA 200:38 
 RSA 200:39 
 Appendix JLCC-R  
 
 Revised:  November, 1999 

 Revised:   July, 1998 
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Adopted by WSB 7/5/05



Windham School District Policy       JLCCA   
 

Also IHAMC & GBGAA 
 

BLOOD BORNE PATHOGENS (i.e.) HIV, HEPATITIS B, HIV/ AIDS POLICY  
 
 Preamble 
 
 Acquired Immunodeficiency Syndrome (AIDS) is a disease in which the body's immune 
system is impaired by the Human Immunodeficiency Virus (HIV).  The virus leaves its victim 
unable to fight off infections.  As a result, persons with AIDS are susceptible to serious 
secondary infections, such as pneumonia and certain malignancies.  Some, but not all, persons 
infected with HIV develop AIDS.  To assist the School District and infected persons, the School 
District has developed the following policy. 
 
  I.    General Principles: 
    
   Blood Borne Pathogen 
 
   (A)  HIV is not spread by casual, everyday contact.  Therefore, absent a serious 

secondary infection that may be transmitted to others or a significant health problem 
that restricts the infected person's ability to attend School, a student who is infected 
with HIV or AIDS shall attend the School and classroom to which he or she would be 
assigned, and shall receive the rights, privileges and services to which he or she 
would be entitled if not infected.  Decisions about any changes in the educational 
program of a student who is infected with HIV or AIDS shall be made on a case-by-
case basis. 

 
   (B)  There shall be no discrimination in employment against a person infected with 

HIV or AIDS based solely upon said infection.  No School District employee shall be 
terminated, non-renewed, demoted, suspended, transferred or subjected to adverse 
action based solely upon his/her infection with HIV or AIDS, or the perception that 
he or she is so infected.  However, the School District may take whatever action is 
appropriate as to an employee who, despite reasonable accommodation, is unable to 
perform his/her duties due to an illness, including an illness related to HIV or AIDS. 

 
   (C)  The School District shall provide a sanitary environment and shall establish 

procedures for handling bodily fluids, pursuant to Section V. 
 
   (D) The School District shall administer a program of education about HIV or AIDS 

for students, their families, and School District employees to ensure that they are 
informed about the following: 
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Also IHAMC & GBGAA 
 

BLOOD BORNE PATHOGENS (i.e.) HIV, HEPATITIS B, HIV/ AIDS POLICY  
(continued) 

    
    (1) The nature of HIV, including how HIV is transmitted, according to current 

scientific evidence; 
 
    (2) School District policies and procedures relating to employees and students 

with diseases such as HIV or AIDS; 
 
    (3) Resources within the School District and elsewhere for obtaining additional 

information or assistance; and 
 
    (4) Procedures to prevent the spread of communicable diseases at School. 
 
  II.    Evaluation of Infected Students and Staff 
 
   (A)  HIV is not transmitted casually.  Accordingly, infection with HIV or AIDS is 

not, by itself, sufficient reason to remove a student or staff member from the School.  
When the Superintendent has been notified that a student or staff member is infected 
with HIV or AIDS, the Superintendent shall act appropriately to ensure the safety of 
persons in the School setting and to plan to support the infected person. 

 
   (B)  When the School District learns that a student is infected with HIV or AIDS, 

the appropriate procedures under State and Federal Law with regard to evaluation and 
educational programming shall be followed if the student is or may be educationally 
handicapped. 

 
(C)   
 (1)  When notified that an employee is infected with HIV or AIDS, the 
Superintendent shall determine whether the infected person has a significant health 
problem that will restrict his/her ability to work and shall determine whether the 
infected person has a secondary infection (e.g., tuberculosis) that poses a medically 
recognized risk of transmission of disease.  The Superintendent shall make this 
determination by consulting with the infected person's physician and the infected 
person.   

 
   The Superintendent also may consult with public health officials and other 
persons, subject to the confidentiality provisions in this policy.  The Superintendent 
shall consider methods in which the School District may anticipate and meet the 
needs of persons infected with HIV or AIDS. 
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Also IHAMC & GBGAA 
BLOOD BORNE PATHOGENS (i.e.) HIV, HEPATITIS B, HIV/AIDS POLICY 

(continued) 
 
     (2) Absent a secondary infection that creates a medically recognized risk of 

transmission of disease, or a significant health problem, which restricts the 
infected person's ability to work, the Superintendent shall not alter the job 
assignment of the infected person.  However, the Superintendent shall 
periodically review the case with the persons described in Section II(C) (1). 

 
 (3) If the Superintendent determines that a secondary infection  poses a 

medically recognized risk of transmission of disease in the School setting or that 
a significant health problem restricts the infected person's ability to work, the 
Superintendent shall consult with the persons described in Section II(C) (1).  
After said consultation, the Superintendent shall, if necessary, develop an 
individually tailored plan to accommodate the staff member if reasonably 
possible.  Additional persons may be consulted if necessary for gaining 
additional information, but the infected person must approve of the notification 
of any additional persons who are informed of the infected person's identity.  
The Superintendent may consult with legal counsel to ensure that any official 
action is consistent with state and federal law.  If an individually tailored plan is 
necessary, said plan shall be medically, legally, educationally and ethically 
sound. 

 
   (D)  Infected students who are aggrieved by the education plan determinations may 

appeal said determinations pursuant to state and federal special education law if the 
infected student is eligible for or claims that he is eligible for special education or 
special education and related services. Infected persons who do not claim that they 
are eligible for special education or special education and related services, but who 
are aggrieved by the Superintendent's determinations, may appeal said determinations 
to the School Board. 

 
   (E)  Confidentiality shall be observed throughout the foregoing process. 
 
 III. Confidentiality 
 
   (A)  The identity of a student or staff member who is infected with HIV or AIDS 

may be disclosed to those persons who determine whether the infected person has a 
secondary infection that poses a medically recognized risk of transmission of disease 
in the School setting or whether a significant health problem will restrict the infected 
person's ability to work or attend class.  These persons include:    
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Also IHAMC & GBGAA 
 

BLOOD BORNE PATHOGENS (i.e.) HIV, HEPATITIS B, HIV/AIDS POLICY 
(continued) 

  
    (1) The Superintendent or a person designated by the Superintendent to be 

responsible for the determination, or, in the case of a student who is identified as 
educationally handicapped or who is claimed or believed to be educationally 
handicapped, the special services team. 

