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Welcome Letter

Dear Staff Member,
Welcome to the Gill-Montague Regional School District. Our mission is to challenge and
support every student as they develop the knowledge, skills, and habits of mind that will
equip them for a life of personal fulfillment, active citizenship, and life-long learning.
A key to the success of this mission is our ability to collaborate and communicate
effectively with one another, both within our schools and across the district. We have
developed this staff handbook, which outlines the responsibilities of all employees, as a
way of ensuring consistent communication and clear expectations
I would like to thank you for your anticipated or continued dedication and commitment to
our district’s students and families. The work you do transforms lives and I look forward
to supporting your noble efforts. Please don’t hesitate to contact me if I can be of
assistance to you.
Sincerely,
Michael Sullivan, Ed.D.
Superintendent of Schools

Directory
Gill-Montague Regional School Committee
Jane Oakes
Heather Katsoulis
April Reipold
Michael Langknecht
Cassie Damkoehler
Valeria Smith
Jennifer Lively
Haley Anderson

Chairperson
Vice-Chairperson
Secretary
Treasurer
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SCHOOL DISTRICT OFFICES
Michael Sullivan

Superintendent of Schools

413-863-9324

Sabrina Blanchard

Executive Assistant to Supt.

413-863-9324

Joanne Blier

Director of Business & Operations

413-863-3251

Dianne Ellis

Director of Pupil Services

413-863-9311

Heather Holmes

Food Service Manager

413-863-7506

TBD

Facilities/Energy Manager

413-863-3261

Tina Mahaney

Coordinator of Tech. & Data Svcs.

413-863-7510

Christine Limoges

Elementary Director of Teaching & Learning

413-863-7421

WEB PAGE ADDRESS
www.gmrsd.org

Executive Board of the Gill-Montague Regional Education Association
Karl Dziura, President (Turners Falls High School)
Ron Wood, Vice President (Sheffield Elementary School)
Donna Fowler, Treasurer (Turners Falls High School)
Kelly Gobeil, Secretary (Gill Elementary School)
TBD, Officer at Large
Jayne Finn, Unit C Representative
Heidi Schmidt, Building Representative (Turners Falls High School)
TBD, Building Representative, (Great Falls Middle School)
Eileen Tucker, Building Representative, (Sheffield Elementary School)
Veronica Hirst, Building Representatives (Hillcrest Elementary)
Amanda Linzi, Building Representative (Gill Elementary)
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Evaluation
Teachers and staff evaluations will be carried out with two basic goals in mind. First, the
evaluation process provides feedback to staff to help them become more effective in
carrying out their assigned tasks and therefore lead to our getting closer to
accomplishing our mission. Secondly, evaluations provide formal performance records
and are used to inform personnel decisions.
Procedure: As per negotiated contracts.

Commonwealth of Massachusetts
Educator Evaluation Performance Standards
Standard I - Curriculum, Planning, and Assessment
A. Curriculum and Planning Indicator
1. Subject Matter Knowledge
2. Child and Adolescent Development
3. Rigorous Standards-Based Unit Design
4. Well-Structured Lessons
B. Assessment Indicator
1. Variety of Assessment Methods
2. Adjustments to Practice
C. Analysis Indicator
1. Analysis and Conclusions
2. Sharing Conclusions with Colleagues
3. Sharing Conclusions with Students
Standard II – Teaching all Students
A. Instruction Indicator
1. Quality of Effort and Work
2. Student Engagement
3. Meeting Diverse Needs
B. Learning Environment Indicator
1. Safe Learning Environment
2. Collaborative Learning Environment
3. Student Motivation
C. Cultural Proficiency Indicator
1. Respects Differences
2. Maintains Respectful Environment
D. Expectations Indicator
1. Clear Expectations
2. High Expectations
3. Access to Knowledge
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Standard III – Family and Community Engagement
A. Engagement Indicator
1. Parent/Family Engagement
B. Collaboration Indicator
1. Learning Expectations
2. Curriculum Support
C. 1. Two-Way Communication
2. Culturally Proficient Communication
Standard IV – Professional Culture
A. Reflection Indicator.
1. Reflective Practice
2. Goal Setting
B. Professional Growth Indicator
1. Professional Learning and Growth
C. Collaboration Indicator
1. Professional Collaboration
D. Decision-Making Indicator
1. Decision-Making
E. Shared Responsibility Indicator
1. Shared Responsibility
F. Professional Responsibilities Indicator
1. Judgment
2. Reliability and Responsibility

