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Board of Education
Town of Windsor Locks
Regular Meeting - Agenda

September 28, 2023 - 6:00 pm
Windsor Locks High School - Library Media Center

In Person Attendance Open
Optional Public Attendance via Zoom, Click Here to Register

I. Call to Order
A. Roll Call
B. Pledge of Allegiance
C. Board of Education and Superintendent Communications

II. Public Audience (only on Agenda Items)
A. In Accordance with BOE Policy 1100 - The Windsor Locks Board of

Education (Board) Chairperson shall recognize speakers, request proper
identification and maintain proper order. The Board shall hear only
concerns, views and opinions on topics within the jurisdiction of the Board.
The appropriateness of the subject being presented, the suitability of the
time for such presentation, the number of speakers, and the time to be
allowed for public comment will be determined by the Chairperson. The
public is advised that any discussion of specific employees will not be
allowed at meetings and should be addressed to the employee’s
immediate supervisor or the Superintendent.

III. Approval of Minutes: Vote Needed p. 4 Exhibit III
- September 13, 2023 Special Meeting
- September 20, 2023 Special Meeting

IV. Policy
A. Policy Review: First Read: p. 10 Exhibit IV A
- 4118.237/4218.237/5141.8 Face Masks/Coverings - Rescind p. 11
- 4121 Substitute Teachers - New p. 15
- 5145.53 Transgender and Gender Non-Conforming Youth - New p. 17
- 7230.2 Indoor Air Quality/Heating, Ventilation, and
Air Conditioning - New p. 23

B. Policy Review - Second Read/Possible Approval: p. 28 Exhibit IV B
- 5111/5112 Admission and Placement - Revision p. 29
- 5131.911 Bullying Interventions: Regulation - Revision p. 37
- 5141.21 Administering Medication - Revision p. 90
- 6145.1 Extracurricular Activities - Eligibility to

Participate - Revision p. 149
- 6146.1 Grading and Reporting System - Revision p. 151
- 6159 Individualized Education Program/Special

Education Program - Revision p. 156
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V. Business Office Report: Vote Needed p. 163 Exhibit V
VI. Math Presentation and Workshop p. 164 Exhibit VI
VII. Discussion of October 26, 2023 BOE Meeting: Vote Possible p. 165 Exhibit VII
VIII. Board and Superintendent Comment
IX. Public Audience (General)

A. In Accordance with BOE Policy 1100 - The Windsor Locks Board of
Education (Board) Chairperson shall recognize speakers, request proper
identification and maintain proper order. The Board shall hear only
concerns, views and opinions on topics within the jurisdiction of the Board.
The appropriateness of the subject being presented, the suitability of the
time for such presentation, the number of speakers, and the time to be
allowed for public comment will be determined by the Chairperson. The
public is advised that any discussion of specific employees will not be
allowed at meetings and should be addressed to the employee’s
immediate supervisor or the Superintendent.

X. Executive Session: To adjourn the meeting to Executive Session as permitted by
Connecticut General Statutes Section 1-225(a) for the following purposes as
allowed by Section 1-200(6), that is:

A. Discussion of UE Local 222, CILU/CIPU, CILU #4 - Para-Educators
Bargaining Unit Negotiations
That attendance in the Executive Session shall be limited to:

● Members of the Board of Education
● Superintendent
● Director of Human Resources
● Director of Operations and Finance
● Others as Requested to Attend

B. Discussion of Superintendent Evaluation and 23/24 Goals
That attendance in the Executive Session shall be limited to:

● Members of the Board of Education
● Superintendent
● Others as Requested to Attend

XI. Adjourn to Public Session

XII. Action, if any, on Executive Session Items: Vote Possible
XIII. Adjourn Meeting

For the Chairperson of the Board of Education
Shawn L. Parkhurst - Superintendent of Schools

Copy: Town Clerk - Please Post
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EXHIBIT III

MEMORANDUM TO: MEMBERS OF THE BOARD OF EDUCATION

FROM: SHAWN L. PARKHURST, SUPERINTENDENT

DATE: SEPTEMBER 28, 2023

RE: APPROVAL OF MINUTES

September 13, 2023 Special Meeting

September 20, 2023 Special Meeting
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Windsor Locks Board of Education
58 South Elm Street

Windsor Locks, CT 06096

MINUTES OF THE SPECIAL MEETING,
September 13, 2023 at 6:00 p.m.

These minutes are not official until approved at a subsequent meeting.

Members Present: D. Gragnolati, K. Christianson, M. Byrne (via Zoom/In Person), J.
McGowan and J. Tria

Members Absent: None
Administrators: S. Parkhurst, S. Lee, A. Pierce, M. Warner, C. Domler, G. Testani,

J. Robinson, K. Krupa, R. Bissonnette (via Zoom), G. Weigert (via
Zoom), A. Goodwin (via Zoom)

Staff: D. Bole, J. Bernabe, D. Luzietti, and Others in Person and On
Zoom

Others: Several via Zoom

I. Call to Order

Chairman Dennis Gragnolati called the Special Meeting to order at 6:00 p.m. in the
Windsor Locks High School Library Media Center

A. Roll Call for Quorum: All Board Members were present, with M. Byrne attending
via Zoom until 6:20 p.m. at which time she arrived at the meeting in person.

B. Pledge of Allegiance: All Stood for the Pledge of Allegiance

C. Board of Education and Superintendent Communications: Board Members had
no communication. Superintendent Parkhurst addressed the Board. He spoke
of the smooth opening and thanked Administrators and Staff for their hard work
prior to our students’ return to school, he also thanked staff, students and
families for their flexibility related to the challenges regarding the heat. Fall
Sports are underway, and homecoming events are scheduled for the week of
9/25, culminating with a parade and football game among other activities on
9/30. School Parent Nights are underway, some have occurred and some are
still to come, thanks to all who have attended. You may see the addition of 3
new SRO’s to our district, a big thank you to the Board of Education and the
Community for their support of these welcome additions. Next Friday the High
School Band will be performing at the Big E as is tradition. He mentioned the
Dollars for Scholars mum sale is underway on weekends at Dexter Plaza.

II. Pubic Audience - only on Agenda Items and in accordance with BOE Policy 9020

- None

III. Approval of Minutes:

- August 10, 2023 Regular Meeting
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- August 21, 2023 Special Meetings (2)
- August 24, 2023 Special Meeting

“It was MOVED, (Christianson) SECONDED (Tria) and PASSED (U) that the Board
of Education approve the August 10, 2023 Regular Meeting, the August 21, 2023
Special Meetings (2), and the August 24, 2023 Special Meeting as presented.”

IV. Personnel Report

A. New Hires: Ms. Lee provided a list of staff members new to the district.

B. Resignation: Ms. Lee addressed the Board, she informed them of one
resignation: Ms. Jennifer Necci; an English Language Arts Teacher at the
Middle School resigned effective August 24, 2023. At the time of her
resignation Ms. Necci had served the students of Windsor Locks for seventeen
(17) years.

“It was MOVED, (Christianson) SECONDED (Tria) and PASSED (U) that the
Board of Education accept Ms. Necci’s resignation effective August 24, 2023
and offer her our sincere appreciation for all of her efforts on behalf of the
Students of Windsor Locks.”

C. Ms. Lee presented 2 job descriptions to the Board for approval: Safe School
Climate Coordinator, and the Safe School Climate Specialist. She indicated
that there was a correction to be made on both, the Safe School Climate
Coordinator position should show that the position reports to the
Superintendent, and the Safe School Climate Specialist should report to the
Building Principal. A brief discussion took place.

“It was MOVED (Christianson), SECONDED (Tria), and PASSED (U) that the
Board of Education approve the Safe School Climate Coordinator job
description, changing the “reports to” from the Principal to the Superintendent
as discussed, and to also approve the Safe School Climate Specialist job
description, changing the “reports to” from the Superintendent to the School
Principal as discussed.”

V. Bargaining Unit Contract - Connecticut Health Care Associates, District 1199,
NUHHCE, AFSCME, AFL-CIO:

Ms. Lee stated that she provided the Bargaining Unit Contract to the Board for their
review and indicated that the union had ratified the contract so it now goes before
the Board for full approval.

“It was MOVED (Christianson), SECONDED (Tria), and PASSED (U) that the Board
of Education approve the Bargaining Unit Contract with Connecticut Health Care
Associates, District 1199, NUHHCE, AFSCME, AFL-CIO.”

VI. Policies: First Read.

A. Eight policies were presented as a first read for revision:

- 5111/5112 Admission and Placement - Revision
- 5131.911 Bullying Interventions: Regulation - Revision
- 5134 Students’ Marital or Parental Status - Affirmative Action - Revision
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- 5141.21 Administering Medication - Revision
- 6145.1 Extracurricular Activities - Eligibility to Participate - Revision
- 6146.1 Grading and Reporting System - Revision
- 6159 Individualized Education Program/Special Education Program - Revision

A brief discussion was held. Mr. Parkhurst indicated that this is only a first read of these
policies, so the Board does have time to review them more closely before being
presented for a Second Read and possible approval at the next Board Meeting.

B. One Policy was presented for Second Read and possible approval:

- 2400 Evaluation of Superintendent

A Brief discussion was held. Ms. Byrne suggested a minor change to the
second to last paragraph to state “...the evaluation will be conducted in
executive session prior to meeting with the Superintendent” instead of “...will
be conducted in executive session with the Superintendent.”

“It was MOVED (Christianson), SECONDED (Byrne), and PASSED (U) that the
Board of Education approve Policy 2400 Evaluation of Superintendent as
amended.”

VII. Business Office Report

Ms. Alison Pierce, Director of Operations and Finance addressed the Board. She
presented the monthly budget report, with the first number being the allocated
budget amount of $33,025,838, the second number of $678,940.08 is the range to
date, which is expenditures for the month of August, then year-to-date expenditures
through August 2023 in the amount of $1,359,945.68. The FY 24 remaining
balance is $31,665,892.13, with FY24 encumbrances in the amount of
$21,263,451.32 leaving a FY24 budget balance of $10,402,440.81. She stated that
the FY24% of the budget remaining is 31.5%. We are having a good start to the
year and realizing some savings in some areas. She discussed our FY23 financials
and that we are still reconciling our year-end with the Town. She indicated that our
FY23 Educational Financial System (EFS) report, which is the basis of the annual
audit performed by the State Department of Education, was submitted successfully
to the State and she thanked the entire Business Department, specifically Staff
Accountant Val Breda, for all of their efforts to get everything submitted on time.
She stated that we are also finalizing our FY23 Audit which is due October 6th to
the Town and we are on target to meet that deadline.

She provided a Food Service update indicating that Windsor Locks is a free
breakfast/lunch district currently, with meals provided to all students every day. This
will be the last year of this CEP designation, which means that we could possibly
return to free/reduced meal applications next school year. She is currently working
with the State to determine our eligibility going forward for the 24-25 school year.
She told everyone to be on the lookout for some communications from the food
services team including menus and a quarterly newsletter.
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And finally, Ms. Pierce discussed our Transportation Contract and that we are in the
final year of that contract. She indicated that we will be going out to bid in the
spring for this 4-5 year contract, and invited all local transportation companies to
participate in the RFP process.

VIII. Teacher Evaluation PDEC Recommendation 23-24:

Mr. Jeff Bernabe and Mrs. Deb Luzietti, Co-Chairs of the Windsor Locks
Professional Development and Evaluation Committee (PDEC) presented the
recommendations of the PDEC Committee to exercise the use of Teacher
Evaluation Flexibilities which are permissible with BOE approval as per the CT
State Department of Education. As a result of their recommendation and
presentation, the board approved the use of the Teacher Evaluation Flexibilities for
the 23-24 school year. This allows for a reduction in the number of formal
observations and provides for more informal observations with feedback to improve
teacher practice. Each educator will set a goal that contains one student learning
goal with two indicators of success. A summative rating will be provided at the end
of the year for each educator.

“It was MOVED (Christianson), SECONDED (Tria) and PASSED (U) that the Board
of Education approve the Teacher Evaluation Flexibilities for the 23-24 school year
as presented.”

IX. Board and Superintendent Comment: None

X. Public Comment (General): None

XI. Adjournment:

It was MOVED (Tria), SECONDED (Christianson), and PASSED (U) that the Board
of Education adjourn the Regular Meeting of September 13, 2023 at 6:40 p.m.

Respectfully submitted:

Donna Bole

Acting Recording Secretary
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Board of Education
Town of Windsor Locks
Special Meeting - Minutes

9/20/2023
Windsor Locks High School Professional Development Room

I. Chairman Gragnolati called the meeting to order at 4:17 p.m.

A. Roll Call - Members Present: Dennis Gragnolati, Kylee Christianson,
Margaret Byrne, Jim McGowan, and Joe Tria.

B. All Stood for Pledge of Allegiance

II. Public Comment (only on Agenda Item): None

III. There was a motion to adjourn the meeting to Executive Session made by K.
Christianson, and seconded by J. Tria; motion carried unanimously at 4:18 p.m.

The Executive Session, as permitted by Connecticut General Statutes Section
1-225(a) was for the following purpose as allowed by Section 1-200(6), that is:

A. Discussion of Personnel Matter - Board of Education Member Jim McGowan
That attendance in the Executive Session shall be limited to:
● Members of the Board of Education
● Others as Requested to Attend:

(1) Attorney Floyd Dugas, Board of Education Counsel (via phone)
(2) Superintendent of Schools
(3) Human Resources Director

IV. There was a motion to leave Executive Session by K. Christianson, and seconded by M.
Byrne; motion carried unanimously at 6:11 p.m.

V. There was a motion to adjourn the Special Meeting by K. Christianson, and seconded
by J. Tria; motion carried unanimously at 6:12 p.m.
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EXHIBIT IV A

MEMORANDUM TO: MEMBERS OF THE BOARD OF EDUCATION

FROM: SHAWN L. PARKHURST, SUPERINTENDENT

DATE: SEPTEMBER 13, 2023

RE: POLICY - FIRST READ

Tonight, the following policies are presented as a first read before the Board of Education:

- 4118.237/4218.237/5141.8 Face Masks/Coverings - Rescind

- 4121 Substitute Teachers - New Policy

- 5145.53 Transgender and Gender Non-Conforming Youth - New Policy

- 7230.2 Indoor Air Quality/Heating, Ventilation, and Air Conditioning - New Policy
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P4118.237(a) 

4218.237 

P5141.8 

Personnel -- Certified/Non-Certified 

Students 

Face Masks/Coverings 

This policy pertains to students, faculty, staff, and visitors. It has been developed to fulfill the 

guiding principles contained in the Framework for Connecticut Schools, specifically to safeguard 

the health and safety of students and staff and to allow all students the opportunity to return into 

classrooms full time. 

The Windsor Locks Board of Education (Board) is implementing this masking requirement to 

promote the safest possible learning, teaching and work environment for students, faculty, staff 

and visitors during the COVID-19 pandemic. The first priority of the Board is the health and well-

being of students and staff as the District prepares for and implements the safe reopening of 

schools. 

The Center for Disease Control (CDC) and the Connecticut Department of Health (DPH) and the 

Connecticut State Department of Education, as outlined in Adapt, Advance, Achieve: 

Connecticut’s Plan to Learn and Grow Together requires the wearing of face coverings for all 

students and staff when they are inside school buildings and while riding school transportation 

vehicles, with certain exceptions.  

Definitions 

Face covering/mask – a cloth, paper, or disposable face covering that covers the nose and mouth. 

It may or may not be medical grade. (Evidence shows that the proper wearing of facial masks or 

coverings helps stop the spread of the virus, which is currently by droplets when an individual 

coughs, sneezes or talks.) 

Face shield – a clear, plastic shield that covers the forehead, extends below the chin and wraps 

around the sides of the face, protecting the eyes, nose and mouth from contamination from 

respiratory droplets, along with masks or respirators. 

Transportation 

Student passengers and bus drivers and any other adults present on a bus at any time,  are required 

to wear a face mask or cloth face covering that completely covers the nose and mouth during 

transit. The student’s face covering must be in place prior to boarding the bus, van or other vehicles 

and must be kept in place until they are completely off the bus or van. The Board shall provide 

back-up masks if students do not have face coverings when boarding a school bus or van.  
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School Buildings and Grounds 

All students, staff, and visitors are required to use face coverings that completely cover the nose 

and mouth, when they are inside the school building or on school grounds, even when social 

distancing is maintained. An individual shall be excused from this requirement for the following 

listed reasons, per CDC guidance. 

The individual: 

1. has trouble breathing;

2.  is unconscious;

3.  is incapacitated; or

4. cannot remove the mask or face covering without assistance.

In addition, masks or face coverings shall not be required for anyone who has a medical reason 

making it unsafe to wear a face mask or face covering. A written notification from a physician is 

required in order for the Board to permit a medical exemption. The note should state the medical 

reason for the requested exemption, such as, but not limited to, difficulty breathing. 

Parents/guardians may not excuse their child from this face mask requirement, by signing a waiver, 

because such wearing is a mandated requirement that the Office of the Governor, the Connecticut 

State Department of Education, and/or the Connecticut State Department of Public Health have 

defined as necessary for school districts to comply with in order to open schools from the COVID-

19 caused closure. 

In addition to the wearing of face masks, the District will maximize social distancing between 

student’s workstations and desks to the greatest extent possible.  Space between the teacher and 

students is to be maximized to reduce the risk of increased droplets from teachers during 

instruction.  

Transparent (clear) masks should be considered as an option for teachers and students in classes 

for deaf and hard of hearing students. Pre-K, Kindergarten and special education teachers should 

consider wearing clear masks. 

Face shields may be an option for those students with medical, behavioral or other challenges who 

are unable to wear face masks or coverings. The Board recognizes that face shields are not as 

effective for source control and should be used only when other methods are not available or 

appropriate. Therefore, the use of face shields for those with medical conditions is done with the 

understanding of their limitations and a heightened need for strict adherence to social distancing. 

School Buildings and Grounds 

The Board shall provide to any student, staff member or visitor a face mask if such individual does 

not have one. Training shall be provided as necessary regarding the proper use of face coverings. 

Information shall be provided to staff, students and students’ families regarding the proper use, 

and removal.   

Limited Exceptions to Use of Face Coverings 

When other and appropriate mitigating practices are in place, such as social distancing, students 

will not be required to wear face masks or coverings while eating, drinking, during physical 

education classes, or during scheduled, adult supervised masks breaks or when students are outside 
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and effectively practicing social distancing and any other possible mitigants. Exceptions may also 

be necessary for certain special education students or other special populations. 

Face shields may be useful in situations where it is important for students to see how a teacher 

pronounces words (e.g. English Learners, early childhood, foreign language, etc.) and social 

distancing is maintained.  

Mask Breaks 

Breaks from wearing masks shall be scheduled throughout the school day, by the teacher, provided 

that strict social distancing requirements are maintained and limitations are enforced regarding 

student and staff mobility and in accordance with district and school schedules and guidelines.   

During time of eating, face masks or coverings may be removed. Masks are required in all 

cafeterias while entering and leaving or getting food and drinks.  They may be removed at 

appropriately socially distanced tables in order to eat but must be replaced after eating. 

When masks are removed during a mask break, the mask must be placed over one ear or on the 

individual's wrist to avoid any other high contact/high touch surface.   

A recess period may be used as a break from wearing masks when no more than one class is outside 

at a time and social distancing requirements are maintained to the greatest degree possible. 

Violations of this Policy 

Violations of this policy, whether by students or staff, shall be handled in the same manner as other 

violations of applicable Board policy.  If a student refuses to wear a face mask or covering and 

does not fulfill any of the exemptions allowed by this policy, the building administrator or designee 

will meet with the student to educate them on why the mask is required for health and safety 

reasons. The parent/guardian shall be contacted.  If a visitor refuses to wear a face covering, for 

non-medical reasons, entry to the school/district facility may be denied. 

Community Outreach 

The District shall engage in community education programs including signage, mass and targeted 

communication, and positive reinforcement that will actively promote mask use consistent with 

CDC, DDH, CSDE and OSHA guidance. Community members will be reminded that mask use 

does not replace the need for social distancing, washing of hands and other preventative practices 

recommended by all appropriate authorities. 

• The District shall maintain in each school a supply of disposable face coverings in the event

that a staff member, student or visitor does not have one for use.

• Special attention must be given to putting on and removing face coverings for purposes

such as eating. After use, the front of the face covering is considered contaminated and

should not be touched during removal or replacement. Hand hygiene should be performed

immediately after removing and after replacing the face covering/

• When medically appropriate, nurses shall substitute use of metered dose inhalers and

spacers for students with respiratory issues.

• Face shields with face masks may be used by staff who support students with special

healthcare needs such as those who are unable to wear masks and who may need assistance

with activities of daily living, such as toileting and eating.

• Mask use will not be required by employees when they are alone in private offices.

However, they are required to mask when anyone enters a private office space and are
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required to wear a mask if their office space is physically shared with others and does not 

allow for 3-6 feet of physical distance or if the work area is frequented by others. 

 

Until further notice the Board will require the wearing of masks as prescribed in this policy.  The 

Board reserves the right to interpret the provisions of this policy and to modify any or all matters 

contained in this policy at any time, subject to applicable law. 

  

(cf. 5141.22 – Communicable/Infectious Diseases) 

(cf. 5141.6 – Crisis Management Plan) 

(cf. 6114 – Emergencies and Disaster Preparedness) 

(cf. 6114.6 – Emergency Closings) 

(cf. 6114.8 – Pandemic/Epidemic Emergencies) 

(cf. 6114.81 – Emergency Suspension of Policy During Pandemic) 
  

Legal Reference:      Connecticut General Statutes 

10-154a Professional communications between teacher or nurse and 

student. 

                                 10-207 Duties of medical advisors. 

                                 10-221 Boards of education to prescribe rules. 

                                 19a-221 Quarantine of certain persons. 

52-557b Immunity from liability for emergency medical assistance, first aid 

or medication by injection.  School personnel not required to administer or 

render. 

The Family Educational Rights and Privacy Act of 1974, (FERPA), 20 

U.S.C. 1232g, 45 C.F.R. 99. 

Adapt, Advance, Achieve: Connecticut’s Plan to Learn and Grow Together 
Connecticut LEA School Reopening Template 
CDC Considerations for Schools 
CDC Symptoms of Coronavirus  
CDC Quarantine & Isolation 
CDC Use of Cloth Face Coverings to Help Slow the Spread of COVID-19 
CDC Interim Guidance for Administrators of US K-12 Schools and Child Care 

Programs 
CDC Schools Decision Tree for Schools Reopening 
  

 Policy adopted: August 13, 2020 
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Personnel -- Certified 

4121 - Substitute Teachers 

A substitute teacher shall be a person who has earned a Bachelor’s Degree, is fully qualified to 

instruct in our schools and who is employed for short periods of time in the absence of the regular 

teacher.  The Commissioner of Education may waive requirement for a Bachelor’s Degree for 

good cause upon the request of the Superintendent of Schools. 

The Board shall only hire applicants for substitute teaching positions who comply with the 

reference and background checks as detailed in Policy #4112.51/4212.51 and who comply with 

the required disclosure requirements  

Suitable programs for training, assigning, orienting and evaluating the work of substitute teachers 

shall be provided by the certified staff under the direction of the Superintendent. 

Rates of compensation for substitute teachers will be set by the Board of Education. 

It will be the responsibility of the Principal or his/her designee to assign a substitute to fill any 

vacancy by the temporary absence of a regular staff member. The substitute teacher will be selected 

from a list of approved substitutes furnished by the Superintendent’s office. 

The Board of Education is permitted to employ a person who lacks substitute teacher 

authorizations as a substitute teacher in the same assignment for a period not to exceed 60 school 

days.  Principals will make every effort to maintain as much continuity of instruction as possible 

by engaging only one substitute teacher for the full period of absence of one teacher and by calling 

back a substitute to serve in a classroom in which he/she/they performed successfully. 

Substitute teachers will not participate in the health and welfare plans or other fringe benefits of 

the school system.  However, substitute personnel hired to fill the position of an employee absent 

on an extended leave will be entitled to the privileges and benefits afforded regular professional 

employees, with the exception that the term of employment ordinarily will cease at the scheduled 

termination of the regular teacher’s leave. 

Retired teachers may be employed as substitute teachers without jeopardizing their retirement 

salary within the limits as prescribed by law. 

It is the intent to use only certified teachers as substitutes, whenever possible. 

If long-term substitutes are required (more than 10 consecutive days for one assignment), the 

substitute must meet certification requirements for that assignment. Long-term substitute teachers 

are those who are requested to serve more than 10 consecutive days for the same teacher. In such 

cases, following the 10th day, the rate of pay will be in the prorated daily rate of the beginning B.A. 

salary step in effect for that school year. 

Daily substitute teachers are those who serve for a variety of teachers and/or in a non-consecutive 

manner. 

Rates for daily substitutes and the first 10 days of long-term substitutes will be determined annually 
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during the budget process for the following year. 

Cooperative, interdistrict and outside agency relationships and initiatives will be considered in 

order to meet the substitute need.  In such cases, a rate may be set through the cooperative 

agreement. 

 

(cf. 4112.51/4212.51 – Employment/Reference Checks) 

 

Legal Reference:  Connecticut General Statutes 

   10-183v Reemployment of teachers. 

   10-145a Certificates of qualification for teachers. 

   June 19 Special Session, Public Act No. 09-1 

   An Act Implementing the Provisions of the Budget Concerning Education, 

Authorizing State Grant Commitments for School Building Projects and 

Making Changes to the Statutes Concerning School building Projects and 

Other Education Statutes. (Section 48) Public Act No. 09-6 September 

Special Session 

   10-221d Criminal history records checks of school personnel. 

Fingerprinting. Termination or dismissal. (as amended by PA 16-67) 

   10-222c Hiring policy. (as amended by PA 16-67) 

   PA 23-159 (Section 18) 

 

Policy Adopted: 
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Students 
 

5145.53 Transgender and Gender Non-Conforming Youth 

 

Purpose 

Federal and state law and District policy require that all programs, activities, and employment 

practices be free from discrimination based on sex, sexual orientation, or gender identity or 

expression. This policy is designed in keeping with these mandates to create a safe learning 

environment for all students and to ensure that every student has equal access to all school 

programs and activities. 

This policy sets out guidelines for schools and District staff to address the needs of transgender 

and gender non-conforming students and clarifies how state law should be implemented in 

situations where questions may arise about how to protect the legal rights or safety of such 

students. This policy does not anticipate every situation that might occur with respect to 

transgender or gender non-conforming students and the needs of each transgender or gender non-

conforming student must be assessed on a case-by-case basis. In all cases, the goal is to ensure the 

safety, comfort, and healthy development of the transgender or gender non-conforming student 

while maximizing the student’s social integration and minimizing stigmatization of the student. 

Definitions 

The definitions provided here are not intended to label students but rather to assist in understanding 

this policy and the legal obligations of District staff.  It is recognized that students might or might 

not use these terms to describe themselves. 

“Gender identity” is a person’s deeply held sense or psychological knowledge of their own 

gender, regardless of the gender they were assigned at birth.  One’s gender identity can be the same 

or different than the gender assigned at birth.  Everyone has a gender identity. 

“Transgender” describes people whose gender identity, expression or behavior is different from 

those typically associated with an assigned sex at birth. 

“Gender expression” refers to the manner a person represents or expresses gender to others, often 

through behavior, clothing, hairstyles, activities, or mannerisms. 

“Gender non-conforming” describes people whose gender expression differs from stereotypical 

expectations, such as “feminine” boys, “masculine” girls, and those who are perceived as 

androgynous.  This includes people who identify outside traditional gender categories or identify 

both genders. 

“Sexual Orientation” refers to a person’s identity in relation to the gender or genders to which 

they are romantically, emotionally, or sexually attracted, including any identity that a person may 

have previously expressed or is perceived by another to hold. 

“Cisgender” refers to individuals whose gender identity, expression, or behavior conforms with 

those typically associated with their sex assigned at birth. 

“Gender Fluid” may be a form of both gender identity and gender expression. It generally 
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describes individuals who may not identify as the same gender all the time, and whose gender 

expression may change accordingly. 

“Gender Minority” is an umbrella term referring to individuals not identifying as cisgender. 

“Gender Transition” is the process in which a person changes their gender expression to better 

reflect their gender identity.  In order to feel comfortable and to express their gender identity to 

other people, transgender people may take a variety of steps such as using a nickname or legally 

changing their name; choosing clothes and hairstyles to reflect their gender identity; and generally 

living and presenting themselves to others, consistently with their gender identity. Some, but not 

all, transgender people take hormones or undergo surgical procedures to change their bodies to 

better reflect their gender identity. Transitioning may or may not include changing identity 

documents (e.g., driver’s license, Social Security record) to reflect one’s gender identity. 

“Bullying” means an act that is direct or indirect and severe, persistent or pervasive which:  

a. causes physical or emotional harm to an individual, 

b. places an individual in reasonable fear of physical or emotional harm, or 

c. infringes on the rights and opportunities of an individual at school. 

Bullying shall include, but need not be limited to, a written, oral, or electronic communication or 

physical act or gesture based on any actual or perceived differentiating characteristic, such as race, 

color, religion, ancestry, national origin, gender, sexual orientation, gender identity or expression, 

socioeconomic status, academic status, physical appearance, or mental, physical, developmental 

or sensory disability, or by association with an individual or group who has or is perceived to have 

one or more of such characteristics. 

“Harassment” means written, verbal or physical conduct that adversely affects the ability of one 

or more students to participate in or benefit from the school’s educational programs or activities 

because the conduct is so severe, persistent or pervasive. This includes conduct that is based on a 

student’s actual or perceived race, color, national origin, sex, disability, sexual orientation, sexual 

identity or expression, or religion.  This also includes conduct that targets a student because of a 

characteristic of a friend, family member or other person or group with whom a student associates. 

Privacy 

All persons, including students, have a right to privacy. This includes the right to keep private 

one’s transgender status or gender non-conforming presentation at school.  Information about a 

student’s transgender status, legal name, or gender assigned at birth also may constitute 

confidential medical information.  School personnel should not disclose information that may 

reveal a student’s transgender status or gender non-conforming presentation to others, including 

parents and other school personnel, unless legally required to do so or unless the student has 

authorized such disclosure.  Transgender and gender non-conforming students have the right to 

discuss and express their gender identity and expression openly and to decide when, with whom, 

and how much to share private information. 

When contacting the parent or guardian of a transgender or gender non-conforming student, school 

personnel should use the student’s legal name and the pronoun corresponding to the student’s 

gender assigned at birth unless the student, parent, or guardian has specified otherwise. 
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Official Records 

The District is required to maintain a mandatory permanent student record (“official record”) that 

includes a student’s legal name and legal gender. However, the District is not required to use a 

student’s legal name and gender on other school records or documents.  The District will change 

a student’s official record to reflect a change in legal name or legal gender upon receipt of 

documentation that such change has been made pursuant to a court order.  In situations where 

school staff or administrators are required by law to use or to report a transgender student’s legal 

name or gender, such as for purposes of standardized testing, school staff and administrators shall 

adopt practices to avoid the inadvertent disclosure of such confidential information. 