 
    (2) The physician of the infected person. 
 
    (3) Public health officials, to the extent that their knowledge of the infected 

person's identity is necessary. 
 
   (B)  The persons listed in Section III (A) (1) - (2) and the infected person (or his/her 

parents or guardians) shall determine whether additional persons need to know the 
identity of an infected person.  The identity of an infected person shall not be 
disclosed to persons who are not listed in Section III (A) without the consent of the 
infected person, or the infected person's parents or guardians.  The persons to whom 
the infected person's identity may be disclosed with the aforementioned consent 
include the School nurse, the School Principal or other persons necessary to protect 
the health of the infected person or to evaluate and monitor the case. 

 
   (C)  All staff members who know the identity of persons infected with HIV or AIDS 

shall treat said information as confidential.  No information shall be divulged directly 
or indirectly to any individuals or groups, except as noted in Section III (A) - (B).  All 
medical information and written documentation of discussions, telephone 
conversations, proceedings, and meetings concerning the HIV or AIDS infection shall 
be maintained in a locked file.  Access to said file shall be granted only to those 
persons who have the written consent of the infected person or his/her parents or 
guardians.  The names of infected persons shall not be used in documents, except 
when essential.  No document containing the name or other information, which 
reveals the identity of an infected person, may be shared with any person for any 
purposes without the consent of the infected person or the infected person's parents or 
guardians.  Any School staff member who violates the confidentiality provisions of 
Section III shall be subject to discipline.  Test results and medical records shall be 
disclosed only with the consent of the infected person (or that person's parent if he is 
a minor), pursuant to a subpoena or order of a court or administrative agency, or 
otherwise in accordance with law. 
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BLOOD BORNE PATHOGENS (i.e.) HIV, HEPATITIS B, HIV/AIDS POLICY 
(continued) 

 
 IV. Testing 
 
  Mandatory testing for communicable diseases that are not spread by casual,   
 everyday contact (e.g., HIV or AIDS) shall not be a condition for School entry   
 or attendance, or for employment or continued employment. 
 
 V. Control of Infections 
 
  (A)  HIV cannot penetrate unbroken skin, and there is no evidence that HIV has been 

transmitted through contact with vomit, nasal discharge, saliva, urine, or feces.  However, 
said body fluids commonly transmit infections such as Hepatitis, colds and flu.  
Accordingly, direct skin contact with body fluids should be avoided whenever possible. 

 
  (B)  Staff members shall follow the UNIVERSAL PRECAUTIONS in handling body 

fluids in the Schools. 
 
  (C)  The School District shall cooperate with local, state and federal health   
 agencies in controlling infections. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Statutory References: 
 RSA 193:1 
 RSA 189:1-a 
 RSA 186-C:2,I 
 RSA 193:3 
 Revised 5-24-05 
Adopted by WSB 7/5/05       
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HEALTH EDUCATION 
 
 The School Board recognizes that (HIV) AIDS education should be integrated  into 
the health and family life curriculum, but may also be applied to other curriculum areas. 
 
 The District's (HIV)AIDS education program must address, at a minimum, the nature, 
transmission, prevention, and effects of the disease. The program shall be provided in a 
sequential manner in all grades, taking into consideration the age and maturity of the students 
and the subject matter of the course. Development of the program should take into account the 
instructional needs of all students in the District. 
 
 The Superintendent shall ensure that the information presented as a part of the (HIV)AIDS 
program is articulated in such a way that transition from grade to grade in the elementary 
Schools and from elementary to secondary approaches to the material will be appropriate for all 
students. 
 
 The Superintendent shall ensure that all staff involved in teaching the (HIV) AIDS education 
program are properly certified and adequately prepared to teach the material. As necessary, 
appropriate staff training shall be provided. All employees shall have training in Universal 
Precautions. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Revised:   July, 1998 
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ADMINISTERING MEDICINES TO STUDENTS  
 
  
The Windham School District adopts the following policy specific to administering medication 
to students: 
 
1. Each local school board, with the advice of the school medical health advisor and the school 
nurse shall establish policy and procedures to give protection and controls to the matter of 
medications in schools. 
 
2. Any pupil who is required to take a medication prescribed by a licensed physician, advanced 
registered nurse practitioner or a licensed physician’s assistant, during the school day, shall be 
supervised in taking the medication by the school nurse who shall be responsible for 
administering the medication. 
 
3. If the school nurse is not available the following option shall apply in implementing (1) 
above: 
  The building principal or designee may assist a student in taking required medication 
by making such medications available to the student as needed, and by observing the student as 
he/she takes or does not take his/her medication. 
 
4. Upon receiving a request from the parent, guardian or physician relative to a particular 
student’s need for medication during school hours, the school nurse may contact the parent, 
guardian or physician to discuss whether the student should remain at home or whether the 
medication should be taken before, during and/or after school. 
 
5. In order for medications to be given in school, the following shall occur: 
 
 (a) The school nurse shall ensure that a written authorization from the licensed 

prescriber, containing the following, be on file in the student’s health record: 
 
  - Student’s name; 
  - Name and signature of the licensed prescriber and business and emergency 

numbers; 
  - Name, route and dosage of each required medication; 
  - Frequency and time of medication administration or assistance;   
  - Diagnosis and any other medical conditions requiring medications if not a 

violation of confidentiality or if not contrary to the request of the parent or 
guardian to keep confidential; 

  - Specific recommendations for administering; 
  - Any special side effect, contraindications and adverse reactions to be observed; 
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ADMINISTERING MEDICINES TO STUDENTS  
(continued) 

  
 
6. All prescription medications to be administered by the school nurse shall be kept in a 
securely locked cabinet, used exclusively for medications, which are kept locked except when 
open to obtain medications.  The cabinet shall be substantially constructed and anchored to a 
solid surface. All medication (over the counter and prescribed) must be in the original pharmacy 
labeled container and accompanied by the signed Parent’s Request For Giving Medication or 
Treatment At School form. 
 