NEA Code of Ethics
Preamble
The National Education Association believes that the education profession consists of one
education workforce serving the needs of all students and that the term ‘educator’
includes education support professionals.
The educator, believing in the worth and dignity of each human being, recognizes the
supreme importance of the pursuit of truth, devotion to excellence, and the nurture of the
democratic principles. Essential to these goals is the protection of freedom to learn and to
teach and the guarantee of equal educational opportunity for all. The educator accepts
the responsibility to adhere to the highest ethical standards.
The educator recognizes the magnitude of the responsibility inherent in the teaching
process. The desire for the respect and confidence of one's colleagues, of students, of
parents, and of the members of the community provides the incentive to attain and
maintain the highest possible degree of ethical conduct. The Code of Ethics of the
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Education Profession indicates the aspiration of all educators and provides standards by
which to judge conduct.
The remedies specified by the NEA and/or its affiliates for the violation of any provision
of this Code shall be exclusive and no such provision shall be enforceable in any form
other than the one specifically designated by the NEA or its affiliates.
PRINCIPLE I: Commitment to the Student
The educator strives to help each student realize his or her potential as a worthy and
effective member of society. The educator therefore works to stimulate the spirit of
inquiry, the acquisition of knowledge and understanding, and the thoughtful formulation
of worthy goals.
In fulfillment of the obligation to the student, the educator-1. Shall not unreasonably restrain the student from independent action in the
pursuit of learning.
2. Shall not unreasonably deny the student's access to varying points of view.
3. Shall not deliberately suppress or distort subject matter relevant to the
student's progress.
4. Shall make reasonable effort to protect the student from conditions harmful to
learning or to health and safety.
5.

Shall not intentionally
disparagement.

expose

the

student

to

embarrassment

or

6. Shall not on the basis of race, color, creed, sex, national origin, marital status,
political or religious beliefs, family, social or cultural background, or sexual
orientation, unfairly-a.
b.
c.

Exclude any student from participation in any program
Deny benefits to any student
Grant any advantage to any student

7. Shall not use professional relationships with students for private advantage.
8. Shall not disclose information about students obtained in the course of
professional service unless disclosure serves a compelling professional purpose
or is required by law.
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PRINCIPLE II: Commitment to the Profession
The education profession is vested by the public with a trust and responsibility requiring
the highest ideals of professional service.
In the belief that the quality of the services of the education profession directly influences
the nation and its citizens, the educator shall exert every effort to raise professional
standards, to promote a climate that encourages the exercise of professional judgment, to
achieve conditions that attract persons worthy of the trust to careers in education, and to
assist in preventing the practice of the profession by unqualified persons.
In fulfillment of the obligation to the profession, the educator-1. Shall not in an application for a professional position deliberately make
a false statement or fail to disclose a material fact related to
competency and qualifications.
2. Shall not misrepresent his/her professional qualifications.
3. Shall not assist any entry into the profession of a person known to be
unqualified in respect to character, education, or other relevant
attribute.
4. Shall not knowingly make a false statement concerning the
qualifications of a candidate for a professional position.
5. Shall not assist a non-educator in the unauthorized practice of
teaching.
6. Shall not disclose information about colleagues obtained in the course
of professional service unless disclosure serves a compelling
professional purpose or is required by law.
7. Shall not knowingly make false or malicious statements about a
colleague.
8. Shall not accept any gratuity, gift, or favor that might impair or appear
to influence professional decisions or action.
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Progressive Discipline
In instances of faculty or staff misconduct, the employee will be subjected to “progressive
discipline,” under which he/she receives a series of increasingly severe penalties prior to
being discharged for an offense. The purpose of progressive discipline is to correct
improper conduct and obtain compliance with established rules of proper employee
conduct.
Under typical circumstances, the sequence or severity of penalties under progressive
discipline is as follows:
1.
2.
3.
4.
5.

Oral counseling (warning).
Verbal warning or reprimand (with notation in personnel file).
Written warning or reprimand (with notation in personnel file).
Suspension or disciplinary layoff.
Discharge.