Note: A review of Connecticut statutes and regulations and other legal resources has not provided 

a legal basis requiring a court order prior to changing a student’s official record to reflect 

a change in legal name or legal gender. It is a common practice to require documentation 

to change a student’s legal name or gender pursuant to a court order or through amendment 

of state or federally-issued identification. However, under FERPA*, a school must consider 

the request of a minor student’s education records that is inaccurate, misleading, or in 

violation of the student’s privacy rights. Consider, therefore, the following language as an 

alternative to the above.     *(Family Educational Rights and Privacy Act) 

The District recognizes, under FERPA, that a student has the right to request the school to change 

his/her name and gender on such student’s school records if the student or parent/guardian, if such 

a student is under 18 years of age, believe the records are incorrect, misleading, or violate a 

student’s privacy. (In general, a school should treat requests to change student records based on 

transgender status no differently than it would treat any other request for a change to student 

records.) Upon such a request, schools should correct student education records to accurately 

reflect the student’s chosen name and gender identity, regardless of whether the student has 

completed a legal name change. 

Names/Pronouns 

A student has the right to be addressed by a name and pronoun that corresponds to the student’s 

gender identity. A court-ordered name or gender change is not required, and the student need not 

change his or her official records. 

The intentional or persistent refusal to respect a student’s gender identity (for example, 

intentionally referring to the student by a name or pronoun that does not correspond to the student’s 

gender identity) is a violation of this policy. 

Gender-Segregated Activities 

To the extent possible, schools should reduce or eliminate the practice of segregating students by 

gender. In situations where students are segregated by gender, such as for selected health education 

classes, students should be included in the group that corresponds to their gender identity. 

Student Information Systems 

The District shall modify its student information system, as necessary, to prevent disclosure of 

confidential information and ensure that school personnel use a student’s preferred name and 

pronouns consistent with the student’s gender identity. 
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Restroom Accessibility 

Students shall have access to the restroom that corresponds to their gender identity consistently 

asserted at school.  Any student who has a need or desire for increased privacy, regardless of the 

underlying reason, should be provided access to a single user restroom. However, no student shall 

be required to use such a restroom because they are transgender or gender non-conforming. 

Locker Room Accessibility 

The use of locker rooms by transgender students shall be assessed on a case-by-case basis with the 

goals of maximizing the student’s social integration and equal opportunity to participate in 

physical education classes and sports, ensuring the student’s safety and comfort, and minimizing 

stigmatization of the student.  In most cases, transgender students should have access to the locker 

room that corresponds to their gender identity consistently asserted at school, like all other 

students. Any student, transgender or not, who has a need or desire for increased privacy, 

regardless of the underlying reason, should be provided with a reasonable alternative changing 

area such as the use of a private area (e.g., a nearby restroom stall with a door, an area separated 

by a curtain, a P.E. instructor’s office in the locker room, or a nearby health office restroom), or 

with a separate changing schedule (e.g., using the locker room that corresponds to their gender 

identity before or after other students).  

Any alternative arrangement should be provided in a way that protects the student’s ability to keep 

his or her transgender status confidential. In no case shall a transgender student be required to use 

a locker room that conflicts with the student’s gender identity. 

Physical Education Classes & Intramural Sports 

Transgender and gender non-conforming students shall be permitted to participate in physical 

education classes and intramural sports in a manner consistent with their gender identity. 

Interscholastic Competitive Sports Teams 

Transgender and gender non-conforming students shall be permitted to participate in 

interscholastic athletics in a manner consistent with their gender identity and in compliance with 

the applicable regulations of the Connecticut Interscholastic Athletic Association (CIAC). 

Dress Codes 

Transgender and gender non-conforming students have the right to dress in a manner consistent 

with their gender identity or gender expression.  In general, District schools may not adopt dress 

codes that restrict students’ clothing or appearance on the basis of gender. 

Discrimination/Harassment 

It is the responsibility of each school and the District to ensure that transgender and gender non-

conforming students have a safe school environment. This includes ensuring that any incident of 

discrimination, harassment, or violence is given immediate attention, including investigating the 

incident, taking appropriate corrective action, and providing students and staff with appropriate 

resources. 

Complaints alleging discrimination or harassment based on a person’s actual or perceived 
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transgender status or gender nonconformity are to be handled in the same manner as other 

discrimination or harassment complaints.  

Transferring a Student to Another School (Opportunity Transfers) 

In general, schools should aim to keep transgender and gender non-conforming students at the 

original school site.  Opportunity transfers should not be a school’s first response to harassment 

and should be considered only when necessary for the protection or personal welfare of the 

transferred student, or when requested by the student or the student’s parent/guardian. The student 

or the student’s parent or guardian must consent to any such transfer. 

Professional Development 

The Board of Education directs the Superintendent to provide for the training of District staff in 

transgender sensitivity, in what it means to treat all people respectfully and equally. 

Developmentally age-appropriate training shall also be provided for students.  

 

(cf. 0521 – Nondiscrimination) 

(cf. 4131 – Staff Development) 

(cf. 5114 – Suspension and Expulsion/Due Process) 

(cf. 5131 – Conduct) 

(cf. 5131.21 – Violent and Aggressive Behavior) 

(cf. 5131.8 – Out-of-School Misconduct) 

(cf. 5131.912 – Aggressive Behavior) 

(cf. 5131.913 – Cyberbullying) 

(cf. 5131.91 – Hazing) 

(cf. 5144 – Discipline/Punishment) 

(cf. 5145.4 – Nondiscrimination) 

(cf. 5145.5 – Sexual Harassment) 

(cf. 5145.51 – Peer Sexual Harassment) 

(cf. 5145.52 – Harassment) 

(cf. 5145.6 – Student Grievance Procedure) 

(cf. 6121 – Nondiscrimination) 

(cf. 6121.1 – Equal Educational Opportunity) 

 

Legal Reference: Connecticut General Statutes 

   1-1n “Gender identity or expression” defined. 

10-15c Discrimination in public school prohibited. (Amended by P.A. 97-

247 to include “sexual orientation” and PA 11-55 to include “gender 

identity or expression”) 

10-222g Prevention and intervention strategy re bullying and teen dating 

violence as amended by P.A. 19-166 

46a-51 Definitions. 

46a-58(a) Deprivation of rights. Desecration of property. Placing of burning 

cross or noose on property. Penalty. 

46a-60 Discriminatory employment practices prohibited Federal Law. 
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46a-64(a)(1)(2) Discriminatory public accommodations practices 

prohibited. Penalty. 

10-209 Records not to be public. 

46a-60 Discriminatory employment practices prohibited. 

Section 504 and the Federal Vocational Rehabilitation Act of 1973, 20 

U.S.C. 706(7)(b). 

Public Act 07-62 An Act Concerning the Deprivation of Rights on Account 

of Sexual Orientation. 

Public Act 11-55 An Act Concerning Discrimination. 

Title IX of the Education Amendments of 1972, 20 U.S.C. §1681(a). 

Meritor Savings Bank. FSB v. Vinson, 477 U.S. 57 (1986). 

Faragher v. City of Boca Raton, No. 97-282 (U.S. Supreme Court, June 26, 

1998). 

Burlington Industries, Inc. v. Ellerth, No. 97-569, (U.S. Supreme Court, 

June 26,1998). 

Gebbser v. Lago Vista Indiana School District, No. 99-1866, (U.S. Supreme 

Court, June 26,1998). 

Davis v. Monroe County Board of Education, No. 97-843 (U.S. Supreme 

Court, May 24, 1999). 

Federal Family Educational Rights and Privacy Act of 1974, 20 U.S.C. 

1232g 

“Guidance on Civil Rights Protections and Supports for Transgender 

Students,” Connecticut State Department of Education, June 2017 

 Bostock v. Clayton County, Georgia, 140 S.Ct. 1731, 2020 WL3146686 

(June 15, 2020) 

PA 23-145 An Act Revising the State’s Antidiscrimination Statutes 

 

 

 

 

 

 

 

 

Policy Adopted: 
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New Construction 
 

7230.2  Indoor Air Quality/Heating, Ventilation, and Air Conditioning (HVAC) 

 

The Board of Education recognizes that the maintenance of acceptable temperature, relative 

humidity and adequate fresh air ventilation in school buildings is a primary objective in the 

creation and maintenance of an optimal learning environment.  

 

Indoor Air Quality in Existing Facilities 

 

The Superintendent or his/her designee shall implement an indoor air quality program that provides 

for ongoing maintenance and facility reviews, in accordance with all applicable state statutes, 

necessary for the maintenance and improvement of the indoor air quality of all District facilities. 

 

Starting on January 1, 2025, and annually thereafter, for all District facilities the Board of 

Education shall provide for a uniform inspection and evaluation program of indoor air quality 

complying with the Environmental Protection Agency’s Tools for Indoor Air Quality for Schools 

Program.  The results of the evaluation shall be made available for public inspection at a regularly 

scheduled Board of Education meeting and also posted on the District’s website. 

 

The District shall report biennially, in a manner as required, to the Commissioner of Education on 

the condition of its facilities, its long-range facilities program, its air quality program, and green 

cleaning program.  The Board must utilize standard reporting forms to conduct and report on both 

IAQ and HVAC inspections and must provide The Department of Administrative Services (DAS) 

the completed forms for each school. The forms and/or reports must be made available at a 

regularly scheduled Board of Education meeting and on the Board of Education/individual school 

website. 

 

The inspection and evaluation program shall include, but not be limited to, a review, inspection or 

evaluation of the following:  

 

1. the heating, ventilating, and air conditioning (HVAC) systems; 

2. radon levels in the air and water; 

3. potential for exposure to microbiological airborne particles, including fungi, mold, and 

bacteria; 

4. chemical compounds of concern to indoor air quality, including volatile organic 

compounds; 

5. pest infestation, including insects and rodents; 

6. pesticide usage; 

7. the presence and plans for removal of certain hazardous substances identified under 

federal law; 

8. ventilation systems; 

9. plumbing, including water distribution systems, drainage systems, and fixtures; 

10. moisture incursion (leaks); 

11. the facilities’ overall cleanliness; 

12. building structural elements, including roofing, basements, and slabs; 
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13. the use of space, particularly in areas designed to be unoccupied; and 

14. the provision of indoor air quality maintenance training for building staff. 

 

Heating, Ventilation, and Air Conditioning (HVAC) 

 

Heating, ventilation, and air conditioning systems shall be maintained in accordance with the 

prevailing maintenance systems, such as Standard 62.  The Board direct the Superintendent or 

his/her designee to ensure that such systems shall be operated continuously during the hours in 

which students or school personnel occupy school facilities except during periods of scheduled 

maintenance or emergency repairs or at other times when it can be demonstrated that the air supply 

system meets the Standards 62 requirements for air changes per hour. 

 

Records shall be maintained on the maintenance of the District’s heating, ventilation, and air 

conditioning systems for a period of not less than five years. Such records shall be available to the 

public upon request.  

 

Prior to January 1, 2025, and every five years thereafter, the local or regional Board of Education 

shall provide for a uniform inspection and evaluation of the heating, ventilation and air 

conditioning system within each school building under its jurisdiction. Such inspection and 

evaluation shall be performed by a certified testing, adjusting and balancing technician, an 

industrial hygienist certified by the American Board of Industrial Hygiene or the Board for Global 

EHS Credentialing, or a mechanical engineer. Such heating, ventilation and air conditioning 

systems inspection and evaluation shall include, but need not be limited to: 

 

1. Testing for maximum filter efficiency 

2. Physical measurements of outside air delivery rate 

3. Verification of the appropriate condition and operation of ventilation components 

4. Measurement of air distribution through all system inlets and outlets 

5. Verification of unit operation and that required maintenance has been performed in 

accordance with the most recent indoor ventilation standards promulgated by the 

American Society of Heating, Refrigerating and Air-Conditioning Engineers 

6. Verification of control sequences 

7. Verification of carbon dioxide sensors and acceptable carbon dioxide concentrations 

indoors, and 

8. Collection of field data for the installation of mechanical ventilation if none exist. 
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The ventilation systems inspection and evaluation shall identify to what extent each school’s 

current ventilation system components, including any existing central or non-central mechanical 

ventilation system, are operating in such a manner as to provide appropriate ventilation to the 

school building in accordance with most recent indoor ventilation standards promulgated by the 

American Society of Heating, Refrigerating and Air-Conditioning Engineers. The inspection and 

evaluation shall result in a written report, and such report shall include any corrective actions 

necessary to be performed to the mechanical ventilation system or the heating, ventilation and air 

conditioning infrastructure, including installation of filters meeting the most optimal level of 

filtration available for a given heating, ventilation and air conditioning system, installation of 

carbon dioxide sensors and additional maintenance, repairs, upgrades or replacement. Any such 

corrective actions shall be performed, where appropriate, by a contractor, who is licensed in 

accordance with chapter 393. The local or regional Board of Education conducting an inspection 

and evaluations pursuant to this subsection shall make available for public inspection the results 

of such inspection and evaluation at a regularly scheduled meeting of such Board and on the 

Internet website of such Board and on the Internet website, if any, of each individual school. The 

local or regional Board of Education shall not be required to provide for a uniform inspection and 

evaluation under this subdivision for any school building that will cease to be used as a school 

building within the three years from when such inspection and evaluation is to be performed. 

 

Indoor Air Quality in New or Renovated Facilities 

 

In order to secure appropriate indoor air quality in District schools, the Board of Education believes 

that when new facilities are constructed and when existing facilities are renovated, the following 

requirements shall be specified to the architect or design professional responsible for the 

construction project: 

 

1. Adhere to the requirements defining minimum air circulation contained in the State 

Building Code which apply only when constructing new space. 

2. The building/space meets or exceeds the ASHRAE (American Society of Heating, 

Ventilating and Air Conditioning Engineers) 62-1999 standard, “Ventilation for 

Acceptable Indoor Air Quality,” which considers chemical, physical and biological 

contaminants that can effect air quality as referenced by the State Code adopted 

pursuant to C.G.S. 29-252. 

3. Utilizing the ASHRAE 62-1999 standard, achieve a minimum ventilation rate per 

occupant of 15 cubic feet per minute (cfm) of outdoor air.  

4. Design and placement of air handling equipment needs to be done in a manner where 

it is accessible to inspect and maintain the equipment; therefore, mechanical rooms are 

desirable versus exposed rooftop units or units hung above suspended ceilings. 

5. With increased air flow requirements, attention must be given to the potential of air 

velocity noise within ductwork. 

6. Fresh air intakes must be located, whenever possible, away from all types of vents and 

exhausts on roofs. 

7. Air intakes and ventilation windows must be sufficiently distant from bus loops and 

loading docks. 

8. Radon mitigation systems to provide a vapor barrier and protection from under-slab 

humidity should be a part of new school construction. 
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9. Attention must be given to the selection of carpeting, carpet adhesives and synthetic 

materials which may emit odorous and irritating volatile organic vapors degrading 

indoor air quality. 

10. Reduce the potential of moisture intrusion through appropriately designed pitched roofs 

wherever possible. 

11. Consider the economic feasibility of achieving dehumidification through air 

conditioning. 

12. Install temperature control systems, which monitor temperature and other factors 

helpful in monitoring and diagnosing heating, ventilating and air conditioning (HVAC) 

systems. 

13. When renovating an occupied building provide for the mechanical control of airborne 

pollutants associated with the construction process. 

 

Legal Reference: Connecticut General Statutes 

 10-220 Duties of boards of education  

 10-231(f) Indoor air quality committees 

 10-282(19) Definitions 

 10-283 Applications for grants for school building projects 

 10-286 (a)(9) Computation of school building project grants 

 10-291 Approval of plans and site. Expense limit 

 10-292 Review of final plans by Commissioner of Education. Exceptions; 

role of local officials 

 10-231g Green Cleaning Program at schools: Definitions, Implementation, 

Notice 

PA 22-118 An Act Concerning the State Budget for the Biennium Ending 

June 30, 2023 

 PA 23-167 An Act Concerning Transparency in Education 

 

 

Policy Adopted: 
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7230.2 
Appendix 

Additional Resources 

For more information on asthma contact: 

U.S. Environmental Protection Agency 

www.epa.gov/iaq/schools  

Download the IAQ Tools for Schools Kit from EPA’s website. 

www.epa.gov/asthma  

Find more asthma resources on EPA’s website 

www.epa.gov/cleanschoolbus  

Learn about EPA’s clean school bus initiative on EPA’s website 

U.S. EPA Indoor Air Quality Information Clearinghouse (IAQ INFO) 

(800) 438-4318

(703) 356-5386 Fax

Call to request the IAQ Tools for Schools Kit

Allergy and Asthma Network/Mothers of Asthmatics, Inc. 

(800) 878-4403

www.aanma.org

Ask about obtaining their School Information Packet

American Lung Association 

(800 LUNG-USA 

www.lungusa.org  

Ask about the Open Airways for Schools program and the Asthma-Friendly Schools Toolkit. 

Asthma and Allergy Foundation of America 

(800) 7-ASTHMA

www.aafa.org

Ask about AAFA’s Asthma Management at School presentation for parents and school

personnel. Also available are additional school-based child and teen education materials.

Center for Disease Control and Prevention 

(888) 232-6789

www.cdc.gov/asthma

Find out more information on the Asthma Prevention Program by visiting this website.
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EXHIBIT IV B

MEMORANDUM TO: MEMBERS OF THE BOARD OF EDUCATION

FROM: SHAWN L. PARKHURST, SUPERINTENDENT

DATE: SEPTEMBER 28, 2023

RE: POLICY - SECOND READ / POSSIBLE APPROVAL

The following policy revisions are presented as a second read with possible approval:

- 5111/5112 Admission and Placement - Revision

- 5131.911 Bullying Interventions: Regulation - Revision

- 5141.21 Administering Medication - Revision

- 6145.1 Extracurricular Activities - Eligibility to Participate - Revision

- 6146.1 Grading and Reporting System - Revision

- 6159 Individualized Education Program/Special Education Program - Revision

Possible Board Motion: “Move that the Board of Education approve revisions to the following
Policies as presented: 5111/5112 Admission and Placement, 5131.911 Bullying Interventions
(Regulation), 5141.21 Administering Medication, 6145.1 Extracurricular Activities - Eligibility to
Participate, 6146.1 Grading and Reporting System, and 6159 Individualized Education
Program/Special Education Program.”
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Students 

5111/5112 - Admission and Placement 

School Age Entrance  

The Windsor Locks Public Schools (WLPS) shall be open to all children between five years of age 

and under twenty-one (21).  Specific guidelines include the following: 

Students who attain the age of five on or before the first day of January of any school year will 

be eligible to attend kindergarten on the first day of the school year the preceding fall.  Beginning 

in the 2024-2025 school year, students who attain the age of five on or before September 1st of 

any school year will be able to attend kindergarten on the first day of the school year in that same 

school year.  

Students who reach age six on or before the first day of January of any school year may enter 

first grade on the first day of that school year the preceding fall. 

Exceptions to routine admission may be made by the school principal on the basis of supporting 

evidence from physical and psychological examinations. 

A child who meets the school age entrance requirements may attend the WLPS provided the 

child additionally meets residency requirements as set forth in state law as well as Windsor Locks 

Board Policy 5118, Residency and Non-Resident attendance and/or Windsor Locks Board Policy 

5118.1, Homeless Students. 

Admission 

Each child admitted to the WLPS shall be advised by the appropriate school authorities, of an 

equal opportunity to participate in the program and activities of the school system without 

discrimination on account of race, color, sex, religion, national origin or sexual orientation, gender 

identity or expression or disability.  

Special education will be provided (CGS 10-76d(b2)) for children who have attained the age of 

three and who have been identified as being in need of special education, and whose educational 

potential will be irreparably diminished without special education. If a special education student 

is being considered for an exception, the Planning and Placement Team (PPT) will make a 

recommendation to the administrator in charge of special education. 

Parents and those who have the care of children five years of age and under eighteen (18) years 

of age are obligated by Connecticut law to require their children to attend public school in the 

District in which the child resides, unless the parent/guardian is able to show that the child is 

elsewhere receiving equivalent instruction in the studies required in the public schools. The 

parent/guardian or person having control of a child seventeen (17) years of age may consent to 

the withdrawal of such student from school. To withdraw the student, the parent/guardian or 

person who has care of the seventeen year of child is required to personally appear at the school 

district office and sign a withdrawal form (Form 2). The District shall provide the parents or 
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guardians with information on the educational opportunities available in the school system. 

The parent or guardian who has the care of a child five years of age shall have the option of not 

sending the child to school until the child is six years of age. The option may be renewed when 

the child reaches six years of age if the parent/guardian wishes to defer enrollment until the child 

is seven years of age. 

The parent/guardian shall exercise above option by personally appearing at the school district 

office and by signing an option form (Form 1). The District shall provide the parents or guardians 

with information on the educational opportunities available in the school system. 

Each child entering the district schools for the first time must present a birth certificate or offer 

legal evidence of birth data, as well as proof of a recent physical examination and required 

immunizations. If the parents or guardians of any children are unable to pay for such 

immunizations, the expense of such immunizations shall, on the recommendation of the Board, 

be paid by the town.   Proof of domicile may also be requested by the Building Principal. 

The above requirements are not to serve as barriers to immediate enrollment of students, 

designated as homeless or foster children as required by the Every Student Succeeds Act (ESSA 

and the McKinney-Vento Act as amended by ESSA. WLPS shall work with the child welfare 

agency, the school last attended, or other relevant agencies to obtain necessary enrollment 

documentation. Students who are classified as homeless under federal law and therefore do not 

have a fixed residence, will be admitted pursuant to federal law and Board policy 5118.1, Homeless 

Students. 

Parents/guardians shall bear the cost of health assessments for entry to school, except for parents 

or guardians who meet the eligibility requirements for free and reduced price meals under the 

National School Lunch Act. Where parents meet these eligibility requirements, the Board of 

Education shall bear the cost of such assessments. In all cases where further testing or treatment 

beyond the basic assessment is necessary, the parent or guardian shall bear the costs of such testing 

or treatment. 

No child shall be required to undergo a physical or medical examination or treatment, or to be 

compelled to receive medical instruction, if the parent or legal guardian of such pupil, in writing, 

notifies the Principal or other person in charge of such students that such parent or guardian 

objects, on religious grounds, to such physical or medical examination or treatment or medical 

instruction. 

Any child entering or returning to the District from placement in a juvenile detention school, the 

Connecticut Juvenile Training School, or any other residential placement, shall have the 

educational records of such child provided to the Superintendent of Schools by the Department 

of Children and Families (DCF) and the Judicial Department. Such information will be shared 

with the Principal of the school to which the student is assigned. The Principal can disclose them 

to the staff who teach or care for the child. 

The Board shall immediately enroll any student who transfers from Unified School District #1 
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or Unified School District #2.  A student transferring from the Unified School Districts who had 

previously attended school in the WLPS District prior to enrollment in Unified School District 

#1 or Unified School District #2 shall be enrolled in the school such student previously attended, 

provided such school has the appropriate grade level for the student. 

Placement 

Children who have attained the age of nineteen or older may be placed in an alternative school 

program or other suitable educational program if they cannot acquire a sufficient number of credits 

for graduation by age twenty-one. 

Students who apply for initial admission to the District’s schools by transfer from non-public 

schools or from public schools outside the District will be placed at the grade they would have 

reached elsewhere pending observation and evaluation by classroom teachers, guidance 

personnel, and the school Principal and consultation with the student’s parent/guardian. 

At the high school level, a student’s record of transfer shall be received and appraised. If the 

school from which the student is transferring is accredited by the New England Association of 

Secondary Schools and Colleges or its equivalent, the courses and their levels, credits and grades 

shall be transferred to the Windsor Locks High School. If the district is not accredited the 

administration and guidance staff shall appraise and determine the courses credible toward 

graduation. These decisions will be reviewed with the student and parents/guardians. 

The transferring student’s class rank shall be based upon grades as transferred. Where transcripts 

received indicate letter grades only, the sending school will be asked to supply the numerical 

grades.  

WLPS shall provide written notification of enrollment to the school district where the 

transferring student previously attended not later than two business days after the student enrolls. 

The school district where the student previously attended school shall transfer the student's 

education records to the WLPS no later than ten days after receipt of notification of enrollment, 

and if the student's parent or guardian did not give written authorization for the transfer of such 

records, shall send notification of the transfer to the parent or guardian at the same time that it 

transfers the records. 

Any child entering or returning to the District from placement in a juvenile detention school, the 

Connecticut Juvenile Training School, or any other residential placement, shall have the 

educational records of such child provided to the Superintendent of Schools by the Department 

of Children and Families (DCF) and the Judicial Department. Such information will be shared 

with the Principal of the school to which the student is assigned. The Principal can disclose them 

to the staff who teach or care for the child. 

The Board shall immediately enroll any student who transfers from Unified School District #1 

or Unified School District #2. A student transferring from the Unified School Districts who had 

previously attended school in the WLPS District prior to enrollment in Unified School District 

#1 or Unified School District #2 shall be enrolled in the school such student previously attended, 

31



provided such school has the appropriate grade level for the student. 

In the case of a student who transfers from Unified School District #1 or Unified School District 

#2 to the WLPS, the Board shall provide written notification of enrollment in the District to 

Unified School District #1 or Unified School District #2 not later than ten days after the date of 

enrollment. The Unified School District shall, not later than ten days after receipt of notification 

of enrollment from the WLP, transfer the records of the student to the WLPS.  Not later than 

thirty days after receiving the student's education records, the student shall be credited by WLPS 

for all instruction received in Unified School District #1 or Unified School District #2.   

Transfer and New Resident Students 

Parents and students making application to the school system shall complete a registration form. 

All immunizations and health requirements shall be met prior to the admission of the student. 

Copies of records and transcripts shall be obtained from sending schools with authorization of the 

parent or guardian or student if eighteen years of age or more in accordance with Board Policy 

5141.3 Health Assessments and Immunizations.   Students born in high risk countries and entering 

school in Connecticut for the first time should receive either TST (tuberculin skin test) or IGRA 

(interferon-gamma release assay).  Any individual found to be positive shall have an appropriate 

medical management plan developed that includes a chest radiograph.  Students not already known 

to have a positive test for tuberculosis should be tested if they meet any of the risk factors for TB 

infection  

Assignment of Former Home-Schooled Students to Classes 

When a student enters the District from home-schooled instruction, the District is required to 

determine the appropriate grade level and course level placement for the student. The 

procedures/guidelines contained in Board Policy 5122.3, Assignment of Former Home-Schooled 

Students to Classes, and its regulations shall be followed to guide such a determination. 

Elementary 

Grade placement shall be the responsibility of the principal and shall be based on general 

achievement with consideration given to the mental, physical, emotional and social maturity of 

the child. 

In general, students transferring into the system will be placed at the same grade level as in the 

school from which they transferred. However, transferring as well as continuing students may be 

retained or advanced in grade at the Principal’s discretion after consultation with parents. 

Secondary 

At the high school level, a student’s record of transfer shall be received and appraised. If the 

sending school, i.e. school from which the student is transferring, is a school accredited by The 

New England Association of Secondary Schools and Colleges or its equivalent, the courses and 
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their levels, credits and grades shall be transferred and received in total by Windsor Locks High 

School. If the school is not accredited the administration and guidance staff shall appraise and 

determine the courses creditable toward graduation. Any decision in this regard shall be reviewed 

with the parents and students. In general, the number of course credits and required courses for 

graduation at Windsor Locks High School shall supersede the requirements for graduation at the 

sending school. In the event that the sending school does not comply with said request, the 

Guidance Department staff will convert the letter grades to their numerical equivalents, utilizing 

the midrange score for each letter grade. Consideration for senior class valedictorian and 

salutatorian shall be given to students whose enrollment in Windsor Locks High School has 

extended over a period of at least 1 year. 

The transferring student’s class rank shall be based on his/her grades as transferred. Where 

transcripts received indicate only letter grades, the sending school shall be asked to send the 

numerical grades as well for the purpose of calculating class rank. 

When secondary and post-secondary schools request records of students transferring from 

Windsor Locks, upon the release of records authorized by the parent or guardian or student if 

over eighteen, the Guidance Department shall forward to such schools copies of the academic 

records transferred from previously attended schools as well as copies of all Windsor Locks 

academic records. 

When secondary and post-secondary schools request records of District students, upon the 

release of records authorized by the parent or guardian or student if over eighteen, the Guidance 

Department shall forward to such schools copies of the academic records transferred from 

previously attended schools as well as copies of all Windsor Locks academic records. 

Children who have attained the age of seventeen and who have terminated enrollment in the 

District’s schools with parental permission as described previously and subsequently seeks 

readmission may be denied readmission for up to ninety school days from the date of such 

termination, unless such child seeks readmission to a District school not later than ten days after 

such termination. In such case the child will be provided school accommodations not later than 

three days after the requested readmission. 

Legal References: 

Connecticut General Statutes 

10-15 Towns to maintain schools

10-15c Discrimination in public schools prohibited. School attendance by five-year

olds, as amended by PA 97-247

10-76a - 10-76g re special education

10-184 Duties of parents Duties of parents. School attendance age requirements (as

amended by PA 98-243, PA 00-157 and PA 09-6 (September Special Session)

10-186 Duties of local and regional boards of education re school attendance.  Hearings.

Appeals to state board. Establishment of hearing board. Readmission. Transfer

10-220h Transfer of student records, as amended.

P.A. 11-115 An Act Concerning Juvenile Reentry and Education 10-233a - 10-233f
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Inclusive; re: suspend, expel, removal of pupils 10-233c Suspension of pupils 

10-233d Expulsion of pupils

10-233k Notification of school officials of potentially dangerous students. (as amended

by PA 01-176)

10-261 Definitions

State Board of Education Regulations

10-76a-1 General definitions (c) (d) (q) (t)

10-76d-7 Admission of student requiring special education (referral) 10-204a

Required immunizations (as amended by PA 98-243) McKinney-Vento Homeless

Assistance Act, 42 U.S.C. §11431 et seq. Plyler vs. Doe, 457 U.S. 202 (1982)

Policy Adopted: March 28, 2013 

Policy Revised: September 9, 2021 
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5111/5112 
Form #1 

ACKNOWLEDGEMENT OF OPTION TO NOT ENROLL A 

CHILD SIX OR SEVEN YEARS OF AGE IN SCHOOL 

Pursuant to Section 10-184 of the Connecticut General 

Statutes 

I, , of 

, 

Name of Parent, Guardian or Other Address 

the parent, guardian or other person charged with the care of the following minor child 

, of who was 

Name of Child Address 

born on do hereby choose not to send my child to public 

Date 

school during the  . 

School Year 

Furthermore, before signing this form, a representative of the 

  Name of District 

school district met with me and provided me with information concerning the educational 

opportunities and school accommodations available in the school system. 