7. Students in grade six through eight may carry their albuterol inhalers on their person when 
agreed by parents, students, personal physician and the school nurse.  There must be a signed 
contract on hand and signed by all parties. (Attach example of contract) 
 
8. Students in grade six through twelve may carry their epipen on their person when agreed  by 
parents, students, personal physician and the school nurse.  There must be a signed contract on 
hand and signed by all parties. (Attach example of contract) 
 
9. Parents are responsible for providing up-to-date, non-expired, medication to the school. 
 
 
 
 
 
 
 
 
 
 
 
 Regulatory Reference: 
 Ed. 311.02(d) 
 See Appendix JLCD-R 
 
 Revised:  November, 1999 

 Revised:   July, 1998 
 Revised 5-24-05 

Adopted by WSB 7/5/05 
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PARENT’S REQUEST FOR GIVING MEDICATION OR TREATMENT AT SCHOOL 
 
My child,       , a student in       
School requires medication and/or a medical procedure during the school day as prescribed by 
his/her physician. I hereby authorize the designated staff person to administer the 
medication/procedure prescribed below according to the directions. In consideration of the 
service, I (we) further hereby agree that I (we) will not hold liable, and will otherwise hold 
harmless, the Windham School District and any such member of the administration of the 
medication/procedure described below. This includes permission to confer with the physician, if 
necessary.  
 
Date:    Signature:         
   
    Print Name:          
 

PHYSICIANS’ STATEMENT 
 

The above named student,       , requires medication and or a 
medical procedure during the school day as follows: 
Diagnosis:              
Mediation:      Dosage:       
Time:       Frequency/ Duration:      
Route of Administration:            
 
Possible side effects, adverse reactions, and contraindications:  
              
              
 
Other medications the student is currently taking:         
  
Identification of medical procedure (explanation and details, i.e., time and duration);  
              
              
              
              
 
Date:    Signed:        
        (Physician) 
Physician Telephone #   Print Name      
  

All medication (over the counter and prescribed) must be in the original pharmacy labeled 
container and accompanied by this signed form. 
 
Revised 5-24-05 
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Medical and Emergency Care Information 
(To be filled out for each field trip) 

Student Name              
Address              
Date of Birth    Teacher        Grade   
 
Parent Name:              
Parent can be reached at the following phone number (W)       
(C)         (H)       
 
Other contact:       (W)        
(C)          (H)       
 
Student’s Doctor       Phone #      
Insurance and #             
Date of last tetanus shot: (6th –8th grade only)         
 
Check all that apply: 
  Allergic to: (food, drugs, insects)         
  Chronic medical problems:           
  Current Medications:            
 
Does your child have an EpiPen:            Yes     No     If yes, 

a) The parent must accompany the student on a field trip or be in attendance at the school – 
sponsored activity. 

b) If the stipulations as outlined above cannot be met, the parent shall notify the school 
authorities, in writing, authorizing a responsible adult to assume the care and custody of the 
student. (see reverse side) 

c) My child has a Doctors order to self administer EpiPen   Yes     No      
 
  Needs to receive the following medication while on the field trip: 
 1. Name of medication           
  Time to be given           
                To be given in the event of an allergic reaction only. 
 

2. Name of medication           
  Time to be given           
               To be given in the event of an allergic reaction only. 
 
You have my permission to assist / supervise my child in taking the medications listed above. I 
understand that a chaperone, teacher or other responsible adult designated by the principal may carry my 
child’s medication. In case of medical emergency, in the event I cannot be reached, I authorize 
Windham Schools, its agents, employees and other officers to procure and consent to any medical 
examination, diagnostic process or course of treatment, including hospital care, to be rendered to 
my child by or under the supervision of any duly licensed doctor, dentist or surgeon. 
              
Parent Signature      Date  

 
PLEASE FILL OUT PARENTAL CONSENT AND RELEASE FORM I F YOUR CHILD HAS AN 

EPIPEN 
Revised 5-24-05 Adopted by WSB 7/5/05 
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Field Trip Form 
Parental Consent and Release 

Medical Authorization 
 

(To be filled out if student will/may need epipen medication while on a field trip.) 
 
I,         , as the parent or guardian of 
 
      , authorize         
  (student)     *(responsible adult) 
 
to assume care and responsibility of my child while on the following school sponsored  
 
activity          on      
          (date) 
 
In the event that medication is needed, i.e., EpiPen, inhaler, or other prescription  
 
medications, the above-mentioned responsible adult has my permission to dispense  
 
medication as directed. 
 
 
              
Signature (Parent/Guardian)       Date 
 
              
Signature (Adult Assuming Responsibility)     Date 
 
 
 

*If your student has an EpiPen you must list a responsible adult (staff member) listed on your 
consent to administer form that will be on the field trip or another parent volunteer you have 
instructed in EpiPen use that will be responsible for your child. 
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GRADES 6-8 
Permission to carry Inhaler and/or EpiPen 

Contract between Student, Parent, Nurse and Physician 
 

So that we may provide the best care for your child, please complete the information below and return to 
the School Nurse. If any changes occur during the year, please notify the School Nurse. 
 
All medications brought to school must be in their original pharmacy containers (labeled with the 
student’s name). All medications administered at school require a physician’s written order as well as 
written parental permission. 
 
OPTION #1 
The student comes to the health office where the inhaler and or EpiPen is kept, and uses it under 
supervision. The advantage is that the medication will be used correctly, in the proper amount, and that 
records will be kept. A number of students keep their inhalers in the health office and come before PE or 
as needed. Parent and physician MUST complete the reverse side of this form. 
 
OPTION #2 
Upon completion of the contract below, the student will be allowed to self-administer and carry his/hers 
inhaler and or EpiPen. The advantage being that the inhaler and or EpiPen is immediately available. 
 
RESPONSIBILITIES FOR SELF-ADMINISTRATION AND CARRIN G INHALER AND OR 
EPIPEN: 
  1. Student has demonstrated to the nurse and physician the correct use of the inhaler and or EpiPen. 
  2. Student understands responsible use of the inhaler and or EpiPen and recognizes proper and                

prescribed timing for use. 
  3. Student agrees that if after 2 puffs there is no marked improvement, he/she will see the nurse 

immediately. 
  4. Student agrees that if after self-administration of EpiPen they will notify the nearest adult and 

immediately notify the school nurse. 
  5. Parent will provide a second labeled medication to be kept in the health office for emergency use. 
  6. Student agrees to never share the inhaler and or EpiPen with another person. 
  7. Student agrees to follow this contract and agrees that failure to do so will lead to parent contact 

and development of a new plan. 
 