There is no precise formula or fixed pattern of penalties for every situation. The degree
or severity of the disciplinary action for a first instance of misconduct depends upon the
nature of the offense. Each instance of misconduct is viewed and judged individually,
and the disciplinary measure assigned appropriately.
Weingarten Rights
Rule 1: The employee must make a clear request for union representation before or
during the interview. The employee cannot be punished for making this request.
Rule 2: After the employee makes the request, the employer must choose from among
three options. The employer must: grant the request and delay questioning until
the union representative arrives and has a chance to consult privately with the
employee; deny the request and end the interview immediately; or give the
employee a choice of having the interview without representation or ending the
interview.
Rule 3: If the employer denies the request for union representation, and continues to ask
questions, it commits an unfair labor practice and the employee has a right to
refuse to answer. The employer may not discipline the employee for such a refusal.
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Staff Conduct – School Committee Policy
All staff members have a responsibility to familiarize themselves with and abide by the
laws of the State as these affect their work, the policies of the School Committee, and the
regulations designed to implement them.
In the area of personal conduct, the Committee expects that teachers and others will
conduct themselves in a manner that not only reflects credit to the school system but
also- sets forth a model worthy of emulation by students.
All staff members will be expected to carry out their assigned responsibilities with
conscientious concern.
Essential to the success of ongoing school operations and the instructional program are
the following specific responsibilities, which will be required of all personnel:
1. Faithfulness and promptness in attendance at work.
2. Support and enforcement of policies of the Committee and their
implementing regulations and school rules regarding students.
3. Diligence in submitting required reports promptly at the times specified.
4. Care and protection of school property.
5. Concern for and attention to their own and the school system's legal
responsibility for the safety and welfare of students, including the need to
ensure that students are supervised at all times.
LEGAL REFS.:

M.G.L. 71:37H; 264:1 1; 264:14

Professional Development
Educator professional development is overseen by the Superintendent of Schools. The most
up to date information regarding PD practices and forms may be found at district website
http://www.gmrsd.org, under the heading “Employees”.
The Professional Development Master Plan is also available on the district website and
highlights the acceptable activities and procedures for staff to receive professional
development credit. Please refer to the approved plan for specific procedures and
information.
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Workshops & Conferences
Teachers and professional personnel desiring to attend a conference or meeting must obtain
a Conference Form. This form should be filled out and returned to the appropriate office
three weeks prior to the date of the conference/meeting. To be used for district credit and
movement on the salary scale, conferences and workshops must be pre-approved by the
building principal and the superintendent.
When a member of Unit A attends district-approved professional development during the
summer and is not under contract with the district, and the stipend paid does not
compensate a member at the typical hourly rate, the difference between the compensation
the teaching professional would have earned according to the hourly rate and the amount
the stipend pays for will be made up in the form of district credit in the following manner.
The number of hours the teaching professional attends summer professional development
will be totaled. Said total will be multiplied by $30.00. The product of this calculation will
have the stipend subtracted from it. The resulting amount will be divided by $30.00. The
result is the number of the uncompensated hours of professional development. For every 15
uncompensated hours, Gill-Montague Regional School District will grant one district credit.
Remaining partial credit amounts can be accrued, so that each time a teaching professional
accumulates partial district credit up to one whole credit, another district credit will be
granted.
For example: a teacher attends 35 hours of training and is paid $250. 35 x $30 = $1050.
$1050-$250=$800. $800/$30=26.6. In this case, the district would grant 1.8 district credits
(26.6/15)
Contact the Director of Teaching and Learning for assistance or if you have any questions.
Graduate Coursework
Teachers and professional personnel taking college graduate courses, who wish the credits
to count for district credit on the salary scale or wish to be reimbursed as provided for in the
collective bargaining agreement must complete the proper form for pre-approval by the
building principal and the superintendent. Courses not pre-approved will not be
considered for advancement on the salary scale.
Job Embedded Opportunities
There are many ways to meet professional development needs that are recognized by the
district as valuable opportunities for educational and professional growth. “Job embedded”
is defined as activities that may be actively utilized in the classroom that explore accepted
methodologies not currently in use or to expand upon those not currently utilized
extensively or fully implemented. See the Gill-Montague Professional Development Plan for
more information on job embedded professional development opportunities.
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ACADEMIC CALENDAR
SCHOOL YEAR 2018-2019