ACKNOWLEDGED BY: 

Signature of Parent, Guardian or Other 

Date 
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5111/5112 
Form #2 

ACKNOWLEDGEMENT OF OPTION TO EXEMPT ATTENDANCE 

OF CHILD SEVENTEEN YEARS OF AGE FROM SCHOOL 

Pursuant to Section 10-184 of the Connecticut General Statutes 

I, , of , 

Name of Parent, Guardian or Other Address 

the parent, guardian or other person charged with the care of the following minor child 

, of who was 

Name of Child Address 

born on  do hereby elect to withdraw my child from public 

school.  Furthermore, before signing this form, a representative of the   

Name of District 

school district met with me and provided me with information concerning the educational 

opportunities and school accommodations available in the school system. 

ACKNOWLEDGED BY: 

Signature of Parent, Guardian or Other 

Date 
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Bullying and Teen Dating Violence Interventions 

Action Steps for School Administrators 

• Immediately intervene in all bullying and teen dating violence incidents.

• Involve parents of bullies and victims of bullying and teen dating violence, where appropriate.

• Form “friendship groups” or other supports for students who are victims of bullying.

• Involve school counselors or mental health professionals, where appropriate.

• Assess the awareness and the scope of the bullying and teen dating violence problem at your

school through student and staff surveys.

• Closely supervise students on the playing fields and in classrooms, hallways, rest rooms,

cafeterias, and other areas where bullying occurs in your school.

• Conduct school wide assemblies and teacher/staff in-service training to raise awareness

regarding the problem of bullying and teen dating violence and to communicate a zero

tolerance for such behavior.

• Post and publicize clear behavior standards, including rules against bullying, for all students.

Consistently and fairly enforce such standards.

• Encourage parent participation by establishing on-campus parent’sparent centers that recruit,

coordinate and encourage parents to take part in the educational process and in volunteering

to assist in school activities and projects.

• Establish a confidential reporting system that allows children to report victimization and that

records the details of bullying and teen dating violence incidents.

• Ensure that your school has all legally required policies and grievance procedures for sexual

discrimination. Make these procedures known to parents and students.

• Receive and listen receptively to parents who report bullying and teen dating violence.

Establish procedures whereby such reports are investigated and resolved expeditiously at the

school level in order to avoid perpetuating bullying and teen dating violence.

• Develop strategies to reward students for positive, inclusive behavior.

• Provide school wide and classroom activities that are designed to build self-esteem by

spotlighting special talents, hobbies, interests, and abilities of all students and that foster

mutual understanding of and appreciation for differences in others.

Strategies for Classroom Teachers 

• Provide students with opportunities to talk about bullying and teen dating violence and enlist

their support in defining bullying and teen dating violence as unacceptable behavior.

• Involve students in establishing classroom rules against bullying. Such rules may include a

commitment from the teacher to not look the other way when incidents involving bullying

occur.
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Bullying Interventions 

Strategies for Classroom Teachers (continued) 

• Provide age-appropriate classroom activities and discussions related to bullying, teen dating

violence and violence, including the harm that they cause and strategies to reduce them.

• Develop a classroom action plan to ensure that students know what to do when they observe a

bully/victim confrontation.

• Teach cooperation by assigning projects that require collaboration. Such cooperation teaches

students how to compromise and how to assert without demanding. Take care to vary

groupinggroupings of participants and to monitor the treatment of participants in each group.

• Take immediate action when bullying or teen dating violence is observed. All teachers and

school staff must let children know that they care and will not allow anyone to be mistreated.

By taking immediate action and dealing directly with the bully, adults support both the victim

and the witnesses.

• Confront bullies in private. Challenging a bully in front of his/her peers may actually enhance

his/her status and lead to further aggression.

• Notify the parents of both victims and bullies and perpetratorperpetrators of teen dating

violence when a confrontation occurs, and seek to resolve the problem expeditiously at school.

• Refer both victims and aggressors to counseling whenever appropriate.

• Provide protection for bullying victims and victims of teen dating violence, whenever

necessary. Such protection may include creating a buddy system whereby students have a

particular friend or older buddy on whom they can depend on and with whom they share class

schedule information and plans for the school day.

• Listen receptively to parents who report bullying and teen dating violence and investigate

reported circumstances so that immediate and appropriate school action may be taken.

• Avoid attempts to mediate a bullying situation. The difference in power between victims and

bullies may cause victims to feel further victimized by the process or believe that they are

somehow at fault.

Strategies for Students 

Students may not know what to do when they observe a classmate being bullied or experience such 

victimization themselves. Classroom discussions and activities may help students develop a variety of 

appropriate actions that they can take when they witness or experience such victimization. For 

instance, depending on the situation and their own level of comfort, students can: 

• seek immediate help from an adult;.

• report bullying/teen dating violence victimization incidents to school personnel;.
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Bullying Interventions 

Strategies for Students (continued) 

• speak up and/or offer support to the victim when they see him/her being bullied or

victimized, for example, picking up the victims books and handing them to him or her;

• privately support those being hurt with words of kindness or condolence;

• express disapproval of bullying behavior by not joining in the laughter, teasing or

spreading of rumors or gossip; and

• attempt to defuse problem situations either single handedly or in a group - for example,

by taking the bully aside and asking him/her to “cool it.”

Strategies for Parents 

The best protection parents can offer their children who are involved in a bully/ teen dating victim 

conflict is to foster their child’s confidence and independence and to be willing to take action when 

needed. The following suggestions are offered to help parents identify appropriate responses to 

conflict experienced by their children at school: 

• Be careful not to convey to a child who is being victimized that something is wrong with

him/her or that he/she deserves such treatment. When a child is subjected to abuse from his or

her peers, it is not fair to fault the child’s social skills. Respect is a basic right. All children are

entitled to courteous and respectful treatment. Convince your child that he or she is not at fault

and that the perpetrator’s behavior is the source of the problem.

• It is appropriate to call the school if your child is involved in a conflict as either a victim or a

perpetrator. Work collaboratively with school personnel to address the problem. Keep records

of incidents so that you can be specific in your discussion with school personnel about your

child’s experiences at school.

• You may wish to arrange a conference with a teacher, principal or counselor. School personnel

may be able to offer some practical advice to help you and your child. They may also be able

to intervene directly with each of the participants. School personnel may have observed the

conflict firsthand and may be able to corroborate your child’s version of the incident, making

it harder for the perpetrator or the perpetrator’s parents to deny its authenticity.

• While it is often important to talk with the perpetrator or his/her parents, be careful in your

approach. Speaking directly to the perpetrator may signal to the perpetrator that your child is

a weakling. Speaking with the parents of a perpetrator of bullingbullying or teen dating

violence may not accomplish anything since lack of parental involvement in the child’s life is

a typical characteristic of parents of bullies. Parents of bullies may also fail to see anything

wrong with bullying, equating it to “standing up for oneself.”
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Bullying Interventions 

 

Strategies for Parents (continued) 

 

• Offer support to your child but do not encourage dependence on you. Rescuing your 

child from challenges or assuming responsibility yourself when things are not going 

well does not teach your child independence. The more choices a child has tomust 

make, the more he or she develops independence, and independence can contribute to 

self-confidence. 

• Do not encourage your child to be aggressive or to strike back. Chances are that it is 

not his or her nature to do so. Rather, teach your child to be assertive. A bully often is 

lookinglooks for an indication that his/her threats and intimidation are working. Tears 

or passive acceptance only reinforces the bully’s behavior. A child who does not 

respond as the bully desires is not likely to be chosen as a victim. For example, children 

can be taught to respond to aggression with humor and assertions rather than 

acquiescence. 

• Be patient. Conflict between children more than likely will not be resolved overnight. 

Be prepared to spend time with your child, encouraging your child to develop new 

interests or strengthen existing talents and skills that will help develop and improve 

his/her self- esteem. Also, help your child to develop new or bolster existing 

friendships. Friends often serve as buffers to bullying and teen dating violence. 

• If the problem persists or escalates, you may need to seek an attorney’s help or contact 

local law enforcement officials. Bullying or acts of bullying or teen dating violence 

should not be tolerated in the school or the community. Students should not have to 

tolerate bullying or teen dating violence at school any more than adults would tolerate 

such situations at work. 
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Students 

Bullying  

 

Model Safe School Climate Plan  

I. Purpose/Priority Statement 

The Windsor Locks Public Schools is committed to providing all students with a safe learning 

environment that is free from harassment, bullying and, cyberbullying and teen dating violence. The 

goal is the establishment of a positive school climate in which norms, values, and expectations make 

students and adults feel socially, emotionally, intellectually, and physically safe. This commitment is an 

integral part of our comprehensive efforts to promote learning and to prevent and eliminate all forms of 

bullying and teen dating violence and other harmful and disruptive behavior that can impede the learning 

process. The District expects that all members of the school community will treat each other in a civil 

manner and with respect for differences. Accordingly, the Board adopts the Safe School Climate Plan 

outlined in this regulation. 

 

II.  Prohibition Against Bullying and Teen Dating Violence 

 

The Board of Education (Board) prohibits bullying and teen dating violence (a) on school grounds, at a 

school-sponsored or school-related activity, function or program whether on or off school grounds, at a 

school bus stop, on a school bus or other vehicle owned, leased or used by the Board, or through the use 

of an electronic device or an electronic mobile device owned, leased or used by the Board, and (b) outside 

of the school setting if such bullying or teen dating violence (i) creates a hostile environment at school for 

the victim, (ii) infringes on the rights of the victim at school, or (iii) substantially disrupts the education 

process or orderly operation of a school. 

 

III.  Definition of Bullying 

 

BullyingDefinitions 

 

“Bullying” means the repeated use by one or more students of a written, oral or electronic 

communication, such as cyberbullying, or a physical act or gesture by one or more students 

repeatedly directed at or referring to another student attending school in the same school district 

that: 

 

” means an act that is direct or indirect and severe, persistent or pervasive which: 

A. A. causes physical or emotional harm to such student or damage to such student’s 

propertyan individual, 

B. B. places such studentan individual in reasonable fear of harm to himself or herself, 

or of damage to his or her property,physical or emotional harm, or 

C. creates a hostile environment at school for such student, 
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D. C. infringes on the rights and opportunities of such studentan individual at school, or. 

E. substantially disrupts the education process or the orderly operation of a school. 
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Students 

Bullying 

Model Safe School Climate Plan 

Definitions (continued) 

Bullying shall include, but need not be limited to, a written, oral, or electronic communication or physical 

act or gesture based on any actual or perceived differentiating characteristic, such as race, color, religion, 

ancestry, national origin, gender, sexual orientation, gender identity or expression, socioeconomic status, 

academic status, physical appearance,  or mental, physical, developmental or sensory disability, or by 

association with an individual or group who has or is perceived to have one or more of such characteristics. 

(The student against whom the activity is directed must be attending school in the same district as the 

students engaged in the activity.) 

IV. Other Definitions

“Cyberbullying” means any act of bullying through the use of the Internet, interactive and digital 

technologies, cellular mobile telephone or other mobile electronic devices or any electronic 

communications. 

  “Teen dating violence” means any act of physical, emotional or sexual abuse, including stalking, 

harassing and threatening that occurs between two students who are currently in or have recently been 

in a dating relationship. 

“Mobile electronic device” means any hand-held or other portable electronic equipment capable of 

providing data communication between two or more individuals, including, but not limited to, a text 

messaging device, a paging device, a personal digital assistant, a laptop computer, equipment that is 

capable of playing a video game or a digital video disk, or equipment on which digital images are taken 

or transmitted. 

“Electronic communication” means any transfer of signs, signals, writing, images, sounds, data or 

intelligence of any nature transmitted in whole or in part by a wire, radio, electromagnetic, 

photoelectronic or photo-optical system. 

“Hostile environment” means a situation in which bullying among students is sufficiently severe or 

pervasive to alter the conditions of the school climate. 

“Outside of the school setting” means at a location, activity or program that is not school related, or 

through the use of an electronic device or a mobile electronic device that is not owned, leased or used 

by a local or regional board of education. 

“School employee” means (a) a teacher, substitute teacher, school administrator, school 

Superintendentsuperintendent, guidance counselor, school counselor, psychologist, social worker, nurse, 

physician, school paraprofessional or coach employed by a local or regional Boardboard of 
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Educationeducation or working in a public elementary, middle or high school; or (b) any other individual 

who, in the performance of his or her duties, has regular contact with students and who provides services 

to or on behalf of students enrolled in a public elementary, middle or high school, pursuant to a contract 

with the local or regional Boardboard of Educationeducation. 
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Students 

Bullying 

 

Model Safe School Climate Plan 

Definitions (continued) 

 

“School climate” means the quality and character of school life with a particular focus on the quality of 

the relationships within the school community between and among students and adults. (It is based on 

people’sstudents', parents', guardians' and school employees' experiences of school and reflectslife, 

including, but not limited to, norms, goals, values, interpersonal relationships, teaching and learning 

practices and organizational structures.). 

 

Reporting and Responding to Bullying and Retaliation (“Positive school climate” means (A) a 

school climate in which the norms, values, expectations and beliefs that support feelings of social, 

emotional and physical safety are promoted, (B) students, parents and guardians of students and school 

employees feel engaged and respected and work together to develop and contribute to a shared school 

vision, (C) educators model and nurture attitudes that emphasize the benefits and satisfaction gained 

from learning, and (D) each person feels comfortable contributing to the operation of the school and care 

of the physical environment of the school. 

“Emotional intelligence” means the ability to (A) perceive, recognize and understand emotions in 

oneself or others, (B) use emotions to facilitate cognitive activities, including, but not limited to, 

reasoning, problem solving and interpersonal communication, (C) understand and identify emotions, and 

(D) manage emotions in oneself and others. 

“Social and emotional learning” means the process through which children and adults achieve 

emotional intelligence through the competencies of self-awareness, self-management, social awareness, 

relationship skills and responsible decision-making. 

V. Complaint Process) 

 

A. Publication of the Prohibition against Bullying and Teen Dating Violence and Related 

Procedures 

 

1. The prohibition against bullying and teen dating violence shall be publicized by 

including the following statement in the student handbook of each of the district 

schoolsschool and shall include the following statement along with the most current 

definition of bullying and teen dating violence as defined in state law: 

 

“Bullying behavior and teen dating violence by any student in the Windsor Locks Public Schools is strictly 

prohibited, and such conduct may result in disciplinary action, including suspension and/or expulsion from 

school. “Bullying” means the repeated use by one or more students of a written, oral or electronic communication, 

such as cyberbullying, directed at or referring to another student attending school in the same school district or a 
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physical act or gesture by one or more students repeatedly directed at another student attending school in the same 

district that: 

 

A. causes physical or emotional harm to such student or damage to such student’s 

property, 

B. places such student in reasonable fear of harm to himself or herself, or of damage to 

his or her property, 

C. creates a hostile environment at school for such student, 

D. infringes on the rights of such student at school, or 

E. substantially disrupts the education process or the orderly operation of a school. 

 

Bullying shall include, but not be limited to, a written, verbal or electronic communication 

or physical act or gesture based on any actual or perceived differentiating characteristic, 

such as race, color, religion, ancestry, national origin, gender, sexual orientation, gender 

identity or expression, socioeconomic status, academic status, physical appearance, gender 

identity, or physical mental, developmental or sensory disability, or by association with an 

individual or group who has or is perceived to have one or more of such characteristics. 
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Bullying 

 

Model Safe School Climate Plan 

 

A. Publication of the Prohibition against Bullying and Related Procedures (continued) 

 

Students who engage are prohibited from engaging in any act of bullying or teen dating violence, on 

school grounds, at a school-sponsored or school-related activity, function or program whether on or off 

school grounds, at a school bus stop, on a school bus or other vehicle owned, leased or used by the Board 

of Education, or through the use of an electronic device or an electronic mobile device owned, leased or 

used by the Board of Education, and outside of the school setting if such bullying: 

 

1. creates a hostile environment at school for the victim, 

2. infringes on the rights of the victim at school, or 

3. substantially disrupts the education process or the orderly operation of a school, 

 

Students and/or parents may file verbal or written complaints concerning suspected 

bullying behavior, and students shall be permitted to anonymously report acts of bullying 

to school employees. Any report of suspected bullying behavior will be promptly reviewed. 

If acts of bullying are verified, prompt disciplinary action may be taken against the 

perpetrator, consistent with his/her rights of due process. Board policy and regulation 

(Plan) #5131.911 set forth this prohibition and the related procedures in detail, and are 

available to students and their parents/guardians upon request. 

 
B. Appropriate School Personnel 

 

All school employees are charged with the responsibility of taking reports of bullying or 

teen dating violence or if witnessing acts of bullying to notify the Safe School Climate 

Specialist or another administrator when the Safe School Climate Specialist is not 

available. Reports shall be appropriately investigated by the Safe School Climate Specialist 

or another administrator when the Safe School Climate Specialist is not available. 

VI. Roles and Responsibilities of School Personnel 

 

A. District Safe School Climate Coordinator 

 

For the school year commencing July 1, 2012, and each school year thereafter, the Superintendent of 

Schools shall appoint, from among existing District staff, a District Safe School Climate Coordinator. 
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Bullying 

 

Model Safe School Climate Plan 

 

B. Appropriate School Personnel (continued) 

District Safe School Climate Coordinator 

(continued) The Coordinator shall: 

1. Implement the District’s safe school climate plan; 

2. Collaborate with safe school climate specialists, the Board, and the Superintendent 

to prevent, identify, and respond to bullying in District schools; 

3. Provide data and information derived from the safe school climate assessments, in 

collaboration with the Superintendent, to the Department of Education; and 

4. Respond to bullying and teen dating violence in District schools ; 

4.5. Meet with the safe school climate specialists at least twice during the school year 

to discuss bullying issues in the district and make recommended changes to the 

District’s safe school climate plan. 

5.6. Successfully complete for the school year commencing July 1 2014, the mental 

health first aid training provided by the Commissioner of Mental Health and 

Addiction Services. (Such training only required once) 

 

B. Safe School Climate Specialist 

 

For the school year commencing July 1, 2012, and each school year thereafter, each 

school Principal shall serve, or designate someone to serve, as the Safe School Climate 

Specialist for the school. 

 

The Specialist in each school shall: 

 

1. Investigate or supervise the investigation of reported acts of bullying or teen 

dating violence in the school in accordance with the District’s Safe School 

Climate Plan; 

 

2. Collect and maintain records of reports and investigations of bullying and teen 

dating violence in the school; and 

 

3. Act as the primary school official responsible for preventing, identifying and 

responding to bullying and teen dating violence reports in the school. 
 

 C. Teachers and Other School Staff 
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1. School employees who witness acts of bullying or teen dating violence, as defined 

above, or who receive reports of bullying or teen dating violence shall promptly 

notify the Safe School Climate Specialist or another school administrator if the 

Safe School Climate Specialist is unavailable, not later than one school day after 

such employee witnesses or receives a report of bullying or teen dating violence. 

A written report must be filed not later than two school days after making such an 

oral report concerning the events witnessed or reported. 

 

2. In addition to addressing both informal and formal complaints, school employees 

and others are encouraged to address the issue of bullying or teen dating violence 

in other interactions with students. Teachers and other professionals may find 

opportunities to educate students about bullying and teen dating violence and help 

eliminate bullying behavior and teen dating violence through class discussions, 

counseling, and reinforcement of socially appropriate behavior.  

 

3. All school employees including teachers and other professional employees should 

intervene promptly whenever they observe student conduct that has the purpose 

or effect of ridiculing, humiliating or intimidating another student, even if such 

conduct does not meet the formal definition of “bullying”. 

 

C. VII. Annual Notification of the Complaint Process 

 

The process by which students may make formal, informal, and anonymous complaints as set forth below 

shall be publicized annually in the student handbook of each of the District schools. In addition, this Safe 

School Climate Plan shall be placed on the District website and the website of each school. 

 

VIII. Complaint Process
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Students and/or parents may file verbal or written complaints concerning suspected bullying and teen 

dating violence behavior, and students shall be permitted to anonymously report acts of bullying and 

teen dating violence to school employees.  

 

D. A. Formal Written Complaints 

 

Students and/or their parents or guardians may file written reports of conduct that they consider to be 

bullying or teen dating violence. Such written reports shall be reasonably specific as to the actions giving 

rise to the suspicion of bullying or teen dating violence, including time and place of the conduct alleged, 

the number of such incidents, the target of such suspected bullying or teen dating violence, and the names 

of any potential student or staff witnesses. Such reports may be filed with any school employee, and they 

shall be promptly forwarded to the Safe School Climate Specialist or another school administrator, if the 

Safe School specialist is unavailable, for review and action in accordance with Section IV belowthis 

regulation. 

 

E. B. Informal/Verbal Complaints by Students 

 

Students may make an informal complaint of conduct that they consider to be bullying or teen dating 

violence by verbal report to the Safe School Climate Specialist, or to any school employee, as defined, 

or administrator. Such informal complaints shall be reasonably specific as to the actions giving rise to 

the suspicion of bullying or teen dating violence, including time and place of the conduct alleged, the 

number of such incidents, the target of such suspected bullying, and the names of any potential student 

or staff witnesses. A school employee, or administrator or the Safe School Climate Specialist who 

receives an informal complaint shall promptly reduce the complaint to writing, including the information 

provided. Such written report prepared by the school employee, or administrator, if not the Safe School 

Climate Specialist, shall be promptly forwarded to the Building Principal for review and action in 

accordance with Section IV belowthis regulation. 

 

F. C. Anonymous Complaints 

 

Students may make anonymous complaints of bullying or teen dating violence.  There are two kinds of 

anonymous complaints. One that comes to the attention of school personnel without knowledge of the 

identity of the person making the report (i.e., anonymous note) and the other is brought forth by an 

individual who requests to have his/her identity remain confidential. 

 

All anonymous complaints shall be investigated to the maximum extent possible.  No disciplinary action 

shall be taken solely based on an anonymous report.  
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Students who make informal complaints as set forth above may request that their name be maintained 

in confidence by the school employee who receives the complaint. Should anonymity be requested, the 

Safe School Climate Specialist, if not the Principal or his/her designee, shall meet with the student to 

review the request for anonymity and to discuss the impact that maintaining anonymity of the complaint 

may have on the investigation of the complaint and/or possible remedial action. At such meeting, the 

student shall be given the choice as to whether to maintain the anonymity of the complaint. Anonymous 

complaints shall be reviewed and reasonable action will be taken to address the situation, to the extent 

such action may be taken that (1) does not disclose the source of the complaint, and (2) is consistent 

with the due process rights of the student(s) alleged to have committed acts of bullying. No disciplinary 

action shall be taken solely on the basis of an anonymous report. 
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A. Teachers and Other School Staff 

 

School employees who witness acts of bullying or teen dating violence, as defined above, or who receive 

reports of bullying  

When a student making an informal complaint has requested anonymity, the investigation of such 

complaint shall be limited as is appropriate in view of the anonymity of the complainant. Such limitation 

of investigation may include restricting action to a simple review of the complaint (with or without 

discussing it with the alleged perpetrator), subject to receipt of further information and/or the withdrawal 

by the complaining individual of the condition that his/her report be anonymous. The District will act in 

accordance with its legal obligation to further investigate and/or report the allegation to third parties 

such as the police or an another outside agency. 

 

After investigation of the complaint, reasonable action will be taken to address the situation.  

 

1. IX. shall promptly notify the Safe School Climate Specialist or another school 

administrator if the Safe School Climate Specialist is unavailable, not later than 

one school day after such employee witnesses or receives a report of bullying or 

teen dating violence. A written report must be filed not later than two school days 

after making such an oral report concerning the events witnessed or reported. 

 

School employees who receive student or parent reports of suspected bullying or teen 

dating violence shall promptly notify the Safe School Climate Specialist of such report(s). 

If the report is a formal, written complaint, such complaint shall be forwarded promptly 

(no later than the next school day) to the Safe School Climate Specialist or another school 

administrator if the Safe School Climate Specialist is unavailable. If the report is an 

informal complaint by a student that is received by a school employee, he or she shall 

prepare a succinct written report of the informal complaint, which shall be forwarded 

promptly (no later than the next school day) to the Safe School Climate Specialist or 

another school administrator if the Safe School Climate Specialist is unavailable. If the 

report is an informal complaint by a student that is received by a school employee, this 

employee shall verbally report the matter to the Safe School Climate Specialist not later 

than the next school day. 

 

In addition to addressing both informal and formal complaints, school employees and other 

are encouraged to address the issue of bullying or teen dating violence in other interactions 

with students. Teachers and other professionals may find opportunities to educate students 

about bullying and teen dating violence and help eliminate bullying behavior and teen 

dating violence through class discussions, counseling, and reinforcement of socially-
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appropriate behavior. All school employees including teachers and other professional 

employees should intervene promptly whenever they observe student conduct that has the 

purpose or effect of ridiculing, humiliating or intimidating another student, even if such 

conduct does not meet the formal definition of “bullying.” 
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B. Responsibilities of the Safe School Climate Specialist 

 

1. Investigation 

 

The Safe School Climate Specialist shall be promptly notified of any formal or informal 

complaint of suspected bullying or teen dating violence received by any school employee. 

The Safe School Climate Specialist shall investigate or supervise the investigation of 

reported acts of bullying or teen dating violence in the school in accordance with the 

District’s Safe School Climate Plan. Prompt notice must be provided to the 

parents/guardians of the person bullied or the victim of teen dating violence and the 

student alleged to have committed the act of bullying or teen dating violence that such 

investigation has begun. All such complaints shall be investigated promptly. The 

investigation must be completed promptly after the receipt by the Safe School Climate 

Specialist of any written report. In order to allow the District to adequately investigate all 

formal complaints, the parent of the student suspected of being bullied or a victim of teen 

dating violence must complete a consent form that allows their District to release that 

student’s name to those third parties who the District contacts as part of its investigation 

of that complaint.   wWith regard to the investigation of informal complaints, the parent 

of the student suspected of being bullied or being a victim of teen dating violence must 

complete the above-referenced consent form so long as that student has not requested 

anonymity. 

 

A written report of thesummary investigation shallreport using district forms should be 

preparedcompleted when the investigation is complete. Such report shall include findings 

of fact, a determination of whether acts of bullying or teen dating violence were verified, 

and, when acts of bullying are verified, a recommendation for intervention, including 

disciplinary action. Where appropriate, written witness statements shall be attached to the 

report. 

 

2. Parental Notification/Meeting Invitation 

 

a. The school shall notify the parents or guardians of all students involved in a who 

commit any verified actacts of bullying or teen dating violence and the parents or 

guardians of students against whom such acts were directed not later than forty-

eight (48) hours after the completion of the investigation. The noticerequired 

notification shall be simultaneously mailed toinclude the parent/guardian with 

whomresults of such an investigation.  
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b. Each school shall notify the parents or guardians of student primarily resides and in 

the case of a divorced/split situation, to the other parent/guardian if requested. who 

commit any verified acts of bullying or teen dating violence and the parents or 

guardians of students against whom such acts were directed, verbally and by 

electronic mail, if such parents' or guardians' electronic mail addresses are known, 

that such parents or guardians may refer to the plain language explanation of the 

rights and remedies available under Connecticut General Statutes, Sections 10-4a 

and 10-4b,as  published on the Board’s Internet web site.  

 

c. The notice must describe the school’s response,school shall invite the parents or guardians 

of a student against whom bullying was directed to a meeting to communicate to 

such parents or guardians the measures being taken by the school to ensure the 

safety of the studentsstudent against whom such act was directed, and any consequences 

that may result frompolicies and procedures in place to prevent further acts of bullying 

or teen dating violence. 
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B. Responsibilities of the Safe School Climate Specialist (continued) 

 

1. Investigation 

 

Notwithstanding the foregoing, when a student making an informal complaint has 

requested anonymity, the investigation of such complaint shall be limited as is 

appropriate in view of the anonymity of the complainant. Such limitation of 

investigation may include restricting action to a simple review of the complaint 

(with or without discussing it with the alleged perpetrator), subject to receipt of 

further information and/or the withdrawal by the complaining student of the 

condition that his/her report be anonymous. 

 
 

d. The school shall invite the parents or guardians of a student who commits any 

verified act of bullying or teen dating violence to a meeting, separate and distinct 

from the meeting with the parents or guardians of student who acts of bullying or 

teen dating were directed, to discuss specific interventions undertaken by the school 

to prevent further acts of bullying. 

 

2. X.  Responsive and Remedial Actions 

 

Verified acts of bullying or teen dating violence shall result in intervention by the Building Principal or 

his/her designee that is intended to address the acts of the perpetrator and the needs of the victim and to 

assure that the prohibition against bullying behavior or teen dating violence is enforced, with the goal 

that any such bullying behavior or teen dating violence will end as a result. 

 

Bullying behavior can take many forms and can vary dramatically in how serious it is, and what impact 

it has on the victim and other students. Accordingly, there is no one prescribed response to verified acts 

of bullying. While conduct that rises to the level of “bullying” as defined above will generally warrant 

disciplinary action against the perpetrator of such bullying, whether and to what extent to impose 

disciplinary action (detention, in-school suspension; suspension or expulsion) is a matter for the 

professional discretion of the Building Principal (or responsible program administrator or his/her 

designee.) The following sets forth possible interventions for building principals to enforce the Board’s 

prohibition against bullying. No disciplinary action may be taken solely based on the basis of an 

anonymous complaint. 

 

The following sets forth permissible interventions for Safe School Climate Specialist, building principals 

(or other responsible program administrators)designee to enforce the Board’s prohibition against 
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bullying and teen dating violence. 
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Staff Responsibilities and Intervention Strategies (continued) 

 

B. Responsibilities of the Safe School Climate Specialist (continued) 

 

2. Remedial Actions 

 

a. Non-disciplinary Interventions 

 

When verified acts of bullying and teen dating violence are identified early and/or when 

such verified acts of bullying and teen dating violence do not reasonably require a 

disciplinary response, students may be counseled as to the definition of bullying or teen 

dating violence, its prohibition, and their duty to avoid any conduct that could be 

considered bullying or teen dating violence. 

 

If a complaint arises out of conflict between students or groups of students, peer 

mediation may be considered. Special care, however, is warranted in referring such cases 

to peer mediation. A power imbalance may make the process intimidating for the victim 

and therefore inappropriate. In such cases, the victim should be givenoffered additional 

support. Alternatively, peer mediation may be deemed inappropriate to address the 

concern. 

 

In any instance in which bullying or teen dating violence is verified, the building Principal 

(or other responsible program administrator) shall invite the parents or guardians of the 

student against whom such act was directed, and the parents or guardians of a student 

who commits any verified act of bullying, to a meetingseparate  meetings to 

communicate to such parents or guardians the measures being taken by the school to 

ensure the student’s safety and to prevent further acts of bullying or teen dating violence. 

In the discretion of the building Principal or other responsible program administrator, the 

meeting(s) described in this section may be held jointly or separately. (The SDE 

recommends such meetings to be separate) 

 

b. Disciplinary Interventions 

 

When acts of bullying and teen dating violence are verified and a disciplinary response 

is warranted, students are subject to the full range of disciplinary consequences. 