Comments and added responsibilities:          _ 
  
       /        
Student Signature    Date   School Nurse Signature   Date 
 
I request that my child be allowed to carry his/her inhaler and or EpiPen and be responsible for its proper 
storage and use. I will support my child to follow the above agreement and if he/she does not, I will be 
contacted and we will develop a new plan. 
               
Parent Signature          Date 
               
Mediation        Dose and Frequency of Use 
               
Physician’s Signature          Date 
 
Revised 5-24-05 
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FIRST AID AND EMERGENCY MEDICAL CARE 
(STUDENT ACCIDENTS AND ACCIDENT REPORTS) 

 
 School personnel have responsibilities in connection with accidents occurring in school 
which may be classified as follows: 
 
 1. Administering first aid. 
 2. Summoning medical assistance. 
 3. Notifying administration. 
 4. Notifying parents. 
 5. Filing accident reports. 
 
 Teachers must use reasonable judgment in handling accident cases.  Extreme caution should 
be exercised not to minimize any accident. 
 
 All Teachers should make a concerted effort to increase their understanding of proper steps 
to be taken in the event of an accident.  Teachers should also have knowledge of the physical 
condition of Students so that they may be prepared to meet any emergency, which may arise. 
 

The School nurse, and specially trained staff members shall stand ready to assist in treatment 
of accident victims. 
 

Regardless of the seriousness of the accident, the staff member in charge or the school nurse 
must submit an accident report so that the administrators are informed and a basis is established 
for the proper processing of insurance claims. 
 
 The District makes it possible for parents to subscribe to student accident insurance at low 
rates.  This program is offered each year during September. The District does not provide student 
accident insurance. 
 
  
 
 
 
 
 
 
  
 Statutory Reference: 
 RSA 200:40 
 Appendix: JLCE-R 
 Revised:  November, 1999 

 Revised:   July, 1998 
 Revised 5-24-05 
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EMERGENCY INFORMATION FORM  
 
 
Student's Name Last        First        
             Please Print  
Address              
  
Telephone:               
   
Where can parents be reached if not at home?         
  
Mother:  Address         Tel.      
 
Father:  Address         Tel.     
   
List two neighbors or nearby relatives who will assume temporary care of your  child if you 
cannot be reached. 
 
1. Name             
   
 Address            Tel.    
  
  
2. Name             
   
 Address           Tel.    
  
 
In case of accident or serious illness, I request the school to contact me.  If the school is unable to 
reach me, I hereby authorize the school to call the physician indicated below and to follow his 
instructions.  If it is impossible to contact this physician, the school may make whatever 
arrangements seem necessary. 
 
Local Physician's Name           
   
Address             
   
Office Telephone       Home Telephone     
   
             
   Signature      Date 
 
 Reference Policy: JLCE 
 Revised:  November, 1999 
 Revised:  July, 1998 
 Revised 5-24-05 
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Also, KLMB & GBGBA 
AUTOMATED EXTERNAL DEFIBRILLATOR(S) 

 
 The Board may acquired/purchased an Automatic External Defibrillator(s)   

(AED) for use in emergency situations warranting its use. 
 
 The use/administration/maintenance of the AED is subject to the following 
 conditions: 
 
 1. Location of the AED (s) 
 The Superintendent, working with the building principal and school nurse,  shall select 
and approve the location(s) for the AED(s). 
 
 2. Authorized Employees/Training of Users 
 AED's will only be administered by those employees designated by the Principal, in 
consultation with the school nurse. Employees will only be  authorized after they have 
successfully received and completed appropriate training in cardiopulmonary resuscitation and 
AED use, provided by the School Nurse or his/her designee, or from another source acceptable 
to the School Nurse. 
 
 3. Maintenance 
 AED's will be maintained by the School Nurse, or his/her designee. Maintenance shall be 
done according to the AED manufacturer's specifications. The School Nurse will maintain a 
record of all maintenance that has been performed on the AED(s). 
 
 4. Registration of AED(s) 
 In accordance with RSA 153-A:33, the School Nurse, or his/her designee, shall register 
the AED(s) with the New Hampshire Department of Safety. See sample registration forms, at 
(Code of Policy - R). 
 
 5. Incident Reporting 

The School Nurse, or his/her designee, shall report all instances of AED use with the 
New Hampshire Department of Safety. See sample registration forms, at (Code of Policy 
- R). 
 

 6. Liability Limited  
 The District, and persons administering the AED(s), shall enjoy the limitations of 
 liability as specified in RSA 153:A-31, as well as other sources of law. 
 
Statutory Reference: 
RSA 153-A:28-33 
Further Information: State of NH, Bureau of Emergency Medical Services, 271-4568 
New Policy September, 2003 
Revised 5-24-05 
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       Category P 

DAILY PHYSICAL ACTIVITY 
  
The District recognizes the importance of appropriate daily physical activity and exercise as a 
way of minimizing certain childhood health problems. 
 
Toward that end, the District will involve students, parents, staff, administration, and community 
leaders in assessing the school’s physical activity environment, and will recommend an 
appropriate program of physical activity that will enable all students to take advantage of daily 
physical activity. 
 
 
 
 
 
Note:  HB 1352 passed with an effective date of June 22, 2004, requiring each school district to 

have a policy on daily physical activity. In order for you to be in full compliance with the 
law, we have included this language for your consideration as you develop your own 
policies. However, another area of the law specifies that the State Board of Education 
establish rules and develop model policy language. We want you to have this sample 
immediately, but if necessary, we will update this language as needed. 

 
 
 
 
 
 
 
 
 
 
Legal Reference: 
 RSA 189:11-a, Food and Nutrition Programs 
 NH Code of Administrative Rules, Section ED. 303.01 (g), Substantive Duties of  
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WELLNESS POLICY 

 
The Windham School District recognizes the important connection between a healthy diet and a 
student’s ability to learn effectively and achieve high standards in school.  The District also 
recognizes that there is a link between nutrition education, the food served in schools, and 
physical activity, and that wellness is affected by all of these.  (Center for Ecoliteracy in 
collaboration with Slow Food USA and Chez Panisse Foundation, 2005) 
 

·  Since 1980, the percentage of overweight children ages 6 to 11 has doubled, and 
the percentage of overweight adolescents ages 12 to 19 has tripled.  Among 
children and teens ages 6 – 19 years, 16%, or over 9 million youth, are 
overweight. (www.cdc.gov) 

 
·  The CDC could save $77 billion in annual medical costs if inactive people 

became active. (www.cdc.gov) 
 
·  Physical activity peaks at age 10; however physical activity requirements are 

mandated until the 10th grade. (www.cdc.gov) 
 
·  Obese children and teens miss six times as many days of school as healthy 

students. (JAMA 2003) 
 
·  Based on data collected by Windham Center School physical education teachers 

for 8 and 9 year students in their classes in 2004, 25% of girls aged 8 were 
overweight, with another 8% at risk for becoming overweight.  Thirteen percent 
of 9-year-old boys were overweight, with another 21% at risk for becoming 
overweight. 

 
Based on this data, the Windham School District is committed to providing a positive school 
environment that enhances the growth and development of lifelong wellness practices.  The 
Windham District Wellness Committee will meet two times yearly to review and establish 
specific goals and ensure that the Wellness Policy is in effect. 
 

 
I. Nutrition Education Goal: 

 
Ensure that the grades 4-12 Health Curriculum, and grades T-4 Physical Education 
Curriculum does the following: 

A. Develops an interactive nutrition curricula that teaches the skills needed to adopt 
lifelong healthy eating behaviors. 

B. Integrates nutrition curricula into the health education and/or core curricula. 
C. Provides appropriate training for the staff to implement these curricula. 
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WELLNESS POLICY 
(Continued) 

 
II. Physical Activity Goal: 
 

Ensure that the grades T-12 Physical Education Curriculum do the following: 
 

A. Includes physical activity education components that promote understanding of the 
short-and-long-term benefits of physical activity. 

B. Provides opportunities for every student to maintain physical fitness. 
C. Provides opportunities for every student to develop skills that help to maintain 

physical fitness. 
D. Provides opportunities for every student to regularly participate in physical activity. 

 
III. Nutrition Standards Goal: 
 

Ensure that nutrition standards within the district do the following: 
 
A. Establish nutrition standards for all foods provided by the school lunch program 

during the day. 
B.   Ensure that reimbursable school meals meet the program requirements and nutrition 

standards set forth under the USDA Code of Federal Regulations (7CRF) Part 210 
and Part 220. 

C. Utilize a variety of methods of communication with parents to encourage students 
to consume healthy snacks and meals (i.e. parent-teacher groups, written statement 
in each school handbook, utilization of public access television for educational 
information, school websites, and informational emails from the parent-teacher 
groups). 

 
D.  Set nutrition standards for all foods provided by the school food service program 

during the school day focusing on increasing nutrient density, decreasing fat and 
added sugars and moderating portion size. 

1.  Set recommendations and guidelines for foods and beverages sold in vending 
machines, snack bars and school stores (2007-2008 school year) 

2. Set recommendations and guidelines for foods and beverages in a la carte 
sales in the food service program on school campuses (2008-2009 school 
year). 

3.  Ensure the aforementioned guidelines will meet or exceed the guidelines as 
approved by the NH Healthy Schools Coalition. 

4. Develop a set of recommendations to guide the selection of food choices for 
refreshments served at parties, celebrations and meetings during the school 
day, as well as, student reward alternatives. 
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WELLNESS POLICY 
(Continued) 

 
5. Ensure that school related groups such as parent-teacher groups, booster clubs, 

and student organizations will be encouraged to adhere to these guidelines; 
however, these groups will not be prohibited from selling food or beverages 
that fail to meet or exceed the guidelines. 

 
IV. School Environment Goal: 

 
Promote wellness within the school environment that accomplishes the following: 
 

A. Creates a school environment that is conducive to healthy eating. 
1. Allots adequate time for students to enjoy eating healthy foods with friends. 
2. Creates a safe enjoyable meal environment for students. 
3. Ensures student’s access to school meals with a minimum of wait time. 

 
B. Creates a school environment that is conducive to being physically active 

1.  Encourages the development of additional physical activity opportunities 
throughout the day. 

2. Encourages active participation in recess and discourage the denial of physical 
activity as a form of discipline. 

3. Discourages the cancellation of recess or other physical activity time for 
instructional makeup time. 
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Written: June 2006 
 
Legal Reference: 
 
 
 RSA 189:11-a, Food and Nutrition Programs 

 

  NH Code of Administrative Rules, Section ED. 303.01 (g), Substantive Duties of   School Boards   
 Section 204 of Public Law 108-265, Child Nutrition and WIC Reauthorization Act of 2004   
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     SUICIDE PREVENTION 
 
 The Board recognizes that self-destructive behavior and suicide occurs among  children and 
adolescents in our country.  Students identified as self-destructive are in need of appropriate help 
as quickly as possible.  The primary efforts of school personnel working with a depressed or 
suicidal student are support, parental contact and referral.  To that end, student confidentiality 
may be waived in life-threatening situations. 
 
 * Establishment of referral/response procedures in each school to facilitate assisting pupils, 

parents and guardians identified as possibly suicidal. 
 
 * Procedures in each school for dealing appropriately with tragedies to ease the 
 impact on pupils, staff and community in the event of student suicide. 
 
  
  
 
 
 
 
 
 
 
   
 
 
 
 
 
 
 
 
 
 
 New:    June, 2001 
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CRISIS MANAGEMENT 
 

Procedure for Threat to Self and/or Others 
 

Talk to/observe student to determine risk level. 

High Risk – The student has dangerous instruments and will not relinquish and/or demonstrates a 
high potential for destructive behavior to self or others. 
 
Moderate Risk – Student is depressed with some suicidal ideation or strong likelihood of 
harming self or others. 
 