Anonymous complaints that are not otherwise verified, however, shall not be the basis 

for disciplinary action. 
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B. Responsibilities of the Safe School Climate Specialist (continued) 

 

2. Remedial Actions 

 

b. Disciplinary Interventions (continued) 

 

In-school suspension and suspension may be imposed only after informing the accused 

perpetrator of the reasons for the proposed suspension and giving him/her an opportunity 

to explain the situation, in accordance with the Board’s Student Discipline policy. 

 

Expulsion may be imposed only after a hearing before the Board of Education, a 

committee of the Board or an impartial hearing officer designated by the Board of 

Education in accordance with Board policy. This consequence shall be reserved for 

serious incidents of bullying and teen dating violence and/or when past interventions have 

not been successful in eliminating bullying or teen dating violence behavior. 

 

c. c. Interventions for Bullied Students 

 

The Safe School Climate Specialist/Building Principal (or other responsible program 

administrator) or his/her designee shall intervene in order to address repeated incidents 

of bullying against a single individual. Intervention strategies for a bullied student may 

include, but are not limited to, the following: 

 

• Counseling;. 

• Increased supervision and monitoring of student to observe and 

intervene in bullying or teen dating violence situations; or 

retaliation. 

• Encouragement of the student to seek help when victimized 

or witnessing victimization;needed, or if experiencing 

continued bullying or teen dating violence.  

• Peer mediation where appropriate. 
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B. Responsibilities of the Safe School Climate Specialist (continued) 

 

 

d.  Referrals for either or both a bullied student or a perpetrator of bullying may be made by 

school administration as deemed appropriate to an in school and/or outside of school 

agency, institution, group or individual (i.e., PPT; police) 

 

3. XI. General Prevention and Intervention Strategies 

 

In addition to the prompt investigation of complaints of bullying and teen dating violence and direct 

intervention when acts of bullying and teen dating violence are verified, other District actions may 

ameliorate any potential problem with bullying or teen dating violence in school or at school-sponsored 

activities. A focus will be placed on district and school efforts to improve school climate based upon the 

National School Climate Standards. 

 

While no specific action is required and school needs for such interventions may vary from time to time, 

the following list of potential intervention strategies shall serve as a resource for administrators, teachers, 

and other professional staff members in each school: 

 

a. Implementation of a positive behavioral interventions and supports process or another 

evidence-based model approach for safe school climate or for the prevention of bullying, 

including any such program identified by the Department of Education;. 

 

b. A safe school climate assessment on or after July 1, 2012 andconducted biennially 

thereafter to determine the prevalence of bullying or teen dating violence. Such 

assessments may include, in addition to those approved and disseminated by the State 

Department of Education, in collaboration with CAS, the National School climateClimate 

Standards Self-Assessment Tool’ and the Connecticut State Department of Education’s 

“Improving School climateClimate Team Rubic;”Rubric”. 

b.  

c. Establishment by the school Principal of a Safe School Climate Committee in each 

District school or the designation of an existing committee that is responsible for fostering 

a safe school climate and addressing issues related to bullying and teen dating violence 

in the school. 

 

For the school year commencing July 1, 2012, and each school year thereafter, 

the Principal of each District school shall establish a new 

committee or designate at least one existing committee that is 
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responsible for developing and fostering a safe school climate 

and addressing issues related to bullying and teen dating 

violence in the school. The committee must include at 
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 least one parent/guardian of a student enrolled in the school appointed by the principal., 

school personnel, including but not limited to at least one teacher selected by the 

exclusive bargaining representative for certified employees chosen pursuant to section 10-

153b, medical and mental health personnel assigned to such school, and in the case of a 

committee for a high school, at least one student enrolled at such high school who is 

selected by the students of such school in a manner determined by the school principal. 

 

The Safe School Climate Committee shall: 

1. Receive copies of completed reports following investigations of bullying and 

teen dating violence;. 

2. Identify and address patterns of bullying and teen dating violence among 

students in the school;. 

3. Implement the provisions of the school security plan and safety plan 

(developed pursuant to Section 87 of PA 13-3) regarding the collection, 

evaluation and reporting of information relating to instances of 

disturbing or threatening behavior that may not meet the definition of 

bullying (defined in Connecticut General Statutes 10-222d) and report 

such information as necessary, to the District Safe School Climate 

3.  Coordinator and to the school’s security and safety committee. 

4. Review and amend school policies relating to bullying and teen dating 

violence;. 
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B. Responsibilities of the Safe School Climate Specialist (continued) 

 

3. General Prevention and Intervention Strategies (continued) 

 

5. Review and make recommendation to the District Safe School Climate 

Coordinator regarding the District’s Safe Climate Plan based on issues and 

experiences specific to the school;. 

6. Educate students, school employees and parents and guardians of 

students on issues relating to bullying; and teen dating violence. 

7. Collaborate with the District Safe School Climate Coordinator in the 

collection of data regarding bullying and teen dating violence; and. 

8. Perform any other duties as determined by the School Principal that are related 

to the prevention, identification and response to school bullying and teen dating 

violence for the school. 

9. Parent and student members of the Safe School Climate Committee are 

excluded from activities #1 and #2 above and from any other committee 

activities that may compromise the confidentiality of a student. 

 

d. Adequate adult supervision of outdoor areas, hallways, the lunchroom and other specific 

areas where bullying or teen dating violence is likely to occur;. 

 

e. Inclusion of grade-appropriate bullying education and teen dating violence education and 

prevention curricula in kindergarten through high school;. 

e.  

f. Individual interventions with the perpetrator, parents and school employees, and 

interventions with the bullied student, or student who commits teen dating violence, parents 

and school employees. Such interventions may include referrals to a school counselor, 

psychologist, or other appropriate social or mental health services, and periodic follow-up 

by the safe school climate specialist with the bullied child;. 

g. g. School-wide training related to safe school climate;. 

h. h. Promotion of parent involvement in bullying and teen dating violence prevention 

through individual or team participation in meetings, trainings and individual 

interventions;. 

i. i. Respectful responses to bullying and teen dating violence concerns raised by 
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students, parents or staff;. 
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j. j. Planned professional development programs addressing bully/victim and teen 

dating perpetrator/victim problems;. 

k. k. Student peer training, education and support. Use of peers to help ameliorate the 

plight of victims and include them in group activities;. 
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B. Responsibilities of the Safe School Climate Specialist (continued) 

 

3. General Prevention and Intervention Strategies (continued) 

y. l. Avoidance of sex-role stereotyping (e.g., males need to be strong and tough);). 

z. m. Continuing awareness and involvement on the part of staff and parents with 

regards to prevention and intervention strategies;. 

aa. n. Modeling by all school employees of positive, respectful, and supportive 

behavior toward students;. 

bb. o. Creating a school atmosphere of team spirit and collaboration that promotes 

appropriate social behavior by students in support of others;. 

cc.p. Employing classroom strategies that instruct students how to work together in a 

collaborative and supportive atmosphere. 

 

dd. q. Utilizing a culturally competent school-based curriculum focusing on social- 

emotional learning, self -awareness and self-regulation 

 

Reporting Obligations 

 

C. Report to the Parent or Guardian of the Perpetrator 

 

If after investigation, acts of bullying or teen dating violence by a specific student are 

verified, not later than forty-eight (48) hours after the completion of the investigation, the 

Building Principal/Safe School Climate Specialist or his/her designee shall notify the 

parent or guardian of the perpetrator in writing of that finding. If disciplinary consequences 

are imposed against such student, a description of such discipline shall be included in such 

notification. In addition, the school shall invite the parent/guardian of a student who 

commits any verified act of bullying or teen dating violence (after the completion of the 

investigation) to a meeting to communicate to the parents/guardians the measures being 

taken by the school to ensure the safety and measures being taken by the school to ensure 

the student’s safety and to prevent further acts of bullying or teen dating violence. Records 

will be maintained by the School Principal/Safe School Climate Specialist of the bullying 

and teen dating violence reports, subsequent investigations and parental/guardian meetings. 
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M. Reports to the Targeted Student and his/her Parent or Guardian 

 

If after investigation, acts of bullying or teen dating violence against a specific student are 

verified, the Building Principal/Safe Climate Specialist or his/her designee shall notify the 

parent or guardian of the victim of such finding, not later than forty-eight (48) hours after 

the completion of the investigation. In providing such notification, care must be taken to 

respect the statutory privacy rights of the perpetrator of such bullying. The specific 

disciplinary consequences imposed on the perpetrator, as reflected in the student’s 

educational records, shall not be disclosed to the parents or guardian of the victim, except 

as provided by law (e.g., court order/subpoena). In addition, the school shall invite the 

parent/guardian of the student against whom the verified act of bullying or teen dating 

violence was directed, after the completion of the investigation, to a meeting to 

communicate to the parents/guardians the measures being taken by the school to ensure 

the safety and measures being taken by the school to ensure the targeted student’s safety 

and to prevent further acts of bullying or teen dating violence. Records will be maintained 

by the School Principal/Safe School Climate Specialist of the bullying and teen dating 

violence reports, subsequent investigations and parental/guardian meetings. 

 
Notices shall be simultaneously mailed to the parent/guardian with whom the student 

primarily resides and the other parent/guardian if requested. This mailing requirement shall 

be in effect for as long as the student attends the school in which the original request is 

made. 

 

S. XII.  List of Verified Acts of Bullying/Teen Dating Violence 

 

The Principal/Safe School Climate Specialist of each school shall establish a procedure to document and 

maintain records relating to reports and investigations of bullying and teen dating violence in such school 

and maintain a list of the number of verified acts of bullying and teen dating violence in the school, and 

this list shall be available for public inspection upon request. The list shall be reported annually to the 

Department of Education in such manner as prescribed by the Commissioner of Education. Given that any 

determination of bullying or teen dating violence involves repeated acts over time, each report prepared in 

accordance with Section III (1) above that includes verified acts of bullying or teen dating violence shall 

be tallied as one verified act of bullying unless the specific actions that are the subject of the report involve 

separate and distinct acts of bullying or teen dating violence. The list shall be limited to the number of 

such verified acts of bullying or teen dating violence in the school, and it shall not set out the particulars 

of each verified act, including but not limited to any personally identifiable student information, which is 

confidential information by law. 
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XIII. Prohibition against Discrimination and Retaliation 

 

A. A. Safety 

 

Discrimination and/or retaliation against any person who reports bullying or teen dating 

violence, provides information during an investigation of an act of bullying or teen dating 

violence, or witnesses or has reliable information about bullying or teen dating violence is 

prohibited. 

 

The continuation and perpetuation of bullying or teen dating violence of a student through 

the dissemination of hurtful or demeaning material by any other student is prohibited. 

 

The District will not tolerate any unlawful or disruptive behavior, including any form of 

bullying or teen dating violence, cyberbullying, discrimination or retaliation in our school 

buildings, on school grounds, or in school related activities. All reports and complaints of 

bullying, teen dating violence, cyberbullying, discrimination and retaliation will be 

investigated promptly and prompt action will be taken to end that behavior and restore the 

student’ssense of safety to the students against whom such bullying or teen dating violence 

was directed (target’s) sense of safety. This commitment is to be supported in all aspects of 

the school community, including curricula, instructional programs, staff development, 

extracurricular activities, and parent/guardian involvement. 

 

Before formally investigating the allegations of bullying, teen dating violence, 

discrimination or retaliation, the Principal/Safe School Climate Specialist or designee 

will take steps to assess the need to restore a sense of safety to the alleged student against 

whom such bullying or teen dating violence was directed (target) and/or to protect the 

alleged target from possible further incidents. Responses to promote safety may include, 

but are not limited to, creating a personal safety plan; pre-determining seating 

arrangements for the alleged victim (target) and/or the alleged perpetrator in the 

classroom, at lunch, or on the bus; identifying a staff member who will act as a “safe 

person” for the alleged student against whom such bullying or teen dating violence was 

directed (target); and altering the alleged perpetrator’s schedule and access to the alleged 

target. The Principal/Safe School Climate Specialist will take additional steps to promote 

safety during the course of and after the investigation, as necessary. 

 

The Principal/Safe School Climate Specialist will implement appropriate strategies for 

protecting from bullying or retaliation a student who has reported bullying or retaliation, 

a student who has witnessed bullying or retaliation, a student who provides information 

during an investigation, or a student who has reliable information about a reported act of 
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bullying or retaliation. 
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Prohibition against Discrimination and Retaliation (continued) 

 

A. Safety (continued) 

 

Within a reasonable period of time following the determination and the ordering of 

remedial and/or disciplinary action, the Principal/Safe School climate Specialist or 

designee will contact the victim to determine whether there has been a recurrence of the 

prohibited conduct and whether additional supportive measures are needed. If determined 

necessary, the Principal/Safe School Climate Specialist will work with appropriate school 

staff to implement them immediately. 

 

B. B. Law Enforcement Notification 

 

The School Principal or his/her designee shall notify the appropriate local law 

enforcement agency when such Principal or the Principal’s designee believes any acts of 

bullying or teen dating violence constitute criminal conduct. 

 

XIV.  Training Requirements for School Staff 

 

A. Certified staff of the District shall be provided in-service training on the prevention, 

identification and response to school bullying and teen dating violence and the prevention 

of and response to youth suicide. 

 

B. Beginning teachers shall satisfactorily complete instructional modules as required by 

B.  C.G.S. 10-145a which shall include a module in classroom management and climate, 

which shall include training regarding the prevention, identification, and response to 

school bullying, teen dating violence and the prevention of and response to youth suicide. 

 

C. Non-certified staff of the District will participate in annual training to be provided, within 

available appropriations, by the Connecticut State Department of Education. The training 

may be presented in person by mentors, offered in state-wide workshops, or through on- 

line courses. Such training may include, but is not limited to: 

 

1. Developmentally appropriate strategies to prevent bullying and teen dating 

violence among students in school and outside the school setting, 

 

2. Developmentally appropriate strategies for immediate and effective 

interventions to stop bullying and teen dating violence, 
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Students 

Bullying 

 

Model Safe School Climate Plan 

 

Training Requirements for School Staff (continued) 

 

3. Information regarding the interaction and relationship between students 

committing acts of bullying and teen dating violence, students against whom 

such acts of bullying and teen dating violence are directed and witnesses of such 

acts of bullying and teen dating violence, 

 

4. Research findings on bullying, such as information about the types of students 

who have been shown to be at-risk for bullying and teen dating violence in the 

school setting, 

 

5. Information about the incidence and nature of cyberbullying as defined in 

C.G.S. 10- 222d, or 

 

6. Internet safety issues as they relate to cyberbullying. 

 

XV. Notification Requirements to Employees and the Public 

 

A. A copy of this District’s Safe School Climate Plan shall be provided in written or 

electronic format to all District employees annually at the beginning of each school 

year. 

 

B. The District’s Safe School Climate Plan shall be made available on the Board’s website 

and on the website of each individual school with the District. Such posting shall occur 

within thirty (30) days of the approval of such plan by the Board. 

 

C. The District’s Safe School Climate Plan shall be included in the District’s publication 

of the rules, procedures and standards of conduct for schools and in all student 

handbooks. 

 

XVI. School Climate Assessments 

 

A. On or after July 1, 2012, and biennially thereafter, the Board requires each school within 

the District to complete an assessment using the school climate assessment instruments, 

including surveys, approved and disseminated by the State Department of Education. 

 

B. Completed assessments shall be shared with the Board and then submitted by the Board 

to the State Department of Education. 

 

XVII.  Bullying Through the Use of Technology (Cyberbullying) 
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An emerging form of bullying is the use of technology to threaten, intimidate, ridicule, humiliate, insult, 

or harass. Technology enables aggressive expression toward others and does not rely on physical strength 

or physical contact. By using a cell phone or the Internet, a student can quickly and aggressively spread 

rumors, threats, hate mail, or embarrassing photos through text messages, e-mails, or instant messages. 
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Students 

Bullying 

 

Model Safe School Climate Plan 

 

Bullying Through the Use of Technology (Cyberbullying) (continued) 

 

There are a number of social networking sites (MySpace,(, Facebook, Twitter, Snap Chat, etc.) available 

to our students that can be misused and/or abused for bullying purposes. Any alleged misuse or abuse 

must be reported to any staff member or the Safe School Climate Specialist. 

 

The District’s discipline policy states that misuse, on or off campus, of electronic devices, for 

threatening/bullying/hazing or harassment is a violation and can be the basis for discipline on or off 

campus. When information is received that a student or students are involved in bullying through the use 

of technology either as the actor or a member of a group, or the victim, the following will be considered: 

 

• If it takes place on campus or at a school sponsored event, disciplinary action will be 

taken. 

• If it takes place off campus a school may take disciplinary action if the incident poses a 

likelihood of substantial disruption to the educational process or the orderly day to day 

operations of the school. 

 

XVIII.  Relationship to Other Laws 

 

A. Consistent with state and federal laws, and the policies of the district and school rules, no person 

shall be discriminated against in admission to a public school of any town or in obtaining the 

advantages, privilege and courses of study of such public school on account of race, color, gender, 

religion, national origin, or sexual orientation or gender-identity or expression. Nothing in the 

“Plan” prevents the school or district from taking action to remediate discrimination or harassment 

based on a person’s membership in a legally protected category under local, state, or federal law, 

or district policies. 

 

B. In addition, nothing in the “Plan” is designed or intended to limit the authority of the school or 

district to take disciplinary action under applicable laws, or local school or District policies in 

response to violent, harmful, or disruptive behavior, regardless of whether the “Plan” covers the 

behavior. 
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C. Nothing in the “Plan” is designed or intended to prohibit reasonable and civil exchange of 

opinions, or debate that is protected by state or federal law. 

 

XIX.  Immunity for Board of Education, School Employees, Others 

 

Members of the Board of Education and school employees are protected by statute against damage 

claims in the implementation of a safe school climate plan and, in accordance with a school district 

safe school climate plan, report, investigate, or respond to bullying. PA 11-232 also extends this 

immunity to reports of bullying incidents by parents, students, and others made to a school 

employee according to a safe school climate plan. 

 

To be immune, these parties must act in good faith and, in the case of a school employee or Board 

of Education, within the scope of their duties. The immunityImmunity does not cover gross, 

wanton, reckless, or willful misconduct. 
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Regulation approved: March 28, 2013 WINDSOR LOCKS PUBLIC SCHOOLS 

Revised: March 24, 2016 Windsor Locks, Connecticut 
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Appendix A 

 

ANNUAL BULLYING NOTICE 

 
 

Bullying behavior by any student in the Windsor Locks Public Schools is strictly prohibited, and such 

conduct may result in disciplinary action, including suspension and/or expulsion from school. 
“Bullying” means the repeated use by one or more students of a written, oral or electronic communication, 

such as cyberbullying, directed at or referring to another student attending school in the same school district or 

a physical act or gesture by one or more students repeatedly directed at another student attending school in the 

same school district that: 

 

CausesBullying” means an act that is direct or indirect and severe, persistent or pervasive which: 

A. A. causes physical or emotional harm to such student or damage to such student’s 

propertyan individual, 

B. Places such studentB. places an individual in reasonable fear of physical or emotional 

harm to himself or herself, or of damage to his, or her property, 

C. Creates a hostile environment at school for such student, 

D. InfringesC.  infringes on the rights and opportunities of such studentan individual at 

school, or. 

E. Substantially disrupts the education process or the orderly operation of a school. 

 

Bullying shall include, but need not be limited to, a written, verbaloral, or electronic communication or 

physical act or gesture based on any actual or perceived differentiating characteristic, such as race, 

color, religion, ancestry, national origin, gender, sexual orientation, gender identity or expression, 

socioeconomic status, academic status, physical appearance,  or mental, physical, mental, 

developmental or sensory disability, or by association with an individual or group who has or is 

perceived to have one or more of such characteristics. 

 

Teen dating violence means any act of physical, emotional or sexual abuse, including stalking, 

harassing and threatening that occurs between two students who are currently in or have recently been 

in a dating relationship. 

 

Students who engageare prohibited from engaging in any act of bullying or teen dating violence, on 

school grounds, at a school-sponsored or school-related activity, function or program whether on or 

off school grounds, at a school bus stop, on a school bus or other vehicle owned, leased or used by the 

Board of Education, or through the use of an electronic device or an electronic mobile device owned, 

leased or used by the Board of Education, and outside of the school setting if such bullying: 

 

A. Creates a hostile environment at school for the victim, 

 

B. Infringes on the rights of the victim at school, or 
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B.  

C. Substantially disrupts the education process or the orderly operation of a school. 

 

Students and/or parents may file verbal or written complaints concerning suspected bullying or teen 

dating violence behavior, and students shall be permitted to anonymously report acts of bullying to 

school employees. Any report of suspected bullying or teen dating violence behavior will be 

promptly reviewed. If acts of bullying or teen dating violence are verified, prompt disciplinary action 

may be taken against the perpetrator, consistent with his/her rights of due process. Board policy and 

regulation #5131.911 set forth this prohibition and the related procedures in detail, and are available 

to students and their parents/guardians upon request and are also published on the District’s website. 
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5131.911R 

Appendix B 

Disciplinary Sanctions for Bullying Harassment, Discrimination and Retaliation 

 

The following has been adapted from the Policy on Bullying 

 

Disciplinary Policy Regarding Civil Rights Issues 

 

The District prohibits all forms of discrimination and harassment, as defined below, based on the 

following protected categories: race, color, national origin, ancestry, religious creed, sex (including 

sexual harassment and pregnancy), age, genetic information, marital status, sexual orientation, gender-

identity or expression and/or disability (including, but not limited to, mental retardation, past or 

present history of mental disorder, physical disability or learning disability), or any other basis 

prohibited by Connecticut state and/or federal nondiscrimination laws. 

 

The District also prohibits bullying and teen dating violence, as defined below. 

 

The District will not tolerate retaliation against persons who take action consistent with this 

disciplinary policy. 

 

The prohibition against bullying, teen dating violence, discrimination, harassment and retaliation 

applies to all students on all sites and activities the District supervises, controls, or where it has 

jurisdiction under the law, including on school premises and school-sponsored functions, events or 

activities, including field trips, athletic activities, school-related transportation and in production and 

work-based learning sites. 

 

The District may also take appropriate disciplinary and corrective action for misuse of  privately 

owned or school owned/operated electronic devices or other technology where it occurswhen occurring 

on campus or if it takes placeand off campus if the incident poses a likelihood of substantial disruption 

to the educational process or the orderly day to day operations of the school. 

 

Reports or complaints of bullying, teen dating violence, discrimination, harassment or retaliation will be 

investigated. 

 

Permissible Disciplinary Sanctions and Corrective Actions in Response to Bullying, 

Discrimination, Harassment or Retaliation 

 

Disciplinary sanctions and corrective actions may include, but are not limited to one or more of the 

following: 

1. a written warning;. 

2. classroom or school transfer;. 

3. short-term or long-term suspension;. 

4. exclusion or expulsion;. 

5. exclusion from participation in school-sponsored functions, after school programs and/or 

extracurricular activities;. 

6. Limiting or denying student access to a part or area of a school;. 

7. Parent conferences;. 

8. Adult supervision on school premises;. 
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9. A voluntary apology to the victim;. 

10. Awareness training (to help student perpetrators understand the impact of their behavior);). 
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11. Participation in empathy development, cultural diversity, anti-harassment, anti-bullying or 

intergroup relations programs;. 

12. Mandatory counseling; and/or. 

13. Any other action authorized by and consistent with the Student Code of Conduct and/or 

school disciplinary code. 

14. Appropriate referral including reports to law enforcement, state agencies, school 

counseling and PPT. 

 

Protection Against Retaliation 

 

The District will take appropriate steps to protect students from retaliation when they report, or file a 

complaint of, or cooperate in an investigation of a violation of the bullying policy. Threats or acts of 

retaliation, whether person-to-person, by electronic means or through third parties, are serious 

offenses that will subject the violator to significant disciplinary and other corrective action, including 

long-term suspension, exclusion, or expulsion. 

 

False Charges 

 

Any student who knowingly makes false charges or brings a malicious complaint may be subject to 

any of the disciplinary and/or corrective action(s) detailed above. 

 

Student Responsibilities 

 

Each student is responsible for: 

 

1. Complying with the Policy on bullying and teen dating violence;. 

2. Ensuring that (s)he does not discriminate against another or harass another 

person because of that person’s actual or perceived race, color, national origin, 

ancestry, religious creed, sex (including sexual harassment and pregnancy), age, 

genetic 

2.  information, marital status, sexual orientation, gender identity or expression and/or 

disability (including but not limited to, mental retardation, past or present history of mental 

disorder, physical disability or learning disability), or any other basis prohibited by 

Connecticut state and/or federal nondiscrimination laws;. 

3. Ensuring that (s)he does not bully another person; and. 

4. Ensuring that (s)he does not retaliate against another person. 

5. Ensuring that(s)he does not engage in teen dating violence. 

 

GLOSSARY OF TERMS 

 

BULLYING means the repeated use by one or more students of a written, oral or elelctronic 

communication, such as cyberbullying, directed at or referring to another student attending 

school in the same school district or a physical act or gesture by one or more students repeatedly 

directed at another student attending school in the same school district that: 

 

BULLYING means an act that is direct or indirect and severe, persistent or pervasive which: 

A. A. causes physical or emotional harm to such student or damage to such student’s 

propertyan individual, 
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B. B. places such studentan individual in reasonable fear of harm to himself or herself, 

or of damage to his or her property,physical or emotional harm, or 

C. creates a hostile environment at school for such student, 

D. C. infringes on the rights and opportunities of such studentan individual at school, or. 

E. substantially disrupts the education process or the orderly operation of a school. 

 

Bullying shall include, but need not be limited to, a written, oral, or electronic communication or physical 

act or gesture based on any actual or perceived differentiating characteristic, such as race, color, religion, 

ancestry, national origin, gender, sexual orientation, gender identity or expression, socioeconomic status, 

academic status, physical appearance, or mental, physical,  or mental, physical, developmental or 

sensory disability, or by association with an individual or group who has or is perceived to have one or 

more of such characteristics. 
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developmental or sensory disability, or by association with an individual or group who 

has or is perceived to have one or more of such characteristics. (The student against 

whom the activity is directed must be attending school in the same district as the students 

engaged in the activity.) 

 

DISCRIMINATION: Treating a student or group of students less favorably, or interfering 

with or preventing a student from enjoying the advantages, privileges or courses of study of a 

school, including in a production or work-based learning site, because of that student’s actual 

or perceived race, color, national origin, ancestry, religious creed, sex (including sexual 

harassment and pregnancy), gender identity or expression, age, genetic information, marital 

status, sexual orientation, and or disability (including, but not limited to, mental retardation, 

past or present history of mental disorder, physical disability or learning disability), or any 

other basis prohibited by Connecticut state and/or federal nondiscrimination laws;. 

 

HARASSMENT: Unwelcome comments or conduct (oral, written, graphic, electronic or 

physical relating to an individual’s actual or perceived race, color, national origin, ethnicity, 

religious creed, sex, (including sexual harassment or  pregnancy), gender identity or 

expression,  age, marital status, sexual orientation, age or disability (i.e., protected status), that 

is sufficiently severe, pervasive and persistent so as limit a student’s ability to participate in or 

benefit from the district’s programs or activities. 

status), that is sufficiently severe, pervasive or persistent so as to unreasonably interfere 

with or limit a student’s ability to participate in or benefit from the district’s programs or 

activities or by creating a hostile, humiliating, intimidating, or offensive educational 

environment. 

 

HARASSMENT: Also means any unwelcome comment or conduct (oral, written, graphic, 

electronic or physical) relating to an individual’s actual or perceived race, color, national 

origin, ethnicity, religious creed, sex, age, marital status, sexual orientation or disability 

that does not involve severe, persistent or pervasive behavior, but if it persists, will 

likely create a hostile, humiliating, intimidating or offensive educational environment. 

 

RETALIATION: Threatening to or retaliating against any other person for reporting or filing a 

complaint, for aiding or encouraging the filing of a report or complaint, or for cooperating in an 

investigation of harassment or discrimination. Retaliation includes threats or acts of retaliation, 

whether person-to-person, by electronic means or through third parties. It also includes overt or 

covert acts of reprisal, interference, restraint, penalty, discrimination, or harassment against an 

individual or group for exercising rights under the District Policy on Bullying or the Student 

Grievance Procedures for Alleged Discrimination and Harassment. 

 

TEEN DATING VIOLENCE: means any act of physical, emotional, or sexual abuse, 

including stalking, harassing and threatening that occurs between two students who are currently 

in or have recently been in a dating relationship. 
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5131.911R  

 

Windsor Locks Public Schools 

5131.911R 

Form 1 

Report of Bullying Form/Teen Dating Violence Report Form/Investigation Summary Form 
 

School  Date    

 

Location(s)    

 

Reporter Information: 

 
Anonymous student 
report 

    

Staff Member report    Name    

Parent/guardian report    Name    
Student report    Name    

 

Student Reported as Committing Act:    

 

Student Reported as Victim:    

 

Description of Alleged Act(s):    
 

 

 

 

Time and Place:    

 

Names of Potential Witnesses:    
 

 
 

 

 

 

For Staff Use Only: 
 

 

 

 

Action of Reporter:    
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Administrative Investigation Notes (use separate sheet if necessary): 
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Bullying Verified? Yes   No   Teen Dating Violence Verified:  Yes   No    

 

Remedial Action(s) Taken:    
 

 

 

 

(continued) 

 

 

 

 

 

If Bullying Verified, Report Sent to Parents of Students? 

 

 

Parents’ Names:   Date Sent:    

Parents’ Names:   Date Sent:    

Parents’ Names:   Date Sent:    

Parents’ Names:   Date Sent:    
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Windsor Locks Public Schools 

Report of Bullying Form/Investigation Summary 

(continued) 

 

 

 

If Bullying Verified, Report Sent to Parents of Students? 

 

 

Parents’ Names:   Date Sent:    

Parents’ Names:   Date Sent:    

Parents’ Names:   Date Sent:    

Parents’ Names:   Date Sent:    

 

 

 

(Attach bullying complaint, or teen dating violence complaint, witness statements, and notification to 

parents of students involved if bullying/teen dating violence is verified) 
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Windsor Locks Public Schools 

Report of Bullying/Consent to Release Student Information 

Date:    

 

Name of Student:    

 

School:    

 

 
To Parent/Guardian: 

 

A complaint of bullying has been filed on behalf of your child alleging that he/she has been 

the victim of bullying or teen dating violence. In order toTo facilitate a prompt and thorough 

investigation of the complaint, the  Windsor Locks Public Schools may need to 

disclose the name of your child and/or other information which may otherwise disclose your 

child’s identity. 

 

(Please check one): 

 

  I hereby give permission for the  Windsor Locks Public Schools to 

disclose my child’s name, along with any other information necessary to permit the district to 

adequately and appropriately investigate such complaint, to third parties contacted by the district 

as part of its investigation. 

 

 

  I do NOT give permission for the  Windsor Locks Public Schools to 

disclose my child’s name, along with any other information necessary to permit the district to 

investigate such complaint adequately and appropriately investigate such complaint, to third 

parties contacted by the district as part of its investigation. I understand that my refusal of consent 

may prevent or limit a full investigation of the complaint. 