Low Risk – Sadness or signs of depression. 
 
Interventions of High-Risk Level 

High Risk – The student has dangerous instruments and will not relinquish and/or student 
demonstrates a high potential for destructive behavior to self or others. 
 

1. Call police via the building administrator if necessary. 

2. Calm the student.  Begin supportive interventions. 

3. Do not leave the student alone, notify administrator as soon as possible. 

4. Involve administrator, S.R.O., or other appropriate personnel while taking steps to 
remove any dangerous instruments for students and surroundings if possible. 

 
5. Take steps to take student to a safe place where there is a phone and another adult close 

by if possible.  If this is not possible, make the present location as safe as possible by 
removing students and potentially dangerous objects. 

 
6. Make crisis team aware of situation as soon as possible. 

7. With the assistance of the administrator notify parents or guardians, request that they 
come to school.  If parents/guardians are unable or unwilling to respond, the 
administrator will notify the police. 

 
8. Include other support people when possible to be a part of intervention and planning (i.e., 

administrator, school psychologist, S.R.O., teacher, nurse, counselor). 
 

9. Advise parents of options available for evaluation and treatment at initial 
meeting/contact. 

 
10. Establish a record-keeping procedure to be kept at each school.  This file should be 

available to administrators, school counselor/psychologists to determine if incident is a 
first or subsequent occurrence (i.e., crisis team minutes).  See follow-up plan. 

 
 
 
1 of 3 

Revised 5-24-05  Adopted by WSB 7/5/05 
 



Windham School District Policy  JLDBA-R 
 

CRISIS MANAGEMENT 
(continued) 

 
Procedure for Threat to Self and/or Others 

 
11. Send a letter to parents within three school days documenting concerns and 

recommendations. 
 
Moderate Risk – Student is depressed with some suicidal ideation or strong likelihood of 
harming self or others. 
 

1. Determine the nature if distress. 

2. Identify appropriate interventions (e.g., interview, review risk assessment, involve 
appropriate personnel; administration and crisis team). 

 
3. Convene the crisis team. 

4. With the assistance of the administrator notify parents or guardians, request that they 
come to school.  If parents/guardians are unable or unwilling to respond, the 
administrator will notify the police. 

 
5. Advise parents of the options available for evaluation and treatment.  See follow-up plan. 

 
6. Send a letter to parents within three school days documenting concerns and 

recommendations. 
 
Low Risk – Sadness or signs of depression. 

1. Determine the nature if distress. 

2. Identify appropriate interventions (e.g., interview, review risk assessment, involve 

appropriate personnel as necessary). 

3. Notify parents if sadness is significant or chronic. 

If at any time in this process it is suspected that the student is at risk for abuse or neglect, the 
appropriate agency should be contacted, i.e., DCYF, police. 
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CRISIS MANAGEMENT 
(continued) 

Procedure for Threat to Self and/or Others 
 
Follow Up 
 
The School Administration will determine when the child is eligible to return to school. 

1. Reentry plan:  (post intervention) for high and moderate risk. 

·  After a threat to self and/or other incident, the parent will be requested to notify the 
school of the student’s date of return.  The student and/or parent will be required to meet 
with a school counselor/school psychologist or administrator prior to attending classes. 

 
·  Obtain written documentation from a qualified mental health professional that student no 

longer poses a threat to self and/or others. 
 

·  Make appropriate referrals for further evaluation or treatment if necessary. 

·  Review treatment plan with crisis team who will determine plan of action at school. 
 

 
 
The procedure is proposed by the Windham School Counselors:  
      Christa van der Smissen 
      Sally Hunt 
      Mary Brand 
      Julie Lichtmann 
 
      In conjunction with School Psychologists: 
      Harry McNally 
      Sharon McCauley 
 
      And School Resource Officer: 
      Steven Moltenbrey 
 
      December 2003 
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NOTIFICATION OF THREAT TO SELF AND/OR OTHERS RISK 
 
 

I/We_______________________________________________, the parent(s) of 
 
_______________________________ were involved in a conference with school 
 
personnel on ______________________. We have been notified that our child is at 
 
risk for threat to self and/or others. We have been further advised that we should seek  
 
psychological/psychiatric consultation immediately. Community resources include the  
 
Center for Life Management (434-1577, and from 5 p.m. to 9 a.m. 432-2253), a local  
 
hospital’s emergency room, or the Windham Police Department (434-5577).  
 
 
 
 
 
 
Parent or Legal Guardian 
 
 
 
Parent or Legal Guardian 
 
 
 
 
School Personnel                                            Title 
 
 
 
School Personnel                                            Title 
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REPORTING CHILD ABUSE  
 
 If a staff member suspects that a child is being abused or neglected, a report will be made 
immediately to DCYF and second notification to the school principal that a report has been 
made. 
 
 The Principal will notify the Superintendent and will report to the office as required. 
  
 All school employees having reason to suspect that a child has been abused or neglected shall 
report to DCYF the same as required by law. 
   
 An oral report shall be made immediately by telephone and followed within 48 hours by a 
report in writing, if so requested, by DCYF Central Intake.  Such report shall, if known, contain 
the name and address of the child suspected of being neglected or abused and the person 
responsible for the child's welfare, the specific information indicating neglect or the nature and 
extent of the child's injuries (including any evidence of previous injuries), the identity of the 
person or persons suspected of being responsible for such neglect or abuse, and any other 
information that might be helpful in establishing neglect or abuse or that may be required by the 
Division of Children Youth and Family Services. 
 
 Staff training is recommended at the building level on an annual basis. 
 
 
 
 
 
 
 
 
 
 Statutory References: 
 RSA 169-C:29  
 RSA 169-C:30  
 RSA 169-C:34, III 
 RSA 169-C:31 
 
 Revised:  November, 1999 

 Revised:   July, 1998 
 

 Revised 5-24-05 
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SUPERVISION OF STUDENTS 
 
 During school hours, or while engaging in school-sponsored activities, students will be 
released only into the custody of parents or other authorized persons. 
 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Revised:   July, 1998 

 Revised 5-24-05 
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STUDENT AUTOMOBILE USE AND PARKING  
 

Improper use of a motor vehicle on school grounds can result in suspension from school.  
Driving a motor vehicle from school grounds during the school day without written 
authorization will be considered improper use of a motor vehicle and could be considered 
grounds for suspension. 