 

 
 
 

 

Signature of Parent/Guardian Date 

 

 

 

 Name (Please print) 
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Form 3 

Sample Student Statement 

School 

Student Acknowledgement of Anti-Bullying/Anti-Teen Dating Violence Policy 

I understand the policy against Bullying at Windsor Locks Public Schools as explained

to me by 

(school personnel). 

I am aware that if I engage in any of the actions or behavior that constitute bullying or teen dating 

violence in school, before or after school, on school grounds, on the bus, or at school sponsored 

events, or  outside of the school setting if such bullying (i) creates a hostile environment at school 

for the student against whom such bullying was directed, (ii) infringes on the rights of the student 

against whom such bullying was directed at school, or (iii) substantially disrupts the education 

process or the orderly operation of a school. I can be subjected to school discipline for bullying or 

teen dating violence. This could include: after school detention, Saturday detention, pass 

restriction, loss of field trip opportunities, social probation, suspension in or out of school, and/or 

possible expulsion. 

I promise that I will not engage in any actions or behaviors that could be considered bullying or 

teen dating violence. I promise to respect the rights of other students and to act appropriately 

towards other students. 

Name (Please print):   

Signature:  Grade:  Date: 

School:   

Parent/Guardian (if present):  Date: 

School Official (administrator, pupil personnel, SRO, other) 

Name:  Position  
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Appendix 

 

VERIFIED ACTS OF BULLYING 

IN THE  SCHOOLWINDSOR LOCKS 

PUBLIC SCHOOLS 

 

Bullying Behavior in the Schools 

 

“The Principal of each school shall maintain a list of the number of verified acts of bullying in the 

school, and this list shall be available for public inspection upon request. Given that any 

determination of bullying involves repeated acts over time, each report prepared in accordance 

with the above that includes verified acts of bullying shall be tallied as one verified act of bullying 

unless the specific actions that are the subject of the report involve separate and distinct acts of 

bullying. The list shall be limited to the number of such verified acts of bullying in the school, and 

it shall not set out the particulars of each verified act, including but not limited to any personally 

identifiable student information, which is confidential information by law.”. 

 

SCHOOL 

NAME:___________________________________________________________________ 

 

Date Number of Verified Acts 

of Bullying 

Administrator 
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Students 

 
 

Students 
5141.21 - Administering Medication 

policy is for the Board of Education (Board) to determine The purpose of this policy is to determine 

who shall administer medication in schools and who shall administer medications in a school 

andunder what circumstances medication may be administered to students in school including the 

circumstances under which self-administration of medication by students shall be permitted. 

 

The Board  of Education (Board)of Education allows students to self-administer medication and 

school personnel to administer medication to students in accordance with this policy, its regulation, 

state and federal law and the established procedures, and applicable state regulations, sections 10-

212a-1 through 10-212a-10 inclusive. In order to provide  immunity afforded to school personnel 

who administer medication, the Board of Education, with the advice and approval of the School 

Medical Advisor and the school nurse supervisor, shall review and/or revise this policy and 

regulation biennially concerning the administration of medications to District students by a nurse, or 

in the absence of a nurse, by qualified personnel for schools... The District’s School Medical 

Advisor (or other qualified physician) shall approve this policy, its regulationsregulation, and any 

changes prior to adoption by the Board. 

 
Definitions 

 

Administration of medication means any one of the following activities: handling, storing, 

preparing or pouring of medication; conveying it to the student according to the medication order; 

observing the student inhale, apply, swallow, or self-inject the medication, when applicable; 

documenting that the medication was administered; and counting remaining doses to verify proper 

administration and use of the medication. 

 

Authorized prescriber means a physician, dentist, optometrist, advanced practice registered nurse or 

physician assistant and for interscholastic and intramural athletic events only, a podiatrist. 

 

Before- and after-school program means any child carechildcare program operated and 

administered by a local or regional Board of Education or municipality exempt from licensure by the 

DepartmentOffice of Public Health.Early Childhood.  Such programs shall not include public or 

private entities licensed by the DepartmentOffice of Public HealthEarly Childhood or Board of 

Education enhancement programs and extra-curricular activities. 

 
Board of Education means a local or regional Board of Education, a regional educational service 

center, a unified school district, the regional vocational-technical school system, an approved private 

special education facility, the Gilbert School, the Norwich Free Academy, Woodstock Academy or a 

non-public school whose students receive services pursuant to Section 10-217a of the Connecticut 

General Statutes. 
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Carrier means any local or regional school district, any educational institution providing elementary 

or secondary education , or any person, firm or corporation under contract to such district or 

institution engaged in the business of transporting students, or any person, firm or corporation 

engaged in the business of transporting primarily persons under the age of twenty-one years for 

compensation (C.G.S. 14-212 (2)). 

 
 

Cartridge injector means an automatic prefilled cartridge injector or similar automatic injectable 

equipment used to deliver epinephrine in a standard dose for emergency first aid response to allergic 

reaction. 

 

Coach means an athletic coach as defined in Connecticut General Statutes Section 10-222e as any 

person holding a coaching permit issued by the State Board of Education who is hired by a local or 

regional board of education to coach a sport for a sport season as part of intramural or interscholastic 

athletics for a school or school district.  

 
Controlled drugs means those drugs as defined in Connecticut General Statutes Section 21a-240. 

 

Cumulative health record means the cumulative health record of a student mandated by 

Connecticut General Statutes Section 10-206. 

 

Director means the person responsible for the operation and administration of any school readiness 

program or before- and after-school program. 

 

Error means: 
 

(1) the failure to do any of the following as ordered: 
 

(a) administer a medication to a student; 

(b) administer medication within the time designated by the prescribing physicianprescriber; 

(c) administer the specific medication prescribed for a student; 

(d) administer the correct dosage of medication; 

(e) administer medication by the proper route; and/or 

(f) administer the medication according to generally accepted standards of practice; or 

 

 

 

(2) the administration of medication to a student which is not ordered by an authorized prescriber, 

or which is not authorized in writing by the parent or guardian of such student, except for the 

administration of epinephrine for the purpose of emergency first aid pursuant to Section 10-212a-2 of 

the Connecticut General Statutes and subsection (e) of Section 10-212a-2 of the Regulations of 

Connecticut State Agencies. 

 
Extracurricular activities means activities sponsored by local or regional Boards of Education that 

occur outside of the school day, are not part of the educational program, and do not meet the 

definition of before-and after-school programs and school readiness programs. 

 

Guardian means one who has the authority and obligations of guardianship of the person of a minor, 

and includes: (1) the obligation of care and control; and (2) the authority to make major decisions 91
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affecting the minor’s welfare, including, but not limited to, consent determinations regarding 

marriage, enlistment in the armed forces and major medical, psychiatric or surgical treatment. 

 

Intramural athletic events means tryouts, competition, practice, drills, and transportation to and 

from events that are within the bounds of a school district for the purpose of providing an opportunity 

for students to participate in physical activities and athletic contests that extend beyond the scope of 

the physical education program. 

 

Interscholastic athletic events means events between or among schools for the purpose of providing 

an opportunity for students to participate in competitive contests which are highly organized and 

extend beyond the scope of intramural programs and includes tryouts, competition, practice, drills, 

and transportation to and from such events. 

 

Investigational drug means any medication with an approved investigational new drug (IND) 

application on file with the Food and Drug Administration (FDA), which is being scientifically tested 

and clinically evaluated to determine its efficacy, safety and side effects and which has not yet 

received FDA approval. 

 

Licensed athletic trainer means a licensed athletic trainer employed by the Board of Education 

pursuant to Chapter 375a of the Connecticut General Statutes. 

 

Medication means any medicinal preparation including over-the-counter, prescription and controlled 

drugs, as defined in Connecticut General Statutes Section 21a-240. This definition includes Aspirin, 

Ibuprofen or Aspirin substitutes containing Acetaminophen. 

 

Medication plan means a documented plan established by the school nurse in conjunction with the 

parent and student regarding the administration of medication in school. Such plan may be a stand-

alone plan, part of an individualized health care plan, an emergency care plan or a medication 

administration form. 

 
Medication order means the written direction by an authorized prescriber for the administration of 

medication to a student which shall include the name of the student, the name and generic name of 

the medication, the dosage of the medication, the route of administration, the time of administration, 

the frequency of administration, the indications for medication, any potential side effects including 

overdose or missed dose of the medication, the start and termination dates not to exceed a 12-month 

period, and the written signature of the prescriber. 

 

Nurse means an advanced practice registered nurse, a registered nurse or a practical nurse licensed in 

Connecticut in accordance with Chapter 378 of the Connecticut General Statutes. 

 
Occupational therapist means an occupational therapist employed full time by the local or regional 

board of education and licensed in Connecticut pursuant to Chapter 376 of the Connecticut General 

Statutes. 
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Optometrist means an optometrist licensed to provide optometry pursuant to Chapter 380 of the 

Connecticut General Statutes. 

Paraprofessional means a health care aide or assistant or an instructional aide or assistant employed 

by the local or regional Board of Education who meets the requirements of such Board for 

employment as a health care aide or assistant or instructional aide or assistant. 

 
Physical therapist means a physical therapist employed full time by the local or regional Board of 

Education and licensed in Connecticut pursuant to Chapter 376 of the Connecticut General Statutes. 

 

Physician means a doctor of medicine or osteopathy licensed to practice medicine in Connecticut 

pursuant to Chapters 370 and 371 of the Connecticut General Statutes, or licensed to practice 

medicine in another state. 

 

Physician assistant means an individual licensed to prescribe medications pursuant to Section 20-

12d of the Connecticut General Statutes. 

 

Podiatrist means an individual licensed to practice podiatry in Connecticut pursuant to Chapter 375 

of the Connecticut General Statutes. 

 

Principal means the administrator in the school. 

 

Qualified personnel for schools means (a) a full-time employee who meets the local or regional Board of 

Education requirementsQualified medical professional, as a principal, teacher, occupational therapist or 

physical therapist and has been trained in the administration of medicationdefined in C.G.S. 10-212, means 

a physician licensed under Chapter 370, an optometrist licensed to practice optometry under Chapter 

380, an advanced practice registered nurse licensed to prescribe in accordance with Section 10- 212a-3 

of the State regulations; (b) a coach and licensed 20-94a or a physician assistant licensed to prescribe in 

accordance with Section 20-12d. 

athletic trainer who has been trained in the administration of medication pursuant to Section 

10-212a-8 of the State regulations; or (c) a paraprofessional who has been trained in the 

administration of medication pursuant to Section 10-212a-9 of the State regulations. 

ForQualified personnel for schools means a qualified school employee who is (A) (i) a full time 

employee, or (ii) a coach, athletic trainer or school paraprofessional, or (B) for school readiness 

programs and before- and -after- school programs, Directorsmeans the director or Director’sdirector’s 

designee, and any lead teachers and school administrators who have been trained in the 

administration of medication may administer medications pursuant to Section 10-212a-10 of the State 

regulations. 

 

Qualified school employee, as defined in C.G.S. 10-212, means a principal, teacher, licensed athletic 

trainer, licensed physical or occupational therapist employed by a school district, coach or school 

paraprofessional. 

 

Research or study medications means FDA-approved medications being administered according to 

an approved study protocol.  A copy of the study protocol shall be provided to the school nurse along 

with the name of the medication to be administered and the acceptable range of dose of such 

medication to be administered. 93
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School means any educational facility or program which is under the jurisdiction of the Board 

excluding extracurricular activities. 

 

School bus driver means any person who holds a commercial driver's license with a public 

passenger endorsement to operate a school bus pursuant to subsection (a) of C.G.S. 14-44. 

 

School medical advisor means a physician appointed pursuant to C.G.S. 10-205. 

 

School nurse means a nurse appointed in accordance with Connecticut General Statutes Section 10-

212. 

 

School nurse supervisor means the nurse designated by the local or regional Board of Education as 

the supervisor or, if no designation has been made by the Board, the lead or coordinating nurse 

assigned by the Board. 
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Administering Medications 

 
 

Definitions (continued) 
 

School readiness program means a program that receives funds from the State Department of 

Education for a school readiness program pursuant to subsection (b) of Section 10-16p of the 

Connecticut General Statutes and exempt from licensure by the DepartmentOffice of Public 

HealthEarly Childhood pursuant to subdivision (1) of subsection (b) of Section 19a-77 of the 

Connecticut General Statutes. 

 

Self-administration of medication means the control of the medication by the student at all times 

and is self-managed by the student according to the individual medication plan. 

 

Teacher means a person employed full time by a Board of Education who has met the minimum 

standards as established by that Board for performance as a teacher and has been approved by the 

School Medical Advisor and school nurse to be designated to administer medications pursuant to the 

Regulations of Connecticut State Agencies Sections 10-212a-l through 10-212a-7. 

 

General Policies on Administration of Medication 

 

Except for the administration of epinephrine as emergency first aid to students who do not have a 

prior written parent authorization or written medical order as provided in this policy, and for the  self-

application of an over-the-counter sunscreen product by students six years of age and older with prior 

written parent authorization, no medication may be administered to any student without (1) the 

written order of an authorized prescriber, and (2) the written authorization of the student’s parent or 

guardian or eligible student, and (3) the written permission of the parent for the exchange of 

information between the prescriber and the school nurse necessary to ensure the safe administration 

of such medication.  

 

A school nurse, or in the absence of a school nurse, any other nurse licensed pursuant to the 

provisions of Chapter 378 of the Connecticut General Statutes, including a nurse employed by, or 

providing services under the direction of, the Board at a school based clinic, may administer 

medication to students in accordance with all state laws and regulations and this policy and its 

regulations and applicable required training and criminal background checks.  

 

Absent the availability of a school nurse or other licensed nurse, certain qualified employees 

including paraprofessionals, coaches and licensed athletic trainers, and others as specified in this 

policy and its regulations who have been properly trained may administer medication to students. 

Administration shall be in accordance with this policy, its regulations, state and federal law and state 

regulations for the administration of medication.  
 

Prescribed medication shall be administered to and taken by only the student for whom the 

prescription has been written.  

 

In compliance with all applicable state statutes and regulations, parents or guardians may administer 

medications to their own children on school grounds. 95
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Students may be permitted to self-administer medication only in accordance with this policy, its 

regulations, state law and state regulations governing the administration of medication.  

 

Any  student who is six years of age or older may possess and self-apply an over-the-counter 

sunscreen product while in school prior to engaging in any outdoor activity, provided prior written 

authorization signed by the student's parent or guardian is submitted to the school nurse. 

Authorization shall be renewed each school year. A form will be made available for this purpose.   

For any FDA-approved medications being administered according to an approved study protocol, a 

copy of the study protocol shall be provided to the school nurse along with the name of the 

medication to be administered and the acceptable range of dose of such medication to be 

administered.  

 

Investigational drugs or research or study medications may not be administered by qualified 

personnel for schools.  

Self-testing of blood glucose level by a child with diabetes 

A child with diabetes may test his/her own blood glucose level per the written order of a physician or 

advanced practice nurse stating the need and the capacity of such child to conduct self-testing, along 

with written authorization of the parent/guardian and approval of the school nurse..  Such self-testing 

shall be pursuant to guidelines promulgated by the Commissioner of Education.  The time or place 

where a student with diabetes may test his/her blood-glucose level on school grounds shall not be 

restricted provided the student has written parental/guardian permission and a written order from a 

physician licensed in Connecticut. 

 

Self-administration by a child diagnosed with asthma or diagnosed with a life threatening 

allergic condition 

A child diagnosed with asthma or ana diagnosed life-threatening allergic condition, pursuant to State 

Board of Education regulations, may carry anpossess, self-administer or possess and self-administer 

medicine administered through the use of an asthmatic inhaler or an EpipenEpiPen or similar device 

in the school at all times or while receiving school transportation services if he/she is under the care 

of a physician, physician assistant, or advanced practice registered nurse (APRN) and such 

practitioner certifies in writing to the Board of Education that the child needs to keep an asthmatic 

inhaler or EpipenEpiPen at all times to ensure prompt treatment of the child’schild's asthma or allergic 

condition and protect the child against serious harm or death. A written authorization of the 

parent/guardian is also required. 

 

School Bus Drivers Training 

By June 30, 2019, school transportation carriers, including WindorsWindsorWindsor Locks Public 

Schools (WLPS) carriers, to the extent that WLPS provides direct school transportation services to 

students, must provide training to all school bus drivers, including instruction on (1) identifying the 

signs and symptoms of anaphylaxis, (2) administering epinephrine by a cartridge injector ("EpiPen"), 

(3) notifying emergency personnel, and (4) reporting an incident involving a student's life-threatening 

allergic reaction (“cartridge injector training”). Such training can be completed online, provided the 

online module fulfills legislative requirements. Training must be completed upon hire or upon 96
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contracting with a new driver, except that a driver who received the training after the most recent 

issuance or renewal of his or her school bus operator endorsement is not required to repeat it. 

In accordance with state law, bus drivers are granted immunity from civil liability that may arise from 

the emergency administration of a cartridge injector (Epipen) to a student who experiences a life-

threatening allergic reaction on or in the vicinity of a school bus while accessing school 

transportation services.  

The transmission of life-threatening allergy information for each WLPS student who may require the 

use of a cartridge injector while on school transportation shall be shared with transportation carriers 

in the manner set forth in the regulations accompanying this policy and in accordance with state and 

federal law.  

As a contractor with WLPS for the provision of school transportation services, the transportation 

carrier (including WLPSPS, as applicable) shall be deemed a “school official” for purposes of 

providing such school health information for purposes of the Family Educational Rights and Privacy 

Act (FERPA).   

Administration of Medication by a School Nurse 

A school nurse may administer medication to any student pursuant to the written order of an 

authorized prescriber (physician, dentist, optometrist, an advanced practice registered nurse, or a 

physician assistant and for interscholastic and intramural athletic events only, a podiatrist) and the 

written authorization of a parent or guardian of such child or eligible student and the written 

permission of the parent/guardian for the exchange of information between the prescriber and the 

school nurse necessary to ensure the safe administration of such medication. 
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General Policies on  

Administration of Medication (continued)in the Absence of a School Nurse 

 

Administration by Other Licensed Nurses 

In the absence of a school nurse, any other nurse licensed pursuant to the provisions of Chapter 378, 

including a nurse employed by, or providing services under the direction of the Board of Education at 

a school-based clinic, only qualified  may administer medication to any student.  Qualified school 

personnel for schools who have been properly trained may administer medications to students as delegated 

by the school nurse uponreceived the requisite training in the administration of medication in 

accordance with state law, received approval of the School Medical Advisor and the school nurse and 

who have satisfactorily completed a required criminal background check may administer medication 

to any student in the school following the successful completion of specific training in administration of 

medication and satisfactory completion of the required criminal history check.accordance with state law and 

regulations and this Policy and its regulations 

 

Medications with a cartridge injector may be administered by qualified personnel for schools only to 

a student with a medically diagnosed allergic condition which may require prompt treatment to 

protect the student against serious harm or death. Qualified personnel for schools, as defined, may 

administer oral, topical, intranasal, or inhalant medication in the absence of a licensed nurse. 

Investigational drugs or research or study medications may not be administered by qualified 

personnel for schools. 

 

Coaches and licensed athletic trainers during intramural and interscholastic events may administer 

medications pursuant to Section10-212a-9 of the Regulations of Connecticut State Agencies and as 

described in this policy and in the administrative regulations to this policy. 

 

In compliance with all applicable state statutes and regulations, parents/guardians may 

administer medications to their own children on school grounds. 

 

Administration of Medication by Qualified Personnel for Schools 

Qualified personnel for schools who have (1) been delegated by the school nurse upon approval of 

the School Medical Advisor, (2) been properly trained in the administration of medication to students 

at least annually, and (3) satisfied a criminal history check may administer medications to students 

who have a written order from a physician, dentist, optometrist, advanced practice registered nurse, or 

physician assistant and the written authorization of a parent or guardian. Qualified personnel for 

schools as defined in this policy, may administer oral, topical intranasal or inhalant medication in the 

absence of a licensed nurse. 
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Except for the administration of epinephrine as emergency first aid to students who do not have prior 

written parent authorization or a medical order as provide in this policy, medications with a cartridge 

injector may be administered by qualified personnel for school only to a student with a medically 

diagnosed allergic conditions which may require prompt treatment to protect the student against 

serious harm or death.  

The school nurse or, school principal shall select a qualified school employee to, under certain 

conditions as specified in this policy and its regulation and under state law and regulations, give a 

glucagon injection to a student with diabetes who may require prompt treatment to protect the student 

from serious harm or death. 

A qualified school employee selected by a school nurse and school medical Adviser may administer 

antiepileptic medication to a student under certain conditions. 

Investigational drugs or research or study medications may not be administered by qualified 

personnel for schools. 

Administration of Medication by Paraprofessionals 

 

 

A specific paraprofessional, through a plan approved by a school nurse supervisor and School 

Medical Advisor, may administer medications including medications administered with a cartridge 

injector, to a specific student with a medically diagnosed allergic condition that may require prompt 

treatment in order to protect the student against serious harm or death pursuant to Section 10-10-

212a-9 of the Regulations of Connecticut State Agencies and as described in the administrative 

regulations.  The approved plan also requires the written authorization of the student’sstudent's 

parent/guardian and pursuant to the written order from the student’sstudent's authorized prescriber 

licensed to prescribe medication.   

A school paraprofessional may be designated as a “qualified school employee” and any individual 

school paraprofessional identified and trained as a qualified school employee may administer 

medication in accordance with state law and this policy and regulation.  

Storage and Use of Epinephrine Cartridge Injectors (Emergency Administration of 

Epinephrine to Students without Prior Written Authorization) 

A school nurse or in the absence of a school nurse, a qualified school employee who has completed 

the annual training required by Section 10-212a, of the Connecticut General Statutes, as amended 

from time to time, shall maintain epinephrine in cartridge injectors for the purpose of emergency first 

aid.  EpiPens expire yearly.  Therefore, schools are responsible for refilling their prescriptions 

annually and for maintaining an adequate supply of EpiPens for emergency first aid to students 

without prior authorization.  

The school shall fulfill all conditions and procedures promulgated in the regulations established by 

the State Board of Education for the storage and administration of epinephrine by school personnel to 

students for the purpose of emergency first aid to students who experience allergic reaction and do 

not have prior written authorization for epinephrine administration.  

The school nurse or school principal shall select qualified school employees who voluntarily agree to 

be trained to administer such epinephrine as emergency first aid. There shall be at least one such 
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qualified school employee on the grounds of each District school during regular school hours in the 

absence of the school nurse. Each school must maintain a supply of epinephrine in cartridge injectors 

(EpiPens) for such emergency use. 

During regular school hours, when the school nurse is absent or unavailable, qualified school 

employees who have completed the annual training required by Section 10-212a, of the Connecticut 

General Statutes, as amended from time to time, may administer epinephrine as emergency first aid to 

students who experience allergic reactions and who do not have prior written authorization of a 

parent or guardian or prior written order of a qualified medical professional for the administration of 

epinephrine.  

 

For the purpose of administration of epinephrine to students without written authorization who are 

experiencing a life-threatening allergic reaction, qualified school employees refer to principal, 

teacher, licensed athletic trainer, licensed physical or occupational therapist employed by the school 

district, coach or school paraprofessional.  

 

The parent or guardian of any student may submit, in writing, to the school nurse or school medical 

adviser that epinephrine shall not be administered to such student pursuant to this section. The school 

nurse shall notify selected and trained personnel of the students whose parents or guardians have 

refused emergency administration of epinephrine. The Windsor Locks Public Schools shall annually 

notify parents or guardians of the need to provide such written notice.  

 

Administration of Glucagon to a Specific Student with Diabetes  

 

Qualified school employees may administer glucagon within injectable equipment used to administer 

glucagon in an appropriate dose for emergency first aid response to students with diabetes in the 

event that there is written authorization of a student’s parent or guardian and the school nurse and 

school medical Adviser have attested in writing that the qualified school employee has completed the 

annual training and voluntarily agrees to serve in this capacity. Authorization of injectable glucagon 

is limited to situations when the school nurse is absent or unavailable. For purposes of emergency 

medication administration of glucagon, the term qualified school employee refers to a principal, 

teacher, licensed athletic trainer, licensed physical or occupational therapist employed by the school 

district, coach or school paraprofessional. 

Administration of Anti-Epileptic Medications to Students  

With the written authorization of a student's parent/guardian, and pursuant to the written order of a 

physician, a school nurse (and a school medical advisor, if any), shall select and provide general 

supervision to a qualified school employee, who voluntarily agrees to serve as a qualified school 

employee, to administer anti-epileptic medication, including by rectal syringe, to a specific student 

with a medically diagnosed epileptic condition that requires prompt treatment in accordance with the 

student's individual seizure action plan. Such authorization is limited to situations when the school 

nurse is absent or unavailable. No qualified school employee shall administer such medication unless 

he/she annually completes the training program developed by the State Department of Education, in 

consultation with the School Nurse Advisory Council. 

In addition, the school nurse (and school medical advisor, if any), shall attest, in writing, that such a 

qualified school employee has completed the required training. The qualified school employee shall 

also receive monthly reviews by the school nurse to confirm his/her competency to administer anti-

epileptic medication. For purposes of the administration of anti-epileptic medication, a "qualified 

school employee" means a principal, teacher, licensed athletic trainer, licensed physical or 

occupational therapist employed by the District, coach or school paraprofessional. 100
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Emergency Administration of an Opioid Antagonist to Students Without Written 

Authorization of a Parent/Guardian and Written Order of a Physician 

An opioid antagonist such as NaxoloneNaloxone (commonly known as Narcan) may be administered 

in accordance with Windsor Locks Board of Education Policy 5141.213, Opioid Overdose Prevention 

(Emergency Administration of Naloxone) to a student without written parent authorization or written 

medical order in the event of an emergency when a student is suspected of experiencing an opioid 

overdose. Board Policy 5141.213 establishes who may permissibly administer an opioid antagonist to 

students and under what circumstances and contains procedures and/or requirements for the 

acquisition, storage, disposal, stocking and administering of opioid antagonists in school. Nothing in 

Board Policy 5141.21, Administering Medications, should be construed to prevent the administration 

of an opioid antagonist in the manner described in Board Policy 5141. 213. 

Administration of Medication by Coaches and Licensed Athletic Trainers during Intramural 

and Interscholastic Events 

During intramural and interscholastic athletic events, a coach or licensed athletic trainer who has 

been trained in the general principles of medication administration applicable to receiving, storing, 

and assisting with inhalant medications or cartridge injector medications and documentation, may 

administer medication for select students for whom self-administration plans are not viable options as 

determined by the school nurse.  

The medication which may be administered is limited to: (1) inhalant medications prescribed to treat 

respiratory conditions and (2) medication administered with a cartridge injector for students with a 

medically diagnosed allergic condition which may require prompt treatment to protect the student 

against serious harm or death. 

 

The school nurse is responsible for the student's individualized medication plan and shall provide the 

coach with a copy of the authorized prescriber's order and the parental/guardian permission form. 

Parents are responsible for providing the medication, such as the inhaler or cartridge injector, to the 

coach or licensed athletic trainer, which shall be kept separate from the medication stored in the 

school health office during the school day. 

Medications to be used in athletic events shall be stored in containers for the exclusive use of holding 

medications; in locations that preserve the integrity of the medication; under the general supervision 

of the coach or licensed athletic trainer trained in the administration of medication; and in a locked 

secure cabinet when not in use at athletic events.  

The agreement of the coach or licensed athletic trainer is necessary for the administration of 

emergency medication and the implementation of the emergency care plan. 

Coaches and athletic trainers are required to fulfill the documentation requirements as outlined in the 

administrative regulations accompanying this policy. Errors in the administration of medication shall 

be addressed as specified in Section 10-212a-6 of the Regulations of Connecticut State Agencies, and 

detailed in the administrative regulation pertaining to this policy. If the school nurse is not available, 

a report may be submitted by the coach or licensed athletic trainer to the school nurse on the next 

school day. 
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Administration of Medications in School Readiness Programs and Before- and- After- School 

Programs  

 

 

Directors, or their designees, who may include lead teachers or school administrators, who have been 

properly trained, may administer medications to students as delegated by the school nurse or other 

registered nurse, in school readiness programs and before- and after-school programs that are child 

care programs. Such programs must either be District-administered or administered by a municipality 

exempt from licensure by the Department of Public Health and are located in a District public 

school.  Medicine may be administered pursuant to the Regulations of  Connecticut State Agencies, 

Section 10-10-212a-10, to children enrolled in these programs. 

 
Administration of medications shall be provided only when it is medically necessary for program 

participants to access the program and maintain their health status while attending the program. A 

child attending any before- or after-school program, defined as any child care program operated and 

administered by the Board in any building or on the grounds of any district school, upon the request 

and with the written authorization of the child’schild's parent/guardian and pursuant to the written 

order from the student’sstudent's authorized prescriber, will be supervised by the District staff member 

(Director or designee, lead teacher, school administrator) trained to administer medication including a 

cartridge injector. Such administration shall be to a particular student medically diagnosed with an 

allergy that may require prompt treatment to avoid serious harm or death. 

 

Investigational drugs or research or study medications may not be administered by Directors or their 

designees, lead teachers or school administrators. 

 

Properly trained Directors, Directors’Directors' designees, lead teachers or school administrators may 

administer medications to students as delegated by the school nurse or other registered nurse. They 

may administer oral, topical, intranasal, or inhalant medications. No medication shall be administered 

without the written order of an authorized prescriber and the written approval of the parent/guardian.  

 

The selected staff member shall be trained in the use of a cartridge injector by either a licensed 

physician, physician’sphysician's assistant, advanced practice registered nurse or registered nurse. 

(Optional: The selected staff member is also required to complete a course in first aid offered by the 

American Red Cross, the American Heart Association, the National Ski Patrol, the Department of 

Public Health or any Director of Health.) 
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The administration shall determine, in cooperation with the School Medical Advisor and school nurse 

[supervisor] whether additional school nursing services/nurses are required based on the needs of the 

program and the participants in the program. This determination shall include whether a licensed 

nurse is required on site. The recommendation shall be subject to Board approval.  

 

The Board will allow students in the school readiness and before- and after-school programs to self-

administer medication according to the student’sstudent's individual health plan and only with the 

written order of an authorized prescriber, written authorization of the child’schild's parent or guardian, 

written approval of the school nurse (The nurse has evaluated the situation and deemed it appropriate 

and safe and has developed a plan for general supervision of such self-medication.), and with the 

written permission of the parent or guardian for the exchange of information between the prescriber 

and the school nurse necessary to ensure the safe administration of such medication. 

 

An error in the administration of medication shall be reported immediately to the school nurse, the 

parents/guardians and the prescribing physician. In case of an anaphylactic reaction or the risk of 

such reaction a school nurse may administer emergency oral and/or injectable medication to any child 

in need thereof on school grounds, or in the school building, according to the standing order of the 

School Medical Advisor or the child’schild's private physician. However, in an emergency any other 

person trained in CPR and First Aid may administer emergency oral and/or injectable medication to 

any child in need on school grounds, or in the school building. In addition, local poison control center 

information shall be readily available at the sites of these  

programs. The Program Director or his/her designee shall be responsible for decision making in the 

absence of the nurse. 

 

In the event of a medical emergency, the following will be readily available: (1) local poison 

information center contact information; (2) the physician, clinic or emergency room to be contacted 

in such an emergency; and (3) the name of the person responsible for the decision making in the 

absence of a school nurse.  

 

All medications shall be handled and stored in accordance with the provisions of subsection (a) to (k) 

inclusive of the Regulations of Connecticut State Agencies, as outlined in the accompanying 

administrative regulation to this policy. 

 

Where possible, a separate supply of the child’schild's medication shall be stored at the site of the 

before- or after-school program or school readiness program. If this is not possible, a plan should be 

in place to ensure the timely transfer of the medication from the school to the program and back on a 

daily basis. 

 

Documentation and record keeping shall be done in compliance with the stipulations outlined in the 

administrative regulation accompanying this policy. 
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Administration of Medications in School Readiness Programs and Before-and-After-School 

Programs (continued) 

 

THE PORTION OF THIS POLICY PERTAINING TO THE ADMINISTRATION OF 

MEDICATION IN SCHOOL READINESS PROGRAMS AND BEFORE- AND AFTER- SCHOOL 

PROGRAMS SHALL BE REVIEWED BY THE BOARD ON AN ANNUAL BASIS WITH INPUT 

FROM THE SCHOOL MEDICAL ADVISOR OR A LICENSED PHYSICIAN AND THE 

SCHOOL NURSE SUPERVISOR. 

 

Administration of Medication by Coaches and Licensed Athletic Trainers During Intramural 

and Interscholastic Events 

 

During intramural and interscholastic athletic events, a coach or licensed athletic trainer who has 

been trained in the general principles of medication administration applicable to receiving, 

storing, and assisting with inhalant medications or cartridge injector medications and 

documentation, may administer medication for select students for whom self-administration 

plans are not viable options as determined by the school nurse. The medication which may be 

administered is limited to: (1) inhalant medications prescribed to treat respiratory conditions and 

(2) medication administered with a cartridge injector for students with a medically diagnosed allergic 

condition which may require prompt treatment to protect the student against serious harm or death. 

 

The school nurse is responsible for the student’s individualized medication plan and shall provide the 

coach with a copy of the authorized prescriber’s order and the parental/guardian permission form. 

Parents are responsible for providing the medication, such as the inhaler or cartridge injector, to the 

coach or licensed athletic trainer, which shall be kept separate from the medication stored in the 

school health office during the school day. 

 

Medications to be used in athletic events shall be stored in containers for the exclusive use of holding 

medications; in locations that preserve the integrity of the medication; under the general supervision 

of the coach or licensed athletic trainer trained in the administration of medication; and in a locked 

secure cabinet when not in use at athletic events. 

 

The agreement of the coach or licensed athletic trainer is necessary for the administration of 

emergency medication and the implementation of the emergency care plan. 
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Coaches and athletic trainers are required to fulfill the documentation requirements as outlined in the 

administrative regulations accompanying this policy. Errors in the administration of medication shall 

be addressed as specified in Section 10-212a-6 of the Regulations of Connecticut State Agencies, and 

detailed in the administrative regulation pertaining to this policy. If the school nurse is not available, 

a report may be submitted by the coach or licensed athletic trainer to the school nurse on the next 

school day. 

 
Administration of 
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(cf. 4112.5/4212.5 – Security Check/Fingerprinting) 

(cf. 5141 – Student Health Services) 

(cf. 5141.23 – Students with Special Health Care Needs) 
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Legal Reference: References:  

 

Connecticut General Statutes 

10-206 Health Assessment 

10-212 School nurses and nurse practitioners. Administration of medications by parents or 

guardians on school grounds. Criminal history; records check. 

10-212a Administration of medications in schools. (as amended by PA 99- 2, and June 

Special Session and PA 03-211, PA 04-181, PA 07-241, PA 

07-252, PA 09-155, PA-12-198, PA 14-176, PA 15-215 and PA 09-15518-185) 

10-212c Life-threatening food allergies and glycogen storage disease: Guidelines; district 

plans (as amended by PA 18-185) 

19a-900 Use of cartridge injector by staff member of before- or after- school program, day 

camp or day care facility. 

20-12d Medical functions performed by physician assistants. Prescription authority 

20-94a Licensure as advanced practice registered nurse 

21a-240 Definitions 

29-17a Criminal history records checks. Procedure.  Fees. 

52-557b Immunity from liability for emergency medical assistance first aid or medication by 

injection. School personnel not required to administer or render. (as amended by PA 05-144, 

An Act Concerning the Emergency Use of Cartridge Injectors and PA 18-185) 

PA 07-241 An Act Concerning Minor Changes to the Education Statutes 

PA-12-198 An Act Concerning the Administration of Medicine to Students with Diabetes, the 

Duties of School Medical Advisors, the Availability of CPR and AED Training Materials for 

Boards of Education and Physical Exercise During the School Day  

PA 14-176 An Act Concerning the Storage and Administration of Epinephrine at Public 

Schools  

PA 15-215 An Act Concerning Various Revisions and Additions to the Education Statutes  

PA-18-185 An Act Concerning the Recommendations of the Task Force on Life-threatening 

Food Allergies in Schools Connecticut Regulations of State Agencies 10-212a-1 through 10-

212a-10, inclusive 

PA 19-60 An Act Allowing Students to Apply Sunscreen Prior to Engaging in Outdoor 

Activities 

PA 07-241 An Act Concerning Minor Changes to the Education Statutes  

PA 22-80 An Act Concerning Childhood Mental and Physical Health Services in School 

 

Connecticut Regulations of State Agencies 10-212a-1 through 10-212a-10, inclusive 
 

Federal Law 
 

Code of Federal Regulations: Title 21 Part 1307.2 

20-12d Medical functions performed by physician assistants. Prescription authority. 

 

20-94a Licensure as advanced practice registered nurse. 

PA 07-241 An Act Concerning Minor Changes to the Education Statutes 

29-17a Criminal history checks. Procedure. Fees. 
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5141.21R(a) 

Administering Medications to Students 

 
 

Regular School Day 

 

The Board of Education (Board) allows students to self-administer medication and qualified 

personnel for schools to administer medication to students in accordance with the following 

established procedures. These procedures shall be reviewed and/or revised and approved by the 

School Medical Advisor, the school nurse and the Board ofBoard of Education (Board)of 

Education..  The District’s School Medical Advisor (or other qualified physician) will approve 

this policy, its regulations and any changes prior to submission to the Board of Education for its 

approval. 

 

The administration of medication includes the activities of handling, storing, preparing or 

pouring of medication, conveying it to the student according to the medication order, observing 

the student inhale, apply, swallow, or self-inject the medication, when applicable; documenting 

that the medication was administered; and counting remaining doses to verify proper 

administration and use of the medication. 

 

A student who is required to receive medication or wants to take aspirin, ibuprofen, or an aspirin 

substitute containing acetaminophen during school hours must provide: 

 
1. The authorized prescriber’s (physician, dentist, optometrist, advanced practice 

registered nurse, or physician assistant; and a podiatrist in the case of interscholastic 

or intramural athletic events) orders for medication or aspirin, ibuprofen, or an 

aspirin substitute containing acetaminophen on a school district form which specifies 

the student's name, condition for which the drug is being administered, name of drug 

and method of administration and dosage of drug. For students receiving medicine 

the time of administration and duration of the order, side effects to be observed (if 

any) and management of such effects, and student allergies to food and/or medicine 

is also required on the form. This medical order must be renewed yearly if a student 

is to be administered medication by school personnel. 

 

2. Written authorization from his or her parent or guardian allowing school personnel to 

administer said medication. This authorization shall be renewed yearly and shall 

include parental consent for school personnel to destroy said medication if not 

repossessed by the parent or guardian within a seven (7) day period of notification by 

school authorities. 

 

3. The medication must have its original correct label from the pharmacy or manufacturer. 
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Students 

Administering Medications to Students 

 
 

Regular School Day (continued) 

5141/21R(b) 

 

Students who are able to self-administer medication may do so provided: 

 

1. An authorized prescriber provides a written order for self-administration of said 

medication. 

2. There is written authorization for self-administration of medication from the student's 

parent or guardian. 

3. The school nurse has evaluated the situation and deemed it to be safe and appropriate; has 

documented this on the student's cumulative health record, andrecord and has developed 

a plan for general supervision. 

4. The student and school nurse have developed a plan for reporting and supervision of self- 

administration and notification of teachers. 

5. The principal and appropriate teachers are informed that the student is self-administering 

prescribed medication. 

6. Such medication is transported to the school and maintained under the student's control 

within these guidelines. 

 

In addition, the Board permits those students who have a verified chronic medical condition and 

are deemed capable to self-administer prescribed emergency medication, including rescue asthma 

inhalers and cartridge injectors for medically-diagnosedmedically diagnosed allergies, to self-

administer such medications and may permit such students to self-administer other medications, 

excluding controlled drugs, as defined in Connecticut General Statute 21a-240. Such students must 

provide: 

 

1. An authorized prescriber’s written medication order including the recommendation for 

self-administration; and 

2. A written authorization for self-administration of medication from the student’s parent or 

guardian. 

 

Further, the school nurse shall assess the student’s competency for self-administration in the school 

setting and deem it to be safe and appropriate, including that a student: 

 

1. is capable of identifying and selecting the appropriate medication by size, color, amount, 

or other label identification; 

2. knows the frequency and time of day for which the medication is ordered; 

3. can identify the presenting symptoms that require medication; 

4. administers the medication properly; 

5. maintains safe control of the medication at all times; 

6. seeks adult supervision whenever warranted; and 

7. cooperates with the established medication plan. 
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Students 
5141.21R(c) 

Administering Medications to Students Regular School Day(continued) 

In the case of inhalers for asthma and cartridge injectors for medically-diagnosedmedically diagnosed 

allergies, the school nurse’s review of a student’s competency to self-administer inhalers for asthma 

and cartridge injectors for medically-diagnosed allergies in the school setting shall not be used to 

prevent a student from retaining and self-administering inhalers for asthma and cartridge injectors for 

medically-diagnosed allergies. Students may self-administer such medications only with the written 

authorization of an authorized prescriber and written authorization from the student’s parent or 

guardian or eligible student. 

 
The school nurse is responsible for: 

 

1. Reviewing the medication order and parental authorizations; 

2. Developing an appropriate plan for self-administration; 

3. Documenting the medication plan in the student’s or participant’s health record; and 

4. Informing qualified personnel for schools and other staff regarding the student’s self- 

administration of prescribed medication. 

 

The medication shall be transported to school by the student and maintained under the student’s 

control in accordance with the District’s policy on self-medication by students and the individual 

student plan. 

 

Self-administration of controlled medication may be considered for extraordinary situations such as 

international field trips. Such self-administration must be approved by the school nurse supervisor 

and the School Medical Advisor in advance and an appropriate plan shall be developed. 

 

Medication may be administered by a licensed nurse, or in the absence of such licensed personnel, 

any other nurse licensed pursuant to the provisions of ChapterChapter 378, including a nurse 

employed by, or providing services under the direction of the Board of Education at, a school-based 

health clinic.  

In the absence of a school nurse, qualified personnel for schools (principals, teacherstrained in the 

administration of medication may administer medication to school students in accordance with state 

law and regulations, Board policy and regulations. Qualified personnel for schools means a qualified 

school employee who is (A) (i) a full time employee or (ii) a coach, licensed athletic trainer, licensed 

physical or occupational therapists and coaches, or school paraprofessional , or (B) for school readiness 

programs and before-and-after-school programs, a director, and any lead teachers and school 

administrator who have been trained in the administration of medication.  

Qualified personnel for schools must receive training as required by law, satisfactorily complete 

criminal background checks, and be selected and approved by the School Medical Advisor and 

school nurse. 

Qualified personnel for schools, as defined, may administer oral, topical, intranasal, or inhalant 

medication in the absence of a licensed nurse. Investigational drugs or research or study medications 

may not be administered by qualified personnel for schools.  

Coaches and licensed athletic trainers during intramural and/or interscholastic athletics) trained in the 
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administration of medication. Theyevents may administer medications pursuant to Section 10-212a-9 of 

the Regulations of Connecticut State Agencies and as described in this policy and in the 

administrative regulations to this policy. 

No school nurse or other nurse, principal, teacher, licensed athletic trainer, licensed physical or 

occupational therapist employed by a school district, coach or school paraprofessional 

administering medication shall not be held liable for any personal injuries which may result from 

acts or omissions constituting ordinary negligence. 

 

A licensed practical nurse may administer medications to students if he/she can demonstrate 

evidence of one of the following: 

 

1. Training in administration of medications as part of their basic nursing program; 

2. Successful completion of a pharmacology course and subsequent supervised experience; 

3. Supervised experience in medication administration while employed in a health care 

facility. 
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Students 
Administering Medications to Students Regular School Day (continued) 
Licensed practical nurses shall not train or delegate the administration of medication to another 

individual. Such nurses shall only administer medications after the medication plan has been 

established by the school nurse or registered nurse. 

 

Medication will be administered according to the following procedures: 

 

1. The school nurse will develop a medication administration plan for each student before 

medication may be administered by any staff member. The school nurse will also review regularly all 

documentation pertaining to the administration of medication for students. 

 

2. The qualified personnel for schools approved by the School Medical Advisor and school 

nurse will be formally trained by the school nurse or School Medical Advisor prior to administering 

medication. The school nurse, acting as designee and under the direction of the School Medical 

Advisor, will annually instruct such staff members in the administration of medication. The training 

shall include, but not be limited to: 

 
A. The generic principles of safe administration of medications.  

B. Review of state statute and school regulations regarding administration of 

medication by school personnel. 

C. Procedural aspects of the administration of medication, including the safe 

handling and storage of medication, and documentation. 

D. Specific information related to each student’s medication and each student’s 

medication plan including the name and generic name of the medication, 

indications for medication, dosage, routes, time and frequency of administration, 

therapeutic effects of the medication, potential side effects, overdose or missed 

dose of the medication, and when to implement emergency interventions. 

 
3. A list of qualified personnel successfully trained and approved to administer medication 

along with documentation of the annual update of trainees shall be submitted to the 

Superintendent by the nursing supervisor on October 31 of each year. All such 

individuals including school nurses and nurse practitioners must have also satisfactorily 

passed the criminal background check. The documentation shall include the dates of 

general and student-specific training, the content of the training, individuals who have 

successfully completed general and student-specific administration of medication training 

for the current school year, and names and credentials of the nurse or School Medical 

Advisor trainer or trainers. 

 

4. A current list of those authorized to give medication shall be maintained in the school. 
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Note: The use of a paraprofessional to administer medications, as described above, is not 

mandated by law or regulation. Such use is subject to Board of Education approval. 

 

 

 

Students 
Administering Medications to Students Regular School Day (continued) 

A child with diabetes may test his/her own blood glucose level per the written order of a physician or 

advanced practice nurse stating the need and the capacity of such child to conduct self-testing, along 

with the written authorization of the parent/guardian. Such self-testing shall be pursuant to guidelines 

promulgated by the Commissioner of Education. 

 

The school nurse or school principal shall select a qualified school employee to, under certain 

conditions, give a glucagon injection to a student with diabetes who may require prompt treatment to 

protect him/her from serious harm or death. The nurse or principal must have written authority from 

the student’s parent/guardian and a written order from the student’s Connecticut licensed physician. 

The authorization shall be limited to situations when the school nurse is absent or unavailable. No 

qualified school employee shall administer this medication unless he/she has annually completed any 

training required by the school nurse and school medical advisor in the administration of medication 

with injectable equipment used to administer glucagon, the school nurse and school medical advisor 

must attest that the qualified school employee has completed such training and the qualified school 

employee voluntarily agrees to serve as a qualified school employee. The injections are to be given 

through injector or injectable equipment used to deliver an appropriate dose of glucagon as 

emergency first aid response to diabetics. 

 
A specific paraprofessional, in the absence of a school nurse, may only administer medications to a 

specific student in order to protect that student from harm or death due to a medically diagnosed 

allergic condition according to the following: 

 
A. only with the approval of the School Medical Advisor and school nurse, in conjunction 

with the school nurse supervisor, and under the supervision of the school nurse; 

B. with a proper medication authorization from the authorized prescriber in conformity with 

Connecticut General Statute 10-212a; 

C. with parental/guardian permission to administer the medication at school; 

D. only medication necessary for prompt treatment of an allergic reaction, including, but not 

limited to, a cartridge injector, and 

E. the paraprofessional shall have received proper training and supervision from the school 

nurse as detailed in Section10-212a-3 and Section 10-212a-7 of the Regulations of 

Connecticut State Agencies. 

 

 

Storage and Use of Epinephrine Cartridge Injectors (Emergency Administration of 

Epinephrine to Students without Prior Written Authorization) 

A school nurse or, in the absence of a school nurse, a "qualified school employee" shall maintain 

epinephrine in cartridge injectors for the purpose of emergency first aid to students who experience 

allergic reactions, who were not previously known to have serious allergies and therefore do not have 115
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a prior written authorization of a parent/guardian or a prior written order of a qualified medical 

professional for the administration of epinephrine. 

Note: EpiPens expire yearly. Therefore, schools are responsible for refilling their prescriptions 

annually.  It is estimated that each school would require two to three two-pack EpiPens. 

The school nurse or school principal shall select qualified school employees who voluntarily agree to 

be trained annually to administer such epinephrine as emergency first aid, pursuant to PA 14-176. 

There shall be at least one such qualified school employee on the grounds of each District school 

during regular school hours in the absence of the school nurse. Each school must maintain a store of 

EpiPens for such emergency use. 

Note: This requirement pertains only during regular school hours and does not include after-school 

activities. 

No qualified school employee shall administer epinephrine unless he/she annually completes the 

training program regarding emergency first aid to students who experience allergic reactions, 

developed by the Departments of Education and Public Health in consultation with the School Nurse 

Advisory Council. The training program shall include instruction in cardiopulmonary resuscitation; 

first aid; food allergies; the signs and symptoms of anaphylaxis; prevention and risk-reduction 

strategies regarding allergic reactions; emergency management and administration of epinephrine; 

follow-up and reporting procedures after a student has experienced an allergic reaction; and any other 

relevant issues and topics related to emergency first aid to students who experience allergic reactions. 

The school shall fulfill all conditions and procedures promulgated in the regulations established by 

the State Board of Education for the storage and administration of epinephrine by school personnel to 

students for the purpose of emergency first aid to students who experience allergic reaction and do 

not have prior written authorization for epinephrine administration. 

The school nurse or, in the absence or unavailability of such school nurse, such qualified school 

employee may administer epinephrine to a student experiencing a life-threatening undiagnosed 

allergic reaction, as emergency first aid to students who do not have prior written authorization from 

a parent or guardian or a prior written order from a qualified medical professional for the 

administration of epinephrine. A qualified school employee must annually complete the required 

training program in order to be permitted to administer epinephrine utilizing an EpiPen. 

The parent/guardian of a student may submit, in writing, to the school nurse and school medical 

advisor, if any, that epinephrine shall not be administered to his/her child permitted by statute. The 

school district shall annually notify parents/guardians of the need to provide written notice if they do 

not want emergency administration of epinephrine to be given to their child. Such notice shall be 

given to the school nurse or school medical advisor. 

The person responsible for decision-making in the absence of the school nurse shall be the qualified 

school employee administering the epinephrine. 

The school nurse, when the need exists to be absent or unavailable from his/her school assignment, 

shall notify the Principal or his/her designee and the trained qualified school employee(s) who shall 

be responsible for the emergency administration of epinephrine. Each school shall have a sufficient 

number of trained qualified school employees to ensure that there is at least one qualified and trained 

employee on the grounds of each school during regular school hours in the absence of the school 

nurse. 
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Emergency administration of epinephrine with a cartridge injector must be reported immediately to 

the school nurse and the student's parent/guardian. A separate administration of medication form for 

each student shall be maintained and submitted to the school nurse at the earliest possible time but 

not later than the next day and filed in or summarized on the student's cumulative health record. 

Medication errors shall be reported immediately to the school nurse, nurse supervisor, medical 

advisor, and the student's parent or guardian. Documentation of the medication error shall be 

submitted to the school nurse at the earliest possible time, but not later than the next school day and 

filed in or summarized on the student's cumulative health record. 

The principal's/nurse's office shall notify the persons who will administer epinephrine as emergency 

first aid to students who experience allergic reactions but do not have prior written authorization of a 

parent/guardian and from a qualified medical professional of the students whose parents have refused 

the emergency administration of epinephrine. 

Following the emergency administration of epinephrine by a qualified school employee to a student 

without a prior authorization or medication order, such administration shall be reported immediately 

to the school nurse or school medical advisor and the student's parent or guardian. A medication 

record shall be submitted to the school nurse not later than the next school day and filed in or 

summarized on the student's cumulative health record. 

Handling and Storage of Medications 

 

All medication, except those approved for keeping by students for self-medication and ephinephrine 

intended for emergency administration to students who do not have a prior written authorization or 

order, must be delivered by the parent or other responsible adult and shall be received by the nurse 

assigned to the school or, in the absence of such nurse, by other qualified personnel for schools 

trained in the administration of medication and assigned to the school. The school nurse must: 

 
A. Examine on site any new medication, medication order and parent/guardian authorization 

to insure that it shall be properly labeled with dates, name of student, medication name, 

dosage and physician's name, and that the medication order and permission form are 

complete and appropriate. 

 

B. Develop an administration of medication plan for the student before any medication is 

given by qualified personnel for schools. 
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Students 

Administering Medications to Students 

Handling and Storage of Medications (continued) 

 

C. Review all medication refills with the medication order and parent/guardian written 

authorization prior to the administration of medication r. 

 

D. Except as indicated by a student’s emergency care plan, emergency medications shall be 

stored in an unlocked, clearly labeled and readily accessible cabinet or container during 

school hours under the supervision of the nurse or the principal or principal’s designee 

trained in the administration of medication. 

 

E. Emergency medications shall be locked beyond the regular school day or program hours 

except as otherwise determined by a student emergency care plan. 

 

F. Record on the Student's Individual Medication Record the date the medication is 

delivered and the amount of medication received. 

 

G. Store medication requiring refrigeration in a refrigerator at no less than 36 degrees 

Fahrenheit and no more than 46 degrees Fahrenheit. The refrigerator shall be located in a 

health office maintained for health service purposes with limited access. Non-controlled 

medications may be stored directly on the shelf of the refrigerator with no further 

protection needed. Controlled medications shall be stored in a locked box affixed to the 

refrigerator shelf. 

 
H. Store prescribed medicinal preparations in securely locked storage compartment. 

Controlled substances shall be contained in separate compartments, secured and locked at 

all times. At least two sets of keys for the medication containers or cabinets shall be 

maintained for each school building or before- and after-school programs and school 

readiness programs. The school nurse shall maintain one set of keys. The additional set 

shall be under the direct control of the Principal and, if necessary, the Program Director 

or lead teacher trained in the administration of medication shall also have a set of keys. 

 
All medication, except those approved for keeping by students for self-medication, shall be kept in a 

designated locked container, cabinet or closet used exclusively for the storage of medication. 

 

In the case of controlled substances, they shall be stored separately from other drugs and substances 

in a separate, secure, substantially constructed, locked metal or wood cabinet. 

 

No more than a three monththree-month  supply of a supply of medication for a student shall be 

stored at the school. All medications, prescriptions and non-prescriptionprescriptions, shall be 

delivered and stored in their original containers and in such a manner as to render them safe and 

effective. No medication for a student shall be stored at a school without a current written order from 

an authorized prescriber. 
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Students 
Administering Medications to Students Handling and Storage of Medications (continued) 

Access to all stored medications shall be limited to persons authorized to administer medications. 

Each school or before- and after-school program and school readiness program shall maintain a 

current list of those persons authorized to administer medications. 

 

Destruction/Disposal of Medication 

 

At the end of the school year or whenever a student's medication is discontinued by the authorized 

prescriber, the parent or guardian is to be contacted and requested to repossess the unused medication 

within a seven (7) school day period. If the parent/guardian does not comply with this request, all 

medication (non-controlled drugs) is to be destroyed by the school nurse in the presence of at least 

one witness (school physician, principal, teacher) according to the following procedures: 

 
1. Medication will be destroyed in a non-recoverable fashion. (Procedure below recommended 

by Connecticut Department of Environmental Protection, Office of Pollution Prevention.) 

 
A. Keep the medication in its original container. 

• To protect privacy and discourage misuse of the prescription, cross out the 

patient’s name with a permanent marker or duct tape or remove the label. 

(Chemotherapy drugs may require special handling. Work with your 

healthcare provider on proper disposal options for this type of medication.) 
 

B. Modify the medications to discourage consumption. 

• For solid medications: such as pills or capsules: add a small amount of water 

to at least partially dissolve them. 

• For liquid medications: add enough table salt, flour, charcoal, or nontoxic 

powdered spice, such as turmeric or mustard to make a pungent, unsightly 

mixture that discourages anyone from eating it. 

• For blister packs: wrap the blister packages containing pills in multiple layers 

of duct or other opaque tape. 

 
C. Seal and conceal. 

• Tape the medication container lid shut with packing or duct tape. 

• Place it inside a non-transparent bag or container such as an empty yogurt or 

margarine tub to ensure that the contents cannot be seen. 

• Do not conceal medicines in food products because animals could 

inadvertently consume them. 

 

D. Discard the container in your trash can. 
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Students 
Administering Medications to Students Destruction/Disposal of Medication (continued) 

E. Schools that want to dispose of controlled substances should call the Drug 

Control Division of the CT Department of Consumer Protection for 

assistance at 860-713-6055. 

 

2. The following information is to be charted on the student's health folder and signed by 

the school nurse and witness: 

 

A. Date of destruction. 

B. Time of destruction. 

C. Name, strength, form and quantity of medication destroyed. 

D. Manner of destruction of medication. 

 

3. Controlled substances shall not be destroyed by the school nurse. Controlled substances 

shall be destroyed pursuant to Section 21a-262-3 of the Regulations of the Connecticut 

State Agencies. In the event thatIf any controlled substance remains unclaimed, the 

school nurse or Supervisor of Nursing shall contact the Connecticut Commissioner of 

Consumer Protection to arrange for proper disposition. Destruction may also be 

conducted by a Connecticut licensed pharmacist in the presence of another pharmacist 

acting as a witness. 

 
4. Any accidental destruction or loss of controlled drugs must be verified in the presence of 

a second person, including confirmation of the presence or absence of residue and jointly 

documented on the student medication administration record and on a medication error 

form pursuant to Connecticut General Statute 10-212a(b). If no residue is present 

notification must be made to the Department of Consumer Protection (DEP) pursuant to 

Section 21a-262-3 of the Regulations of Connecticut State Agencies. 

 
5. The completed medication administration record for non-controlled medications may be 

destroyed in accordance with Section M8 of the Connecticut Municipality Retention 

Schedule, provided it is superseded by a summary on the student health record. 

 

Documentation and Record Keeping 

 

Record keeping of medication administration shall either be in ink and shall not be altered or shall be 

recorded electronically, in a record that cannot be altered, on the individual student's medication 

record form which, along with the parental authorization form and the authorized prescriber’s order, 

becomes part of the student's permanent record. Records shall be made available to the Connecticut 

State Department of Education upon request, for review until destroyed pursuant to C.G.S. 11-8a and 

C.G.S. 10-212a(b) for controlled medications. 
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Administering Medications to Students Documentation and Record Keeping (continued) 

Each school readiness or before- and after-school program where medications are administered shall 

maintain an individual medication administration record for each student who receives medication 

during regular school or program hours. A medication administration record shall include the: 

 

A. Name of the student; 

B. Name of medication; 

C. Dosage of medication; 

D. Route of administration; 

E. Frequency of administration; 

F. Name of the authorized prescriber, or in the case of aspirin, ibuprofen, or an aspirin 

substitute containing acetaminophen being given to a student, the name of the parent or 

guardian requesting the medication to be given; 

G. Dates for initiating and terminating the administration of the medication, including 

extended year programs; 

H. Quantity received which shall be verified by the adult delivering the medication; 

I. Student allergies to food and/or medicine; 

J. Date and time of administration or omission including reason for omission; 

K. Dose or amount of drug administered; 

L. Full written or electronic signature of the nurse or qualified personnel for schools 

administering the medication; and 

M. For controlled medications, a medication count which shall be conducted and 

documented at least once a week and co-signed by the assigned nurse and a witness. 

 

The completed medication administration record for controlled medications shall be maintained in the 

same manner as the non-controlled medications. In addition, a separate medication administration 

record needs to be maintained in the school for three years, pursuant to Connecticut General Statute 

10-212a(b). 

 

The written order of the authorized prescriber, the written authorization of the parent or guardian to 

administer the medication and the written parental/guardian permission for the exchange of 

information by the prescriber and school nurse to ensure the safe administration of such medication 

shall be filed in the student’s cumulative health record or, for before- and after- school programs and 

school readiness programs, in the child’s program record. 

 

Record of the medication administered shall be entered in ink on an individual student medication 

record form and filed in the student's cumulative health folder. If the student is absent, it shall be so 

recorded. If an error is made in recording, a single line shall be run through the error and initialed. 
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Administering Medications to Students Documentation and Record Keeping (continued) 
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An authorized prescriber’s verbal order, including a telephone order, for a change in any 

medication may be received only by a school nurse. Such verbal order must be followed by a 

written order within three (3) school days. 

 

1. An error in the administration of medication shall be reported to the school nurse who 

will initiate appropriate action and documentation in a student incident report and on 

his/her cumulative record. 

 

2. Untoward reactions to medication shall be reported to the school nurse, the parent, and 

the student's physician. 

 

3. Records of controlled substances shall be entered in the same manner as other 

medications with the following additions: 

 

A. The amount of controlled drug shall be counted and recorded on the individual 

student medication record form after each dose given. 

B. A true copy (carbon or NCR) of the forms shall be retained by the school for 3 

years and the original filed in the student's permanent health record. 

C. Loss, theft or destruction of controlled substances shall be immediately, upon 

discovery, reported to the Supervisor of Nursing Services who will contact the 

Connecticut Commissioner of Consumer Protection. 

 

In the absence of a licensed nurse, only qualified personnel for schools who have been properly 

trained may administer medication to students. Qualified personnel for schools may administer 

oral, topical, or inhalant medications. Medications with a cartridge injector(s) may be administered 

by qualified personnel only to a student with a medically diagnosed allergic condition which may 

require prompt treatment to protect the student against serious harm or death. 

 

Investigational drugs may not be administered by qualified personnel for schools. 

 

In the case of the administration of a medication with a cartridge injector in an after-school 

readiness program or child-care program, such administration shall be reported to the school nurse 

no later than the next school day. 
 

5141/21R(k) 

 

Medication Errors 

 

An error in the administration of medication shall be reported immediately to the school nurse, the 

school nurse supervisor, the parent/guardian, and the authorized prescriber, verbally and followed 

by a written statement to all parties within one (1) school day. 
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Students 
Administering Medications to Students Medication Errors (continued) 

A medication error includes any failure to administer medication as prescribed for a particular 

student, including failure to administer the medication: 
 

• Within the appropriate timeframe. 