 
Parking at the school is a privilege granted by the school and the privilege will be withdrawn 
if it is abused. 

 
Prior to driving or parking on school grounds, Students will be required to register motor 
vehicles in the main office and will be required to have a school sticker on the motor vehicle. 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Revised:   July, 1998 
 
 
 Revised 5-24-05 
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STUDENT AWARDS  
 
 
 The Board offers a variety of awards sponsored by groups and individuals. 
 

The Board must approve any new award. The Board will not accept the offer of any award, 
which is discriminatory on the basis of religion, race, color, creed, national origin or sex. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Revised:   July, 1998 
 Revised 5-24-05 
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STUDENT FEES, FINES, AND CHARGES 
 
 
Students are responsible for all textbooks and school property entrusted to them and must ensure 
they receive proper care in accordance with the Student Handbook. Damage, destruction or 
disappearance of school property is the responsibility of the student, and the District may require 
reimbursement up to replacement cost. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Revised:   July, 1998 
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STUDENT RECORDS POLICY 
 

Adult students over 18 years of age and parents/legal guardians will have access to school 
records of Windham students in accordance with Federal and State law and this policy. 

 
I. ANNUAL NOTICE  
 
Annually, the School District will distribute a student handbook to students, parents or guardians 
and adult students over 18 years of age containing the following notice of policies hereby 
adopted by the School Board: 
 
A. FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT ANNUAL  NOTICE  

 
The Family Educational Rights and Privacy Act (FERPA) afford parents and students over 18 
years of age ("eligible students") certain rights with respect to the student's education records. 
These rights are: 

 
1. The right to inspect and review the student's education records within 45 days of the day 

the School receives a request for access. Parents or eligible students should submit to the 
School principal a written request that identifies the record(s) they wish to inspect. The 
School principal or his/her designee will make arrangements for access and notify the 
parent or eligible student of the time and place where the records may be inspected. 

 
2. The rights to request the amendment of the student’s education records that the parent or 

eligible student believes are inaccurate or misleading. Parents or eligible students may 
ask the School to amend a record that they believe is inaccurate or misleading. They 
should write the School principal, clearly identify the part of the record they want 
changed, and specify why it is inaccurate or misleading. If the School decides not to 
amend the record as requested by the parent or eligible student, the School will notify the 
parent or eligible student of the decision and advise them of their right to a hearing 
regarding the request for amendment. Additional information regarding the hearing 
procedures will be provided to the parent or eligible student when notified of the right to 
a hearing. 

 
3. The right to consent to disclosures of personally identifiable information contained in the 

student's education records, except to the extent that FERPA authorizes disclosure 
without consent. One exception, which permits disclosure without consent, is disclosure 
to school officials with legitimate educational interests. A school official is a person 
employed by the School as an administrator, supervisor, instructor, or support staff 
member (including health or medical staff and law enforcement unit personnel); a person 
serving on the School Board; a person or company with whom the School has contracted 
to perform a special task (such as an attorney, auditor, medical or educational consultant, 
or therapist); or a parent or student serving on an official committee, such as a 
disciplinary or grievance committee, or assisting another school official in performing his 
or her tasks. A school official has a legitimate educational interest if the official needs to 
review an education record in order to fulfill his or her professional responsibility. 
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STUDENT RECORDS POLICY 
(continued) 

 
4. Upon request, the School District discloses education records without consent to officials 

of schools in which a student seeks or intends to enroll. 
 
5. The right to file a complaint with the U.S. Department of Education concerning alleged 

failures by the School to comply with the requirements of FERPA. The name and address 
of the Office that administers FERPA are: 

 
Family Policy Compliance Office 

U.S. Department of Education 
400 Maryland Avenue, SW 

Washington, DC 20202-5901  
 
B. NOTICE OF DIRECTORY INFORMATION  
 
The Family Educational Rights and Privacy Act (FERPA), a Federal law, requires that Windham 
School District, with certain exceptions, obtain your written consent prior to the disclosure of 
personally identifiable information from your child’s education records. However, Windham 
School District may disclose appropriately designated “directory information” without written 
consent, unless you have advised the District to the contrary in accordance with District 
procedures. The primary purpose of directory information is to allow the Windham School 
District to include this type of information from your child’s education records in certain school 
publications. Examples include: 
 

·  A playbill, showing your student’s role in a drama production;  
·  An annual yearbook;  
·  Honor roll or other recognition lists;  
·  Graduation programs; and  
·  Sports activity sheets, such as for wrestling, showing weight and height of team 

members.  
 
Directory information, which is information that is generally not considered harmful or an 
invasion of privacy if released, can also be disclosed to outside organizations without a parent’s 
prior written consent. Outside organizations include, but are not limited to, companies that 
manufacture class rings or publish yearbooks.  
 
In addition, two federal laws require local educational agencies (LEAs) receiving assistance 
under the Elementary and Secondary Education Act of 1965 (ESEA) to provide military 
recruiters, upon request, with three directory information categories – names, addresses and 
telephone listings – unless parents have advised the LEA that they do not want their student’s 
information disclosed without their prior written consent. 
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STUDENT RECORDS POLICY 
(continued) 

 
If you do not want Windham School District to disclose directory information from your child’s 
education records without your prior written consent, you must notify the District in writing by 
September 30.  Windham School District has designated the following information as directory 
information: 
 

·  Student’s name  
·  Participation in officially recognized activities and sports  
·  Address  
·  Telephone listing  
·  Weight and height of members of athletic teams  
·  Electronic mail address  
·  Photograph  
·  Degrees, honors, and awards received  
·  Date and place of birth  
·  Major field of study  
·  Dates of attendance  
·  Grade level  
·  The most recent educational agency or institution attended  

 
C. PROTECTION OF PUPIL RIGHTS AMENDMENT NOTICE  
 
PPRA affords parents certain rights regarding our conduct of surveys, collection and use of 
information for marketing purposes, and certain physical exams. These include the right to: 

 
·  Consent before students are required to submit to a survey that concerns one or more of 

the following protected areas (“protected information survey”) if the survey is funded in 
whole or in part by a program of the U.S. Department of Education (ED)- 

 
1. Political affiliations or beliefs of the student or student’s parent;  
2. Mental or psychological problems of the student or student’s family;  
3. Sex behavior or attitudes;  
4. Illegal, anti-social, self-incriminating, or demeaning behavior;  
5. Critical appraisals of others with whom respondents have close family 

relationships;  
6. Legally recognized privileged relationships, such as with lawyers, doctors, or 

ministers;  
7. Religious practices, affiliations, or beliefs of the student or parents; or  
8. Income, other than as required by law to determine program eligibility.  
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STUDENT RECORDS POLICY 
(continued) 

 
·  Receive notice and an opportunity to opt a student out of – 

 
1. Any other protected information survey, regardless of funding;  
2. Any non-emergency, invasive physical exam or screening required as a condition 

of attendance, administered by the school or its agent, and not necessary to protect 
the immediate health and safety of a student, except for hearing, vision, or 
scoliosis screenings, or any physical exam or screening permitted or required 
under State law; and  

3. Activities involving collection, disclosure, or use of personal information 
obtained from students for marketing or to sell or otherwise distribute the 
information to others.  

·  Inspect, upon request and before administration or use – 
 

1. Protected information surveys of students;  
2. Instruments used to collect personal information from students for any of the 

above marketing, sales, or other distribution purposes; and  
3. Instructional material used as part of the educational curriculum.  

 
These rights transfer to from the parents to a student who is 18 years old or an emancipated 
minor under State law. 
 
Windham School District has developed and adopted policies, in consultation with parents, 
regarding these rights, as well as arrangements to protect student privacy in the administration of 
protected information surveys and the collection, disclosure, or use of personal information for 
marketing, sales, or other distribution purposes. Windham School District will directly notify 
parents of these policies at least annually at the start of each school year and after any 
substantive changes.   
 
Windham School District will also directly notify, such as through U.S. Mail or email, parents of 
students who are scheduled to participate in the specific activities or surveys noted below and 
will provide an opportunity for the parent to opt his or her child out of participation of the 
specific activity or survey.  Windham School District will make this notification to parents at the 
beginning of the school year if the District has identified the specific or approximate dates of the 
activities or surveys at that time. For surveys and activities scheduled after the school year starts, 
parents will be provided reasonable notification of the planned activities and surveys listed 
below and be provided an opportunity to opt their child out of such activities and surveys. 
Parents will also be provided an opportunity to review any pertinent surveys. Following is a list 
of the specific activities and surveys covered under this requirement: 

·  Collection, disclosure, or use of personal information for marketing, sales or other 
distribution.  

·  Administration of any protected information survey not funded in whole or in part by ED.  
·  Any non-emergency, invasive physical examination or screening as described above.  
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STUDENT RECORDS POLICY 
(continued) 

 
Parents who believe their rights have been violated may file a complaint with: 
 
 Family Policy Compliance Office 

U.S. Department of Education 
400 Maryland Avenue, S.W. 
Washington, D.C. 20202-5901 

�
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 a. Parents/guardians and eligible students wishing to inspect student records must 
file a written request to do so with the Principal.  Such inspection shall take place during regular 
school hours or at reasonable times during vacation periods, but not during weekends or 
holidays. 
 
 b. Single copies of appropriate records shall be made available in a reasonable 
length of time, but in no case more than 45 days after request has been made in writing to the 
records manager (building principal).  The records may be inspected by the parents, guardians, 
and all students once they reach eighteen in the presence of the records manager or his/her 
designee. 
 
 c. The school shall make a written record of the disclosure of all student 
information, except directory information, and such record will be kept in the student’s file.  This 
record of disclosure is also available for inspection by the parent or eligible student.  A record of 
inspections will also be kept. 
 
 d. In cases involving a third party request for records requiring consent for 
disclosure under law, the student over 18, parent or guardian shall sign a consent form furnished 
by the principal.  Forms used will identify the records to which access is sought and will be 
placed in the student’s file as a record of the request. 
 
 e. Access will be refused or granted depending upon the propriety of the request and 
validity of the request and consent forms. 
 
 f. If a request for access is refused, and the party who requested access objects to 
said refusal, said request will be referred to the Superintendent for a final ruling. 
 
 g. The building principal shall be the custodian of all student records in their school.  
Special education files shall be contained in the cum files. 
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 a. The parent(s), guardian(s) of a student under 18, or a student over 18, shall have 
an opportunity to identify in writing, addressed to the building principal, the record or records 
which they believe to be inaccurate, misleading or otherwise in violation of the privacy rights, 
together with a statement of the reasons for the requested amendment of the record. 
 
 b. A response by the building principal shall be made within fourteen days 
indicating whether he/she finds the record to be inaccurate, misleading or otherwise in violation 
of the student’s privacy rights and if so how the record will be corrected or deleted.  The parent 
or eligible student will then be given 5 days from receipt of the principal’s decision to refer the 
request on to the Superintendent of Schools for a hearing. 
 c. If requested, a hearing before the superintendent or superintendent’s designee 
who does not have a direct interest in the outcome of the hearing, shall be held within a 
reasonable period of time, but in no case more than 45 days after receipt of such a request by the 
superintendent of schools.  The parent(s), guardian(s) or student 18 years or older, will have the 
right to be represented by counsel and to present evidence in support of his/her belief that the 
record should be amended.  A written decision will be rendered within 30 days stating the 
disposition of the challenge to the record and the reasons for the determination.  Although the 
hearing may be informal in nature, the processes used shall ensure fairness and impartiality.  The 
decision made shall be final and not subject to appeal. 
 
 d. If as a result of the hearing the superintendent or his/her designee decides that the 
information in the education record is not inaccurate, misleading or otherwise in violation of the 
privacy rights of the student, he/she shall inform the parent or the eligible student of the right to 
place a statement in the record commenting on the contested information in the record or stating 
why he or she disagrees with the decision of the District. 
 
 
IV. MAINTENANCE OF RECORDS  
 
 After a student leaves the School District, records shall be kept on file for three years; 
except that records for students who have been enrolled in special education programs shall be 
maintained until the individual is 35 years old. 
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