• In the correct dosage. 

• In accordance with accepted practice. 

• To the correct student. 

 

In the event of a medication error, the school nurse shall notify the parent or guardian. The nurse 

shall document the effort to reach the parent or guardian. If there is a question of potential harm to 

the student and medical treatment may be required, the nurse and/or building administrator shall 

also notify the student’s authorized prescriber or the School Medical Advisor. In a severe 

emergency, 911 should be called. Contact the Poison Control Center as deemed necessary. 

 

Any errors in the administration of a medication shall be documented by the nurse in the student’s 

cumulative health record or, for before- and after-school programs and school readiness programs, 

in the child’s program record. A written report shall also be made using a medication error form 

authorized by the Board of Education. The report must include any corrective action taken. 

 

In case of an anaphylactic reaction or the risk or such reaction, a school nurse (or any other person 

trained in CPR and First Aid) may administer emergency oral and/or injectable medication to any 

student in need thereof on the school grounds, in the school building, or at a school function 

according to the standing order of the School Medical Advisor or the student's private physician. 

 

Alternate language pertaining to “Medication Errors” to consider: 
 

Whenever any error in medication administration occurs, the following procedures shall apply: 

 

A. the person making the error in medication administration shall immediately implement the 

medication emergency procedures in this regulation if necessary, and shall immediately notify the 

school nurse and the Principal (if the Principal was not the person who made the error); 

B. the school nurse shall immediately notify the authorized prescriber and the student’s parent or 

guardian. 

C. the Principal shall notify the Superintendent or the Superintendent’s designee, advising of the 

nature of the error and all steps taken or being taken to rectify the error, including contact with the 

authorized prescriber and/or any other medical action(s). (An incident report form is to be sent to 

the Superintendent or his/her designee.) 
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Students 

Administering Medications to Students 

Medication Errors (continued) 

A report shall be completed using the authorized accident/incident report form. 

5141.21R(l) 

 

Any error in the administration of medication shall be documented in the student’s cumulative 

health record. 

 

Administration of Emergency Medication under Connecticut General Statute 10-212a 

 

In the absence of a school nurse, any other nurse licensed pursuant to provisions of Chapter 378 

including a nurse providing services at a school-based health clinic, qualified personnel for schools 

may give emergency medication orally or by injection to students with a medically diagnosed 

allergic condition which would require such prompt treatment to protect the child from serious 

harm or death so long as the administrator or teacher has completed training in administration or 

such medication. 

 

A school nurse or, in the absence of a school nurse, a “qualified employee” shall maintain 

epinephrine in cartridge injectors for the purpose of emergency first aid to students who experience 

allergic reactions who were not previously known to have serious allergies and therefore do not 

have a prior written authorization of a parent/guardian or a prior written order of a qualified 

medical professional for the administration of epinephrine (See Section of this regulation, titled 

“Storage and Use of Epinephrine Cartridge Injectors.”) 

 

Whenever a student has an untoward reaction to administration of a medication, resolution of the 

reaction to protect the student’s health and safety shall be the foremost priority. The school nurse 

and the authorized prescriber shall be notified immediately, or as soon as possible in light of any 

emergency medical care that must be given to the student. 

 

Emergency medical care to resolve a medication emergency includes but is not limited to the 

following, as appropriate under the circumstances or: (in the event of a medication emergency, the 

following will be readily available:) 

 

A. The use of the 911 emergency response system; 

B. The contact of a local poison information center; 

C. The physician, clinic or emergency room to be contacted in such an emergency; 

D. The name of the person responsible for the decision-making in the absence of the 

school nurse; 

E. The application by properly trained and/or certified personnel of appropriate 

emergency medical care techniques, such as cardio-pulmonary resuscitation; 

F. Administration of emergency medication in accordance with policy #5141.21 and 

this administrative regulation; and 

G. Transporting the student to the nearest available emergency medical care facility 

that is capable of responding to a medication emergency. 
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As soon as possible, in light of the circumstances, the Principal shall be notified of the medication 

emergency. The Principal shall immediately thereafter contact the Superintendent or the 

Superintendent’s designee. 
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Students 

Administering Medications 

 

Administration of Emergency Medication under Connecticut General Statute 10-212a 

(continued) 

 

The school nurse is responsible for notifying the parent or guardian, advising of the existence and 

nature of the medication emergency and all steps taken or being taken to resolve the emergency and 

protect the health and safety of the student, including contact with the authorized prescriber and/or 

any other medical action(s) that are being or have been taken. 

Administration of Anti-Epileptic Medications to Students 

With the written authorization of a student's parent/guardian, and pursuant to the written order of a 

physician, a school nurse (and a school medical advisor, if any), shall select and provide general 

supervision to a qualified school employee, who voluntarily agrees to serve as a qualified school 

employee, to administer anti-epileptic medication, including by rectal syringe, to a specific student 

with a medically diagnosed epileptic condition that requires prompt treatment in accordance with the 

student's individual seizure action plan. Such authorization is limited to situations when the school 

nurse is absent or unavailable. No qualified school employee shall administer such medication unless 

he/she annually completes the training program developed by the State Department of Education, in 

consultation with the School Nurse Advisory Council. 

In addition, the school nurse (and school medical advisor, if any), shall attest, in writing, that such 

qualified school employee has completed the required training. The qualified school employee shall 

also receive monthly reviews by the school nurse to confirm his/her competency to administer anti-

epileptic medication. For purposes of the administration of anti-epileptic medication, a "qualified 

school employee" means a principal, teacher, licensed athletic trainer, licensed physical or 

occupational therapist employed by the District, coach or school paraprofessional. 

Required Training for School Bus Drivers  

By June 30, 2019, school transportation carriers must provide training to all school bus drivers, 

including instruction on (1) identifying the signs and symptoms of anaphylaxis, (2) administering 

epinephrine by a cartridge injector ("EpiPen"), (3) notifying emergency personnel, and (4) reporting 

an incident involving a student's life-threatening allergic reaction. Such training can be completed 

online, provided the online module fulfills legislative requirements. 

Beginning July 1, 2019, each carrier must provide the training to school bus drivers (1) following the 

issuance or renewal of a public passenger endorsement to operate a school bus for carrier employees, 

and (2) upon the hiring of a school bus driver who is not employed by such carrier (e.g., 

subcontractor), except a driver who received the training after the most recent issuance or renewal of 

his or her endorsement is not required to repeat it. 
 

5141/R(m) 

 

Supervision 

 

The school nurse is responsible for general supervision of administration of medications in the 
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school(s) to which that nurse is assigned. The school nurse’s duty of general supervision includes, but 

is not limited to the following: 

 

1. Availability on a regularly scheduled basis to: 

 

a. review orders or changes in orders, and communicate these to personnel 

designated to administer medication for appropriate follow-up; 

b. set up a plan and schedule to ensure medications are given; 

c. provide training to qualified personnel for schools and other licensed nursing in 

the administration of medications, and assess that the qualified personnel for 

schools are competent to administer medications; 

d. support and assist other licensed nursing personnel and qualified personnel for 

schools to prepare for and implement their responsibilities related to the 

administration of specific medications during school hours; and, 

e. provide consultation by telephone or other means of telecommunications. (In the 

absence of the school nurse, an authorized prescriber or other nurse may provide 

this consultation.) 

 

2. In addition, the school nurse shall be responsible for: 

 

a. implementing policies and procedures regarding the receipt, storage, and 

administration of medications; 

b. reviewing, on a monthly basis, all documentation pertaining to the administration of 

medications for students; 

c. observing the competency to administer medication by qualified personnel for 

schools; and 

d. conducting periodic reviews, as needed, with licensed nursing personnel and 

qualified personnel for schools, regarding the needs of any student receiving 

medication. 
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Administering Medications (continued) 

 

5141/21R(n) 

 

Before-and-After-School Programs and School Readiness Programs 

 

Directors, or their designees, who may include lead teachers or school administrators, who have been 

properly trained, may administer medications to students as delegated by the school nurse or other 

registered nurse, in school readiness programs and before-and-after-school programs that are child 

care programs. (Such programs must either be District-administered or administered by a 

municipality exempt from licensure by the Department of Public Health and are located in a District 

public school). Medicine may be administered pursuant to the Regulations of Connecticut State 

Agencies, Section 10-212a-10, to children enrolled in these programs. 

 

 
Administration of medications shall be provided only when it is medically necessary for program 

participants to access the program and maintain their health status while attending the program. 

Investigational drugs or research or study medications may not be administered by Directors or their 

designees, lead teachers or school administrators. Properly trained Directors, Directors’ designees, 

lead teachers or school administrators may administer medications to students as delegated by the 

school nurse or other registered nurse. They may administer oral, topical, intranasal, or inhalant 

medications. No medication shall be administered without the written order of an authorized 

prescriber and the written approval of the parent/guardian. 

 
A child attending any before- or after-school program, as defined in policy #5141.21, upon the 

request and with the written authorization of the child’s parent/guardian and pursuant to the written 

order from the student’s authorized prescriber, will be provided medication and supervised by the 

District staff member (Director or designee, lead teacher, school administrator) trained to administer 

medication with a cartridge injector. Such administration shall be to a particular student who is 

medically diagnosed with an allergy that may require prompt treatment to avoid serious harm or 

death. 

 

The selected staff member shall be trained in the use of a cartridge injector by either a licensed 

physician, physician’s assistant, advanced practice registered nurse or registered nurse. 

 

The administration has determined, in cooperation with the School Medical Advisor and school nurse 

[supervisor], the level of nursing services that is/is not required on site based on the needs of the 

program and its participants. 
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Administering Medications 

 

Before-and-After-School Programs and School Readiness Programs (continued) 
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5141/21(o) 

 

Students in the school readiness and before-and-after-school programs may self-administer 

medication according to the student’s individual health plan and only with the written order of an 

authorized prescriber, written authorization of the child’s parent or guardian, written approval of the 

school nurse. 

 

The nurse shall evaluate the situation and deem it appropriate and safe and has developed a plan for 

general supervision of such self-medication. The written permission of the parent or  guardian for the 

exchange of information between the prescriber and the school nurse is required in order to ensure the 

safe administration of such medication. 

 

Any error in the administration of medication shall be reported immediately to the school nurse, the 

parents and the prescribing physician. In case of an anaphylactic reaction or the risk of such reaction 

a school nurse may administer emergency oral and/or injectable medication to any child in need 

thereof on school grounds, or in the school building, according to the standing order of the School 

Medical Advisor or the child’s private physician. In addition, local poison control center information 

shall be readily available at the sites of these programs. 

 

In the event of a medical emergency, the following will be readily available: (1) local poison 

information center contact information; (2) the physician, clinic or emergency room to be contacted 

in such an emergency; and (3) the name of the person responsible for the decision making in the 

absence of a school nurse. 
 

All medications shall be handled and stored as outlined in this administrative regulation. Where 

possible, a separate supply of the child’s medication shall be stored at the site of the before-or after-

school program or school readiness program. If this is not possible, a plan must be developed and 

implemented to ensure the timely transfer of the medication from the school to the program and back 

on a daily basis. 
 

Documentation and record keeping shall be done in compliance with the stipulations outlined in this 

administrative regulation. 

 

A separate administration of medication record for each student in the program shall be maintained.  

All instances of the administration of medication shall be reported to the school nurse according to 

the student’s individual plan or at least on a monthly basis.  The administration of a medication with a 

cartridge injector shall be reported to the school nurse no later than the next school day.  The 

administration of medication record shall be submitted to the  

 

school nurse at the end of the school year and filed in or summarized on the student’s cumulative 

health record. 

131



5141.21R(p) 
 

 

 

 

 

Students 

Administering Medications 

 

Before-and-After-School Programs and School Readiness Programs (continued) 
 

5141.21R(p) 

 

A child attending any before-and-after-school programs or school readiness programs operated and 

administered by the Board or municipality in any building or on the grounds of any District school, 

upon the request and with the written authorization of the child’s parent/guardian or eligible student 

and pursuant to the written order from the student’s authorized prescriber, will be supervised by a 

District staff member trained to administer medication with a cartridge injector. Such administration 

shall be to a particular student diagnosed with an allergy that may require prompt treatment to avoid 

serious harm or death. The selected staff member shall be trained in the use of a cartridge injector by 

either a licensed physician, physician’s assistant, advanced practice registered nurse or registered 

nurse. 

 
Supervision of the administration of medication in before-and-after-school and school readiness 

programs shall be pursuant to the “Supervision” section of these administrative bylaws. 

 

Administration of Medication During Intramural and Interscholastic Athletics 

 

A coach or licensed athletic trainer, trained in the general principles of medication administration 

applicable to receiving, storing, and assisting with inhalant medications or cartridge injector 

medications and documentation, may administer medication for select students, according to the 

student’s individualized medication plan, for whom self-administration plans are not viable options as 

determined by the school nurse. 

 

The medication which may be administered is limited to: (1) inhalant medications prescribed to treat 

respiratory conditions and (2) medication administered with a cartridge injector for students with a 

medically diagnosed allergic condition which may require prompt treatment to protect the student 

against serious harm or death. 

 

The school nurse, responsible for the student’s individualized medication plan, shall provide the 

coach with a copy of the authorized prescriber’s order and the parental/guardian permission form. 

Parents are responsible for providing the coach or licensed athletic trainer the medication, such as the 

inhaler or cartridge injector, which shall be kept separate from the medication stored in the school 

health office during the school day. 
 

Medications to be used in athletic events shall be stored in containers for the exclusive use of holding 

medications; in locations that preserve the integrity of the medication; under the general supervision 

of the coach or licensed athletic trainer trained in the administration of medication; and in a locked 

secure cabinet when not in use at athletic events. 
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Administering Medications 

 

Administration of Medication during Intramural and Interscholastic Athletics (continued) 

 

The coach or licensed athletic trainer’s agreement is necessary for the administration of 

emergency medication and the implementation of the student’s emergency care plan. 

 

Coaches and licensed athletic trainers are required to fulfill the documentation requirements as 

outlined in these administrative regulations. A separate medication administration record for 

each student shall be maintained in the athletic area. Errors in the administration of medication 

shall be addressed as specified in Section 10-212a-6 of the Regulations of Connecticut State 

Agencies, andAgencies and detailed in these administrative regulations. If the school nurse is 

not available, a report may be submitted by the coach or licensed athletic trainer to the school 

nurse on the next school day. 

 
An administration of medication record shall be submitted to the school nurse at the end of each 

sport season and filed in the student’s cumulative health record. 

Legal Reference: Connecticut General Statutes 

10-206 Health assessment 

10-212 School nurses and nurse practitioners. Administration of medications by parents 

or guardians on school grounds. Criminal history; records check 

10-212a Administration of medicines by school personnel. (as amended by P.A. 03-

211, PA 04-181 and PA 09-155) 

19a-900 Use of cartridge injector by staff member of before- or after- school 

program, day camp or day care facility 

21a-240 Definitions 

29-17a Criminal history checks. Procedure. Fees 

52-557b Immunity from liability for emergency medical assistance first aid or 

medication by injection. School personnel not required to administer or render. (as 

amended by PA 05-144 – An Act Concerning the Emergency Use of Cartridge 

Injectors) 

Connecticut Regulations of State Agencies 

10-212a-1 through 10-212a-10 Administration of Medication by School Personnel 

and Administration of Medication During Before- and After- School Programs and 

School Readiness Programs 

1307.21 Code of Federal Regulation 

 
 

Regulation approved:   March 28, 2013 WINDSOR LOCKS PUBLIC 

SCHOOLS 

Windsor Locks, Connecticut 
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WINDSOR LOCKS PUBLIC SCHOOLS 

Windsor Locks, Connecticut 
 

Authorization for the Administration of Medication by School Personnel 
 

Connecticut State Law and Regulation require a written medication order of an authorized prescriber (physician, dentist, 

optometrist, advanced practice registered nurse or physician’s assistant and for interscholastic and intramural athletic 

events only, a podiatrist) and parent’s or guardian’s authorization for a nurse to administer medications or in her 

absence, qualified personnel for schools (principal, teacher, occupational therapist, coach, licensed athletic trainer) to 

administer medications. Medications must be in pharmacy prepared containers and labeled with name of child, name of 

drug, strength, dosage, frequency, authorized prescriber’s name and date of original prescription. 

 

Authorized Prescriber’s Order 

Name of Student:   Date:  

Address:   Date of Birth:                  

Condition for which drug is being administered during school hours, field trips, school readiness 

programs, before and after school programs, and during intramural and interscholastic events: 
 

 
 

Medication (name, dose and administration):      

Medication shall be administered from  to    

Relevant side effects to be observed, if any    
 

 

If there are side effects, plan for management:    
 

 

I deem it medically appropriate for this patient to self-administer the medication    
Name of Medication 

during the regular school day, field trips, school readiness, before and after school programs and/or 

intramural or interscholastic sports.    
Authorized Prescriber’s Signature 

Is this a Controlled Medication?   If yes, DEA number:                 

Authorized Prescriber Name:    Telephone #:                 

Authorized Prescriber Signature:    Date:  

Address:     

Nurse/Qualified 

Personnel for Schools:  Date:    

Authorization by Parent/Guardian for the administration of the above medication by qualified 

school personnel and for the release of medical information from/to the above name medical 

practitioner. 

Does your child have any allergies to medication? Yes No 

If yes, what?      134
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Do you want medications given on early dismissal days? Yes No 
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(continued) 

 
 

Self-Administration of Medication Authorization/Approval 

Self-administration of medication may be authorized by the authorized prescriber and 

parent/guardian and must be approved by the school nurse in accordance with Board policy. 

 

Authorized prescriber’s authorization for self-administration:  Yes No 
 

 Signature  Date      

 

Parent/Guardian authorization for self-administration:  Yes No 
 

 Signature  Date      

 

School nurse approval for self-administration:  Yes No 
 

 Signature  Date      

 

To School Personnel: 

I hereby request that the above medication, order by the authorized prescriber for my child    

be administered by qualified school personnel. I understand that I 

must supply the school with the prescribed medication in the original container dispensed and 

properly labeled by a physician or pharmacist and will provide no more than a three (3) month 

supply of said medication. 

 

I understand that this medication will be destroyed if it is not picked up within one week 

following the termination of the order or one week beyond the close of school. 

 
Parent/Guardian Name (print): 

Signature:  Relationship to Child:                                 

Address:  Telephone #:    
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(alternate) 
School District:  School:  Grade:    

Authorization for the Administration of Medicine by Authorized School Personnel 

Connecticut State Law and Regulations 10-212(a) require a written medication order of an authorized prescriber, 

(physician, dentist, optometrist, advanced practice registered nurse or physician’s assistant and for interscholastic and 

intramural events only, a podiatrist) and parent/guardian written authorization, for the nurse, or in the absence of the 

nurse, qualified personnel for schools to administer medication. Medications must be in the original properly labeled 

container and dispensed by a physician/pharmacist. 

Authorized Prescriber’s Authorization 

Name of Student:     Date of Birth:    

Address:       

Condition for which drug is being administered:       

Drug name:   Dose:    Route:  

Time of Administration:   If PRN, frequency:    

Relevant side effects:          None expected         Specify:       

Allergies: No          Yes (specify):        

Medication shall be administered from:  to    
Month/Day/Year Month/Day/Year 

Authorized Prescriber’s Name/Title:    

(Type or Print) 

Telephone:  Fax:  

Address:    

 

 

Authorized Prescriber’s 

Signature:  Date:    
Use for Authorized Prescriber’s Stamp 

 

 

Parent/Guardian Authorization 

I hereby request that the above ordered medication be administered by school personnel. I understand that I must 
supply the school with no more than a three (3) month supply of medication. I understand that this medication will 
be destroyed if not picked within one (1) week following termination of the order or the last day of school, whichever 
comes first. 

Parent/Guardian Signature:   Date:  

Parent’s/Guardian’s Home Phone #:  Work #:     

Self-Administration of Medication Authorization/Approval 

Self-administration of medication may be authorized by the authorized prescriber and parent/guardian and must be 

approved by the school nurse in accordance with Board policy. 

Authorized prescriber’s authorization for 

  

 
 

 
 

self-administration: Yes No    
  Signature Date 
Parent/Guardian authorization for 
self-administration: Yes No    

  Signature Date 
School nurse approval for   

self-administration: Yes No    
  Signature Date 
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Individual Student Medication Record 

  Controlled Substance 

  Non-Controlled Substance 
 

 

Name of Child:    
 

Allergies:   
Authorized Prescriber ordering medication 

Phone #    

Name of Drug:   
ASA or ASA like substitute requested by parent - no M.D. order 

Amount of Drug:   
 

 

Parent's name Phone # 

Time of Administration:    

Name of Child:                                                                    

Allergies:   

Name of Drug:                                                                      

Amount of Drug:                                                                      

Time of Administration:    

Condition for which drug is being 

administered:   
 

 

 

Relevant side effects to be observed 

if any:    
 

 

 

Length of time during which medication 

shall be administered: 

 

From:  To:   

 
 

Authorized Prescriber ordering medication 
 

Phone #                                                                                                       

ASA or ASA like substitute requested by parent - no M.D. order 

Parent's name Phone # 

 
 

Received from Date Received 

 
 

 

Pharmacy Date to re-order 

 
 

 

Prescription # Prescription Date 

 
 

 

Received and Checked by Quantity 

 
 

 
 

Pharmacy Date to re-order 

Relevant side effects to be observed 

if any:    

 
 

 

Prescription # Prescription Date 

Length of time during which medication 

shall be administered: 

 
 

Received and Checked by Quantity 

From:  To:   
 

Date 

Mo/Dy/Yr 

Time Given Dose Given Legal Signature of Nurse/Qualified Personnel 

for Schools Administering Medication 

Comments Amt. of controlled 

drug remaining 

AM PM 

       

       

       

       

       

       

       138
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MEDICATION ERROR OR INCIDENT REPORT 
 

 

Date or Report:   School:   Prepared by:   

Name of Student:    Grade:   

Home Address:      Phone:  

Date error occurred:    Time noted:   

Person Administering Medication:        

Authorized Prescriber:        

Reason medication was prescribed:        

Date of Order:  Instructions for Administration:    

 

Medication(s) Dose Route Scheduled 

Time 

Dispensing 

Pharmacy 

Prescription 

Number 

      

      

      

 
Describe the error and how it occurred (use reverse side if necessary) 

 

 
 

 

 
Action Taken: (by school nurse)  

Prescribing practitioner notified: Yes No Date  Time    

School Medical Advisor notified:  Yes No Date  Time    

School Principal notified: Yes No Date  Time    

Superintendent of Schools 

notified (by Principal): 

 
Yes 

 
No 

 
Date  Time    

Parent/Guardian notified: Yes No Date  Time    
 

Outcome:    
 

 

 
 

Name:      

Print or Type Signature Title Date 
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Note: Any error in the administration of medication shall be documented in the student’s cumulative health record, 

or for before- and after-school programs and school readiness programs in the child’s program record. 
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Record of Training of Qualified Personnel for Schools** in the Administration of Medicines 
 

 

 

School Building Responsible School Nurse/School Medical Advisor 
 

 

Date Name 

Qualified 

Personnel 

for 

Schools 

Generic Principles 

of Safe 

Administration of 

Medications * 

Review of State Statute 

& School Regulations 

Regarding 

Administration of 

Medication by 

Qualified School 

Personnel * 

Procedural Safe 

Handling and 

Documentation 

Storage * 

Aspects 

Recording 

* 

Specific Student Needs* 

(including name or generic 

name of medication, 

indications for medication, 

dosage, routes, time & 

frequency of administration, 

therapeutic effects of the 

medication, overdose, missed 

dose.) 

Medication 

Idiosyncrasies 

* 

Desired 

Effects 

* 

Potential Side 

Effects 

Untoward 

Reactions, When 

to Implement 

Emergency 

Interventions * 

          

*Directions: Check (x) when completed. 

** Qualified Personnel for Schools means (a) a full time employee such as a principal, teacher, licensed occupational therapist, or physical therapist  who has been trained in the 

administration of medication pursuant to Section 10-212a-3 of the State regulations; (b) a coach and licensed athletic trainer trained in the administration of medication 

pursuant to Section 10-212a-8 of the State regulations; (c) a school  paraprofessional who has been trained in the administration of medication pursuant to Section 10-212a-9 

of the State regulations. For school readiness programs and before- and after-school programs, directors, director’s designee, lead teacher and school administrators trained in 

the administration of medication pursuant to Section 10-212a-10 of the State regulation. 
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Record of Education/Supervision for Authorized Personnel for Schools in Medication Administration 
 

 

 

Date School Building Responsible School Nurse/School Medical Advisor 

 
 Students: Date of 

Education 

Medications Idiosyncrasies Desired 

Effects 

Untoward 

Effects 

Contraindication Dates of Ret. 

Demo 

Dates of Direct 

Supervision 
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HIPAA-Compliant Authorization for Exchange of Health & Education Information 

 

Patient/Student Name:  Date of Birth:    
 

I hereby authorize  [insert health care provider name & title] 

and 

  [insert address & telephone of school/school district] 

  [insert address & telephone of health care provider] 
 

Description: 

 

The health information to be disclosed consists of: 

The education information to be disclosed consists of: 

Purpose: This information will be used for the following purpose(s): 
 

Educational evaluation and program planning 

Health assessment and planning for health care services and treatment in school 

Medical evaluation and treatment 

Other:    
 

 
 

Authorization 

This authorization is valid for one calendar yearcalendar year.   It willIt will expire on  [insert 

date]. I understand that I may revoke this authorization at any time by submitting written notice 

of the withdrawal of my consent. I recognize that health records, once received by the school 

district, may not be protected by the HIPAA Privacy Rule, but will become education records 

protected by the Family Educational Rights and Privacy Act. I also understand that if I refuse to 

sign, such refusal will not interfere with my child’s ability to obtain health care. 

 

Parent Signature:  Date:    
 

Student Signature*:  Date:    
 

* If a minor student is authorized to consent to health care without parental consent under federal or state law, only the 

student shall sign this authorization form. In Connecticut, a competent minor, depending on age, can consent to 

outpatient mental health care, alcohol and drug abuse treatment, testing for HIV/AIDS, and reproductive health care 

services. 

 
Copies: Parent or student* 

Physician or other health care provider releasing the protected health information 

School official requesting/receiving the protected health information 
Developed collaboratively with: CT State Department of Education & CT Chapter, American Academy of Pediatrics 
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5141.21R 

Form #7 

 

 

Name:   DOB:  Sex:            Allergies:  Physician:  

Relevant Diagnosis(es):         

Diet:  Mobility:   Equipment:   

Medical History:         

Medication/Treatment:         

Signature:   Signature:   Signature:   

(Parent)  (Student)  (School Nurse) 

 

INDIVIDUALIZED HEALTH CARE PLAN 
 

 

 

HEALTH CARE GOAL 
 

DATE HEALTH PROBLEM / 
NURSING DIAGNOSIS 

STUDENT OBJECTIVES INTERVENTION AND RESPONSIBLE PERSON EVALUATION 
AND TIMELINE 

     

Name:   DOB:  Sex:            Allergies:  Physician:  

Relevant Diagnosis(es):         

Diet:  Mobility:   Equipment:   

Medical History:         

Medication/Treatment:         

Signature:   Signature:   Signature:   

(Parent)  (Student)  (School Nurse) 

145



5141.21R 

Form #7 

 

 

(continued) 

 

NAME:    

 

DATE HEALTH PROBLEM / 
NURSING DIAGNOSIS 

STUDENT OBJECTIVES INTERVENTION AND RESPONSIBLE PERSON EVALUATION 
AND TIMELINE 

     

 

Adapted from Hartford Public Schools for use in Connecticut Department of Education Guidelines for Students with Special Health Care Needs. 
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5141.21R 
Form #8 

 

Connecticut Statewide School Health Services Report 

Report of Epinephrine* Administration 

Please mail or fax form to: Stephanie Knutson, Connecticut State Department of Education, 25 Industrial Park Road, Middletown, CT 06457 

Fax number: (860) 807-2127 

 

School District:    Name of School: 

   Public  

Non Public 

 Student/Staff DOB:     Gender: M 

M     F     Ethnicity:  Spanish/Hispanic/Latino: Yes      No Race:   American 

Indian/Alaskan Native African American  Asian

 Native Hawaiian/other Pacific Islander

 White Diagnosis/History of Asthma: Yes

        No  History of Anaphylaxis: Yes 

F  Ethnicity: Spanish/Hispanic/Latino: Yes 

Native Hawaiian/other Pacific Islander 

       No Previous Epinephrine Use: Yes 

No 

White 

 No 

 

Incident: 
 

Date/Time of occurrence:     Known allergen(s):   

Trigger that precipitated this allergic episode:        

Symptoms:       

Location of individual when symptoms developed:       

Location of individual when Epinephrine administered:      

Location of Epinephrine storage:        

Epinephrine administered by: RN          Other If other, please specify:   

If other than an RN, was this person formally trained? Yes  No         Date of training:   

If epinephrine was self-administered by an individual at school or a school-sponsored function, did the individual follow school protocols to notify 

school personnel and activate EMS?  Yes No  NA 

Approximate time between onset of symptoms and administration of Epinephrine:   
 

Was Epinephrine administered under a patient specific order for a particular student? Yes No 

Does school district have non-patient specific standing orders/protocols in place for Anaphylaxis? Yes No 

Individual Health Care Plan (IHCP) in place? Yes No School Physician notified? Yes No 

Written school district policy on management of life-threatening allergies in place? Yes No 

 

Disposition: 
 

Transferred to ER: Yes No 

Hospitalized: Yes No 

 

Outcome: 

Discharged after  hours Biphasic reaction:  Yes No 

Discharged after  days 

Unknown 
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Disposition:  

Transferred to ER: Yes No Discharged after  hours Biphasic reaction:  Yes No Unknown 

Hospitalized: Yes No Discharged after  days 

Outcome: 
   

 

 

 

Recommendations for changes/improvements to current policy or procedures: Debriefing meeting? Yes No 
 

Form completed by:  Date:   

(please print) 

 

Title:  Phone number:   
 

Address:   

 

 

 

*EpiPen®, or EpiPen® Jr. or Twinject™ 
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P6145.1(a) 

Instruction 

Extracurricular Activities – Eligibility to Participate 

Extracurricular activities are an integral part of school life; however, care must be taken so that these activities 

do not take precedence in importance over the subject matter areas.  Extracurricular activities must remain in 

the position of supplementing the actual courses of study.  

Eligibility for Participation 

A student may participate in or attend a school function (e.g., dances, athletic events, and performances) that 

occurs on a school day only if the student attends school on the day of the function.   Students may make an 

application of appeal to the principal for exceptions in extraordinary circumstances.  Students may only submit 

applications of appeal twice during their high school career.  

Beginning with students in the Class of 2020, students at the high school shall be eligible to participate in 

extracurricular activities or interscholastic sports only if they meet the following criteria: 

Fall Eligibility* 

(August-September) 

Winter Eligibility* 

(November-December) 

Spring Eligibility* 

(March-April) 

Course Load All students must be enrolled in at least four (4) units of work or the equivalent, at 

the time of participation. 

Academic Students must have earned 

a minimum of five 

Carnegie Units from the 

prior academic school 

year. 

Students must have a 

minimum of five 2.2 (C’s) 

or better, at the conclusion 

of the marking period 

preceding the start of the 

activity. 

Students must have a 

minimum of five 2.7 2.6 

(C+’s) or better, two 

weeks preceding the start 

of the activity. 

Habits of 

Scholarship 

(HOS) 

Students must have earned 

the designation of a 

“Student in Good 

Standing” or better at the 

conclusion of the marking 

period preceding the 

activity. 

Students must have earned 

the designation of a 

“Student in Good 

Standing” or better at the 

conclusion of the marking 

period preceding the 

activity. 

Students must have earned 

the designation of a 

“Student in Good 

Standing” or better at the 

conclusion of the marking 

period preceding the 

activity. 

Appeal Information Students may appeal to 

participate if there are 

extenuating circumstances 

affecting their academic 

performance and/or HOS. 

Students may appeal to 

participate if there are 

extenuating circumstances 

affecting their academic 

performance and/or HOS. 

Students may appeal to 

participate if there are 

extenuating circumstances 

affecting their academic 

performance and/or HOS. 

Students may only request two (2) appeals during their high school career. 

* Any high school student who would like to participate in interscholastic sports must also meet the formal

eligibility requirements established by the Connecticut Interscholastic Athletic Conference (CIAC).  These

requirements will be included in the Student/Parent Handbook.
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All courses used in the calculation of honor roll will be used to determine this eligibility requirement.   If a 

student is unable to meet any of the Windsor Locks High School academic eligibility requirements due to 

extraordinary circumstances, the student may request an exemption by making an appeal to the high school’s 

Academic Review Board according to the guidelines noted in the chart above.    

The Review Board shall consist of an administrator, the student’s school counselor, and a teacher who is not 

one of the student’s current instructors; for appeals to participate in athletics, the Athletic Director will be 

included provided that the Athletic Director is not the coach of the sport being appealed. 

Legal Reference: Connecticut General Statutes 
10-149 “Qualifications for coaches of intramural and interscholastic athletics.”
Connecticut Interscholastic Athletic Conference, Inc.
Article IX: CIAC By-laws

Policy adopted: June 9, 2016 WINDSOR LOCKS PUBLIC SCHOOLS 

Revised: December 13, 2018 Windsor Locks, Connecticut 
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P6146.1(a) 
Instruction 

 

Grading and Reporting System 

 
The purpose of the Windsor Locks High School grading policy is to establish a set of guiding 

principles that all district educators will use to establish a system of grading that fairly, clearly, 

accurately, and consistently communicates student learning progress and achievement.  
 

A. Communicating the Grading System 
To ensure that every student and family has the information and resources they need to 

understand and appropriately plan a student’s educational decisions, our schools, 

educators, and staff will clearly and consistently communicate—prior to entering high 

school and throughout the student’s educational career—all important and relevant 

information related to the grading systems used in Windsor Locks High School. 
 
The Superintendent, through the Principal or other designee, shall be responsible for 

ensuring that accurate, up-to-date information concerning the Windsor Locks High 

School grading system is (1) readily available to all incoming students and their families 

in the spring preceding the start of each school year, and (2) published on the district and 

high school websites. A detailed guide to grading and reporting practices will be 

disseminated to all incoming ninth-grade students and their families at the beginning of 

the Freshman year. This policy will also be referenced in each edition of the student 

handbook and on the district and high school websites. As soon as it is practical and 

feasible, the Board expects the Superintendent or designee to inform all students and their 

families of any modifications made to the grading system.  
 

B. Academic Grading 

All grading and reporting practices at Windsor Locks High School will reflect the 

following design characteristics: 

1. The primary purpose of the grading system shall be to fairly, clearly, accurately, and 

consistently communicate learning progress and achievement to students, families, 

postsecondary institutions, potential employers, and other relevant stakeholders and 

audiences.   

2. The grading system shall be designed to ensure that students, families, teachers, 

counselors, advisors, and support specialists have the detailed information they need 

to make important decisions about a student’s education. 

3. The grading system will measure, report, and document student mastery against a set 

of clearly defined cross-curricular and content-area graduation standards developed 

by the administration, faculty, and staff of Windsor Locks High School, and 

approved by the Windsor Locks Board of Education. 

4. The grading system will measure, report, and document academic progress and 

achievement separately from Habits of Scholarship, character traits, and behaviors. 
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5. The grading system will ensure consistency and fairness in the assessment of 

learning, and in the assignment of scores and mastery levels, across students, 

teachers, assessments, learning experiences, content areas, and time. 

6. The grading system will include a method for calculating a weighted grade point 

average (GPA) for the purpose of determining Latin Honors distinctions at 

graduation.   

 
C. Habits of Scholarship Grading 

All grading and reporting practices for Habits of Scholarship, character traits, and 

behaviors at Windsor Locks High School will reflect the following design characteristics: 

1. The Windsor Locks High School administration, faculty, and staff will develop and 

apply a common set of Habits of Scholarship standards, and rubric-based scoring 

criteria, that teachers will use to grade students on work habits, character traits, 

and/or behaviors. 

2. The Habits of Scholarship grading system will measure, report, and document habits 

of work, character traits, and behaviors separately from academic progress and 

achievement. A student achieving a high level of academic mastery may demonstrate 

a low level on Habits of Scholarship, and vice versa. 

3. Habits of Scholarship will be monitored over the duration of a learning experience 

and scores, as measured and determined using common assessment methods and 

scoring criteria, will be reported for each student at the end of a term or grading 

period. 

4. The Habits of Scholarship grading system will ensure consistency and fairness in the 

assessment of work habits, and in the assignment of scores and mastery levels, 

across students, teachers, assessments, course, learning experiences, content areas, 

and time. 

5. Habits of Scholarship grades shall be communicated using the one (1) to four (4) 

performance levels indicated on the rubric. 

6. Habits of Scholarship grades will be unweighted and will be indicated on report 

cards and the official Windsor Locks High School transcript as a separate average 

from the academic grade point average.   

 
D. Grading Courses and Learning Experiences 

Windsor Locks High School will employ a consistent system of grading that reports 

student learning progress and achievement across two aligned categories on a 6.0 point 

scale that aligns Standards Levels with Standards Descriptions. The point scale will be 

used for the purpose of calculating out averages for colleges/universities in the student's 

senior year.  Note: GPA is calculated at the conclusion of each student’s Junior (11th 

grade) year. 
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Standards Descriptions are as follows: 
 
ES Exceeding Mastery/4.0 - Exceeds Standards: Student applies skill in a complex and 

authentic manner. 
MS Meeting Mastery/3.0 - Masters Standards: Student demonstrates skill independently 

and in a variety of ways. 

PS/2.0  Minimally Meeting Mastery/2.6 - Progresses Toward Standard: Student 

demonstrates timely, appropriate growth towards. 
LP/1.0  Not Meeting Mastery /2.4 and below - Limited Progress Toward Standard: 

Student demonstrates minimal growth. 
NE - No Evidence Shown 

 
Determining GPA 

 

GPA Weighted Grade 

Mastery Academic Honors AP/ECE 

ES  Exceeding Mastery 
4 5 6 

3.8 4.8 5.8 

MS  Meeting Mastery 

3.6 4.6 5.6 

3.4 4.4 5.4 

3.2 4.2 5.2 

3 4 5 

P+  Minimally Meeting Mastery 2.7  2.6 2.7  2.6 2.7 2.6 

PS  Not Meeting Mastery 

2.3  2.4 

and 

below 

2.3 2.4 

and 

below 

2.3   2.4 

and 

below 

2 2 2 

LP  Not Meeting Mastery 

1.7  1.6 1.7  1.6 1.7  1.6 

1.3  1.2 1.3  1.2 1.3  1.2 

1 1 1 

NE  Not Meeting Mastery 0 0 0 

  

 
E. Changes to the Grading System 

The school administration, faculty, and staff, under the leadership of the Principal, may 

modify the reporting system based on the evolving needs of students, teachers, families, 

and other stakeholders, but the Mastery Levels shall remain fixed, and will continue to 

measure, report, and document student mastery against a set of clearly defined and 

consistently applied cross-curricular and content-area standards. 
 
The following conversion chart is to serve as a GUIDE ONLY as we transition from a 

traditional grading system to the mastery-based grading system.  This will be published in 
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Windsor Locks High School’s Profile that accompanies a student’s transcript when 

submitted with a college application. 

 
 

F. Grade Point Average and Recognition at Graduation 

Windsor Locks High School will employ a consistent system of grading, scoring, and 

aggregating academic mastery that will produce a rolling and cumulative Grade Point 

Average for each student. The Grade Point Average and the Habits of Scholarship career 

average will be reported on the official Windsor Locks High School transcript submitted 

to colleges and universities and will be used to determine Latin honors designation for 

both final transcripts and diplomas in accordance with the following categories of 

academic distinction described in the district Academic Recognition policy: 

 

 Academic Honors 

Summa Cum Laude: Students whose GPA is in the top 5% of the class. 

Magna Cum Laude: Students whose GPA is in the top 15% of the class. 

Cum Laude: Students whose GPA is in the top 25% of the class. 

 

 Habits of Scholarship Honors 

Summa Cum Laude (with highest honors): HOS career average of 3.6 or higher 

Magna Cum Laude (with great honors): HOS career average of 3.4 or higher 

Cum Laude (with honors): HOS career average of 3.2 or higher 

 

 

Legal References 

 

(cf. 5123 - Promotion/Acceleration/Retention) 

(cf. 5126 - Academic Recognition) 

(cf. 6146.12 - Dual Enrollment and Early College) 

(cf. 6146.13 - Multiple Pathways) 

Legal Reference:  Connecticut General Statutes 
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10-5c Board examination series pilot program. Issuance of certificate (as 

amended by P.A. 13-247 and P.A. 15-215) 

 

10-14n State-wide mastery examination. Conditions for reexamination. 

Limitation on use of test results. (as amended by Section 115 of PA 14-217) 

 

10-16(l) Graduation exercises. (As amended by P.A. 96-108, An Act 

Concerning Student Use of Telecommunication Devices and the Establishment 

of Graduation Dates) 

 

10-221a High school graduation requirements. (As amended by P.A. 00-124, 

An Act Concerning High School Diplomas and Veterans of World War II, P.A. 

00-156, An Act Requiring A Civics Course for High School Graduation, P.A. 

08-138, An Act Concerning High School Credit for Private World Language 

Courses and Other Subject Areas, P.A. 10-111, An Act Concerning Education 

Reform in Connecticut, P.A. 11-135, An Act Concerning Implementation Dates 

for Secondary School Reform, P.A. 13-57, An Act Concerning Honorary 

Diplomas for Vietnam Veterans, P.A. 13-122, An Act Concerning Minor 

Revisions to the Education Statutes P.A. 13-247, Budget Implementer Bill and 

P.A. 15-237,  An Act Concerning High School Graduation.) 

 

10-233(a) Promotion and graduation policies. (as amended by PA 01-166) 

 

P.A. 13-108 An Act Unleashing Innovation in Connecticut Schools. 

 

P.A. 13-247 An Act Implementing Provisions of the State Budget. 

 

P.A. 15-237 An Act Concerning High School Graduation. 

 

Mastery-Based Learning-Guidelines for Implementation, Connecticut State 

Department of Education, June 3, 2015. 

 

Policy adopted: June 9, 2016 WINDSOR LOCKS PUBLIC SCHOOLS 

Revised:  January 2019 Windsor Locks, Connecticut 
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6159 

Instruction 

Individualized Education Program/Special Education Program 

Any child, whether a student of the school district, of pre-school age, or between the ages of 

three and 22 years of age, inclusive, but not attending district schools, who is identified as being 

in need of a special program shall be referred to a "special education planning and placement 

team" (PPT) which shall make an evaluative study to determine whether the child is a child 

with a disability as defined in state and federal statutes and if special education is required and 

to establish the scope of the special education program. 

Students receiving special education services under the Individuals with Disabilities Act 

(IDEA) remain eligible for such services up until their 22nd birthday or until they graduate 

from high school with a regular high school diploma, whichever comes first.  The adult student 

or his/her parent/guardian will be asked by the District if the student wishes to receive the 

special education and related services outlined in their individualized education program (IEP) 

until they turn 22 years of age or they graduate with a regular high school diploma, whichever 

comes first. 

In accordance with the regulations of the State Board of Education, each local and regional 

board of education shall: (1) Provide special education for school-age children requiring special 

education; (2) The obligation of the school district under this subsection shall terminate when 

such child is graduated from high school or at the end of the school year during which such 

child reaches age twenty-two, whichever occurs first. 

 

Effective July 1, 2023, all students remain eligible for special education services under the 

Individuals with Disabilities Education Act (IDEA) through the end of the school year during 

which the students turns age 22, or until the student graduates from high school with a regular 

high school diploma, whichever occurs first. Pursuant to the Connecticut General Statutes §10-

259, school year is defined as July 1 through June 30. 

A parent of a child, the State Department of Education, other state agencies available to District 

may initiate a request for an initial evaluation to determine if the child is a child with a 

disability.  Initial evaluations using a variety of assessment tools and measures to gather 

relevant functional, developmental, and academic information, must be completed within 60 

calendar days of the receipt of written parental consent, for the initial evaluation; or implement 

the student's IEP within 45 school days of a referral, (not counting the time necessary to obtain 

written parental consent to conduct the initial evaluation or to begin providing special 

education).  The 45-school day requirement begins after the District receives a completed and 

signed PPT referral form or letter requesting a referral to the PPT process or per a timeline 

determined by the State. Exceptions to this timeframe include children moving between school 

districts and parental refusal to make a child available for evaluation, as provided by 

law.  Assessments for disabled children who are transfer students shall be coordinated between 

the sending or receiving district in an expeditious manner. 

The timeline for implementation of an IEP must occur within 60 school days of the PPT referral 

in those situations in which a student's IEP requires an out-of-district or private placement (not 

including the time it takes to obtain written parental consent). 

The District will provide parents/guardians with State Department of Education information 

and resources relating to IEPs as soon as a child is identified as requiring special education. 
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Planning and Placement Team or Individualized Education Program Team 

The term "individualized education program team" or "IEP Team" means a group of individuals 

composed of - 

(i)  the parents of a child with a disability 

(ii)  not less than one regular education teacher of such child (if the child is, or may be, 

participating in the regular education environment); 

(iii)  not less than one special education teacher, or where appropriate, not less than one 

special education provider of such child; 

(iv)  a representative of the local educational agency who - 

(I)  is qualified to provide, or supervise the provision of, specially designed 

instruction to meet the unique needs of children with disabilities; 

(II)  is knowledgeable about the general education curriculum; and 

(III)  is knowledgeable about the availability of resources of the local educational 

agency; 

(v)  an individual who can interpret the instructional implications of evaluation results, 

who may be a member of the team described in clauses (ii) through (vi); 

(vi)  at the discretion of the parent or the agency, other individuals who have knowledge 

or special expertise regarding the child, including related services personnel as 

appropriate; and 

(vii)  the school paraprofessional, if any, assigned to such child, and 

(viii)  whenever appropriate, the child with a disability. 

NOTE: An IEP Team member is not required to attend all or part of an IEP meeting if the 

parents and District agree that the team member's participation is not necessary because the 

member's area of the curriculum or related services is not being modified or discussed at the 

meeting.  If the meeting does involve a modification or discussion of the member's area of the 

curriculum or related services, parents and the District can agree to excuse the member from 

attending all or part of the meeting if the member submits written input to the parent and the 

IEP Team prior to the meeting. Parental consent in writing is required in either case. 

In addition to the above, the special education specialist, school psychologist, school nurse, 

school social worker, counselor, or other student service worker who has conducted an 

assessment of the student shall participate whenever the results or recommendations based on 

such assessment are significant to the development of the student's individualized education 

program and placement.  Where the student is limited or non-English speaking, a district 

representative who is fluent in the student's primary language and who is knowledgeable about 

the process of second-language acquisition and competent in the assessment of limited English 

and non-English speaking individuals should be included. 

Any member of the PPT employed by the Board of Education who discusses or makes 

recommendations concerning the provisions of special education and related services during a 

PPT meeting shall not be disciplined, suspended, or otherwise punished for such 

recommendations. 

No birth-to-three coordinator or qualified personnel, as defined by C.G.S. 17a-248, who 

discusses or makes recommendations concerning the provision of special education and/or 
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related services during a PPT meeting or in a transition plan shall be subject to discipline, 

suspension, termination or other punishment on the basis of such recommendations. 

The parent/guardian or surrogate parent shall be given at least five (5) school days prior notice 

of any PPT meeting and shall have the right to be present and participate in all portions of such 

meetings at which an educational program for their child is developed, reviewed or revised. In 

addition, parents/guardians or surrogate parents have the right to be present at and participate 

in all portions of the PPT meeting at which an educational program for their child is developed, 

reviewed or revised.  In addition, the parent/guardian/surrogate shall have advisors and the 

child's assigned paraprofessional, if any, and such child's birth-to-three service coordinator, if 

any, be present at and participate in all portions of the PPT meeting in which the child's 

educational program is developed, reviewed or revised and have the right to have such 

recommendation made in such child's birth-to-three individualized transition plan, if any, 

addressed by the PPT at which an educational program for such child is developed. 

The District shall offer to meet with the student's parents/guardians, upon the request of the 

parents/guardians, after the student has been assessed for possible placement in special 

education and before the Planning and Placement Team (PPT) meets.  The sole purpose of such 

meeting is to discuss the PPT process and any concerns the parent/guardian has about the 

student.  The meeting will involve a member of the PPT designated by the District before the 

referral PPT meeting at which the student's assessments and evaluations will be discussed for 

the first time. This applies to students under evaluation for possible placement in special 

education. 

Upon request of a parent/guardian, the District will provide the results of the assessments and 

evaluations used in the determination of eligibility for special education of a student at least 

three (3) school days before the referral PPT meeting at which such results of the assessment 

and evaluations will be discussed for the first time. 

Parents/Guardians and the District may agree to conduct IEP meetings, and other meetings, 

through alternative means, such as including but not limited to, videoconferences or conference 

calls. 

(a) General. The IEP for each child must include - 

(1)  An accurate statement of the child's present levels of academic achievement and 

functional performance based upon parental provider information, current 

classroom-based, local, state assessments and classroom-based observations, 

including - 

(i)  How the child's disability affects the child's involvement and progress in the 

general education curriculum; or 

(ii)  For preschool children, as appropriate, how the disability affects the child's 

participation in appropriate activities; 

(2)  A statement of measurable annual academic and functional goals that aim to 

improve educational results and functional performance for each child with a 

disability, related to - 

(i)  Meeting the child's needs that result from the child's disability to enable the child 

to be involved in and progress in the general education curriculum; 

(ii)  Meeting each of the child's other educational needs that result from the child's 

disability; and 
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(iii)  Providing a meaningful opportunity for the child to meet challenging 

objectives. 

Alternate Assessments 

(iv)  A statement of "benchmarks or short-term objectives" is required only with 

respect to students with disabilities who take alternate assessments aligned with 

alternate achievement standards. 

If a child will participate in alternate assessments based on either general or 

alternate achievement standards, the IEP must explain why the child cannot 

participate in the regular assessment and why the alternate assessment selected is 

appropriate for the child. 

The IEP/PPT Team may only recommend appropriate accommodation or use of 

alternate assessment, but may not exempt students with disabilities from the state 

assessment. 

(3)  A statement of the special education and related services and supplementary aids 

and services to be provided to the child, or on behalf of the child and a statement of 

the program modifications or supports for school personnel that will be provided 

for the child - 

(i)  To advance appropriately toward attaining the annual goals; 

(ii)  To be involved and progress in the general curriculum in accordance with 

paragraph (a)(1) of this section and to participate in extracurricular and other 

nonacademic activities; and 

(iii)  To be educated and participate with other children with disabilities and non-

disabled children in the activities described in this paragraph; 

(4)  A school must offer an IEP that is "reasonable calculated to enable a child to make 

progress appropriate in light of the child's circumstances."  The child's educational 

program must be appropriately ambitious in light of his/her circumstances and every 

child should have the chance to meet challenging objectives. The IEP Team, in 

determining whether an IEP is reasonably calculated to enable a child to make 

progress should consider the child's: 

•  Previous rate or academic growth, 

•  Progress towards achieving or exceeding grade-level proficiency, 

•  Behaviors, if any, interfering with the child's progress, and 

•  Parent's input and any additional information provided by such parents. 

The U.S. Supreme Court, in the Endrew F decision stated, "any review of an IEP 

must consider whether the IEP is reasonably calculated to ensure such progress, not 

whether it would be considered ideal. (137S.CT. at 99) 

(5)  An explanation of the extent, if any, to which the child will not participate with 

non-disabled children in the regular class and in the activities described in paragraph 

(a) (3) of this section; 
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(6)  (i)  A statement of any individual modifications in the administration of State or 

district-wide assessments of student achievement that are needed in order for the child 

to participate in the assessment; and 

(7)  The projected date for the beginning of the services and modifications described in 

paragraph (a)(3) of this section, and the anticipated frequency, location, and duration 

of those services and modifications; and 

(8)  A statement of - 

(i)  How the child's progress toward the annual goals described in paragraph (a)(2) 

of this section will be measured; and 

(ii)  How the child's parents will be regularly informed (through such means as 

periodic report cards), at least as often as parents are informed of their non-disabled 

children's progress, of - 

(A)  Their child's progress toward the annual goals; and 

(B)  The extent to which that progress is sufficient to enable the child to achieve 

the goals by the end of the year 

(9)  Reevaluation of a student's progress may not occur more than once a year unless 

agreed to by the parents and the District.  Reevaluation must occur at least once every 

three years unless the parent and District agree that it is unnecessary. 

NOTE: In order to make FAPE available to each eligible child with a disability, the child's IEP must 

be designed to enable the child to be involved in, and maybe progress in, the general education 

curriculum ("the same curriculum as for nondisabled children which is based on a State's academic 

content standards. This alignment must guide, and not replace the individualized decision-making 

required in the IEP process.)" 

(b) Transition services. 

(1)  The IEP must include - 

(i)  For each student beginning not later than the first IEP to be in effect when the 

child is fourteen, and younger if the PPT determines it appropriate, and updated 

annually, thereafter, appropriate measurable postsecondary goals based upon age 

appropriate transition assessments related to training, education, employment, and, 

where appropriate, independent living skills; and the transition services, including 

courses of study, needed to assist the student in reaching those goals. 

(ii)  For a student no longer eligible for services due to graduation from high school 

with a regular diploma or for a student who exceeds the age of eligibility under State 

law, a summary of the student's academic achievement and functional performance 

including recommendations on how to assist the student in meeting his/her 

postsecondary goals. 

(2)  If the IEP team determines that services are not needed in one or more of the areas 

specified in §300.27(c)(1) through (c)(4), the IEP must include a statement to that effect 

and the basis upon which the determination was made. 

(c)  Transfer of rights. Beginning not later than one year before a student reaches the age of 

majority under State law, the student's IEP must include a statement that the student has been 

informed of his or her rights under this title if any, that will transfer to the student on reaching 

the age of majority, consistent with §615(m) 
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(d)  Students with disabilities convicted as adults and incarcerated in adult prisons.  Special 

rules concerning the content of IEP's for students with disabilities convicted as adults and 

incarcerated in adult prisons are contained §612(a)(5)A. 

(e)  Students with disabilities identified as deaf or hearing impaired.  For a child identified as 

deaf or hearing impaired, the PPT shall develop an IEP which includes a language and 

communication plan which shall address; 

(i)  the child's primary language or mode of communication; 

(ii)  opportunities for direct communication between the child and his/her peers and 

professional personnel in the primary child's language or mode of communication; 

(iii)  educational options available to the child; 

(iv)  the qualifications of teachers and other professional personnel administering the 

plan for the child, including their proficiency in the child's primary language or mode 

of communication; 

(v)  the accessibility of academic instruction, school services and extracurricular 

activities to the child; 

(vi)  Assistive devices and services for the child; 

(vii)  Communication and physical environment accommodations for the child; and 

(viii)  An emergency communications plan that includes procedures for alerting the 

child of an emergency situation and ensuring that the specific needs of the child are met 

during the emergency situation. Such plan is to be developed for a student identified as 

deaf, hard of hearing, or both blind or visually impaired and deaf. 

Transfers 

When an individual has been on an IEP in another school district, the PPT shall make an 

evaluative study of the student and develop an IEP for the student as though the student were 

newly referred, but the PPT may use the previous IEP (if available) in developing the new one.  

If the transfer involves districts within Connecticut, the District will provide services 

"comparable to those described in the previously held IEP," until the District adopts the 

previously held IEP or develops, adopts, and implements a new IEP.  If the student has 

transferred from another state, the District will provide services "comparable to those described 

in the previously held IEP," until the District conducts an evaluation, if deemed necessary, and 

if appropriate, develops a new IEP.  If a student who is on an IEP transfers from this district to 

another, or to a private school, the written IEP and any additional records relating to the 

student's program and achievement shall be forwarded to the receiving school on the request 

of the receiving school and the individual's parent or guardian. 

Prior to the enrollment of a District student in a technical education and career school, the 

District will convene a PPT in order to address such student's transition to the technical 

education and career school and ensure that such student's IEP reflects the current supports and 

services the student requires in order to access a Free and Appropriate Public Education (FAPE) 

in the least restrictive environment. A representative from the technical education and career 

school shall be invited to the PPT meeting. 

Independent Educational Assessment 
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If an independent educational assessment is necessary, it shall be conducted by a Connecticut 

credentialed or licensed professional examiner who is not employed by and does not routinely 

provide assessment for the State Department of Education or this District. 

Legal Reference:  Connecticut General Statutes 

10-76a Definitions

10-76b State supervision of special education programs and

services.  Regulations. (as amended by PA 12-173)

10-76d Duties and powers of Boards of Education to provide special

education programs and services. (as amended by June Special Session PA

15-5, Section 277 and PA 19-49 and PA 21-46 and PA 21-144 and PA 23-

137)

10-76ff Procedures for determining if a child requires special education

10-76g State aid for special education.

10-76h Special education hearing and review procedure.

10-76q Special education at technical education and career schools (as

amended by PA 21-144)

10-76jj Language and communication plan as part of individualized

education program for child identified as deaf or hard of hearing (as

amended by PA 19-184)

SDE Guidance Addressing Timeline for Initial Evaluations, Dec. 21, 2018 

State Board of Education Regulations 

34 C.F.R. 300 et seq. Assistance to States for Education of Handicapped 

Children. 

300.14 Special education definitions. 

300.340-349 Individualized education programs. 

300.503 Independent educational assessment. 

300.533 Placement procedures. 

300.550-556 Least restrictive environment. 

P.L. 108-446 The Individuals with Disabilities Education Improvement Act

of 2004

Rowley v. Board of Education, 485 U.S.-176 (1982) 

Endrew F. v. Douglas County School District RE-1, 15-827 U.S. (2017) 

A.M. v. N.Y. City Department of Education, 845F.3d 523, 541 (2d

Cir.1997)

Mrs. B., v. Milford Board of Education 103 F. 3d 1114, 1121 (2d Cir. 1997) 

A.R. v. Connecticut State Board of Education, 3:16-CV-01197 (CSH D. 

Conn. June 10, 2020) 

PA 23-137 An Act Concerning Resources and Support for Persons with an 

Intellectual or Developmental Disability. 

Policy Adopted: November 18, 2021 
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EXHIBIT V

MEMORANDUM TO: MEMBERS OF THE BOARD OF EDUCATION

FROM: ALISON PIERCE, DIRECTOR OF OPERATIONS AND
FINANCE

DATE: SEPTEMBER 28, 2023

RE: BUSINESS OFFICE REPORT

Expenditure Request

SES - Roof Repair for Principal’s Office; $4,895; Greenwood Roof Services

Food Services

Grant Award - $23,927.44 for equipment upgrades for MS/HS

Transportation

Request of RFP Evaluation Committee Member; BOE Member Elected - Vote Possible

Possible Board Motion: MOVE that the Board of Education appoint _____________ to
the RFP Evaluation Committee for the Transportation Contract.”
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EXHIBIT VI

MEMORANDUM TO: MEMBERS OF THE BOARD OF EDUCATION

FROM: SHAWN L. PARKHURST, SUPERINTENDENT

DATE: SEPTEMBER 28, 2023

RE: MATH PRESENTATION AND WORKSHOP

As requested, this evening a presentation and workshop on Mathematics in Windsor
Locks Public Schools will be shared with the following topics to be covered:

● State of WLPS Math Curriculum

● District Benchmark Assessments - iReady

● Alliance District Performance

● Personalized Pathway - iReady

● Smarter Balanced Assessment Student Tasks

● Correlation Smarter Balanced and Benchmark Assessment iReady
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EXHIBIT VII

MEMORANDUM TO: MEMBERS OF THE BOARD OF EDUCATION

FROM: SHAWN L. PARKHURST, SUPERINTENDENT

DATE: SEPTEMBER 28, 2023

RE: DISCUSSION OF OCTOBER 26, 2023 BOE MEETING

Windsor Locks Youth Services has announced that the annual community “Trunk or
Treat” will be held on Thursday, October 26, 2023 on the campus of Windsor Locks
High School. Due to this, the Board is asked to consider the following dates as options
for the 2nd Board meeting in October:

Monday, October 23, 2023

Wednesday, October 25, 2023

Possible Board Motion: “MOVE that the Board of Education move the October 26,
2023 Regular Meeting to __________________.”
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Windsor Locks Public Schools
www.wlps.org

Educational Leadership
Shawn Parkhurst

Superintendent of Schools 860-292-5000
sparkhurst@wlps.org

Giovanna Testani, Principal
North Street School 860-292-5027

gtestani@wlps.org
Monica Briggs, Principal

South Elementary School 860-292-5021
mbriggs@wlps.org

Matthew Warner, Principal, Christine Domler, Assistant Principal
Windsor Locks Middle School 860-292-5012

mwarner@wlps.org cdomler@wlps.org
Rebecca Bissonnette, Principal, Kirsten Krupa, Assistant Principal

Windsor Locks High School 860-292-5032
rbissonnette@wlps.org kkrupa@wlps.org

*******************************
Matt Sigall, President

Windsor Locks Teachers’ Association 860-292-5032
msigall@wlps.org

*******************************
Central Office
Megan Parrette

Director of Secondary Math Curriculum, Instruction, and Assessment
mparrette@wlps.org

Sheri Lee
Director of Human Resources 860-292-5744

slee@wlps.org
Joshua Robinson

Director of Pupil Services 860-292-5707
jvrobinson@wlps.org
Rachel March

Coordinator of Alternative Programs
rmarch@wlps.org
Alison Pierce

Director of Operations & Finance 860-292-5709
apierce@wlps.org
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