ACADEMIC CALENDAR
SCHOOL YEAR 2018 - 2019
ELEMENTARY
Term Start Dates
First Trimester
Second Trimester
Third Trimester

August 30, 2018 – November 9, 2018
November 13, 2018 – March 8, 2019
March 11, 2019 – June 12, 2019

Closing of Grades
First Trimester
Second Trimester
Third Trimester

November 9, 2018
March 8, 2019
June 12, 2019

Grades Due

Grades will be pulled at 8:00 AM on the following dates:
First Trimester
Second Trimester
Third Trimester

November 14, 2018
March 12, 2019
June 13, 2019

SECONDARY
Term Start Dates
First Quarter
Second Quarter
Third Quarter
Fourth Quarter

August 30, 2018 – October 26, 2018
October 29, 2018 – January 24, 2019
January 28, 2019 – April 5, 2019
April 8, 2019 – June 12, 2019

Closing of Grades
First Quarter
Second Quarter
Third Quarter
Fourth Quarter

October 26, 2018
January 24, 2019
April 5, 2019
June 12, 2019

Grades Due

Grades will be pulled at 7:30 AM on the following dates:
First Quarter
Second Quarter
Third Quarter
Fourth Quarter

October 30, 2018
January 25, 2019
April 9, 2019
June 13, 2019
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In-Service and Parent-Teacher Conference Dates
The following dates have been approved by the School Committee for the early release of
students for conducting teacher in-service programs and parent-teacher conferences.
September 12, 2018
October 3 & 24, 2018
November 8 & 9, 2018
December 5, 2018
January 9, 2019
January 25, 2019
February 6, 2019
March 6, 2019
March 14 & 15, 2019
April 3, 2019
May 8, 2019
June 10, 11 & 12. 2019

Early Release / Teacher In-Service
Early Release / Teacher In-Service
Early Release / Parent-Teacher Conferences
Early Release / Teacher In-Service
Early Release / Teacher In-Service
Turn-Around Day – no school for students
Early Release / Teacher In-Service
Early Release/Teacher In-Service
Early Release / Parent-Teacher Conferences
Early Release / Teacher In-Service
Early Release / Teacher In-Service
Early Release

Emergency Closing Notification
The decision to close school is made as soon as possible. The school district will notify all
staff and students through the Gill-Montague Regional School District one-call system. We
will try to notify all staff members no later than 6:30 a.m.
In addition to the one-call notification system, cancellations are usually posted on the
following radio and television stations:
WWLP
Springfield
WGGB
Springfield
WHAI
Greenfield
CBS3
Springfield
WJDF
Orange

Student Confidentiality
Each employee of the district receives information as part of her/his position that is confidential.
Information on students, on other employees, on members of the public, including parents and
guardians, and on school-related matters is part of the school system work environment. The
security and confidentiality of such information is protected by a variety of federal and state laws
and by Gill-Montague Regional School District policy.

13
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Working Hours
Start & End Times
Employees who are assigned to the middle school and/or high school must report to work
ten (10) minutes prior to the start of the students’ first class and remain ten (10) minutes
after the students’ last class. Currently, this means employees must arrive no later than
7:35 a.m. and remain until 2:35 p.m.
Employees who are assigned to an elementary school must report to work by 8:30 am and
remain ten (10) minutes after the students’ last class. Currently, this means employees
must remain until 3:25 pm.
In the event of a delayed opening, the start time will be adjusted accordingly.
Teachers in Grades 6-12 (excluding Gill Elementary) shall be available for after school
help sessions for those pupils needing additional instruction for at least two (2) afternoons
per week.
Preparation Period
Teachers are free to leave the building during their lunch period. During their preparation
period, teachers are expected to be in the school. Preparation periods are for class
preparation, collaboration, and meeting with other staff members and parents.
Staff will be allowed to leave the building during their preparation period for a bona fide
emergency, personal issue, or for school business. In the event a staff needs to leave the
building he/she must notify the Principal or designee.

Duties
Each semester a duty schedule will be developed and provided to faculty and staff. Duties
will be assigned in as fair and equitable a manner as possible.
Specific duty rosters and requirements for each building will be provided to staff at the
beginning of each school year. The building administration reserves the right to alter the
duty schedule or duty assignments as necessary to ensure that proper supervision of
students is always maintained. The safety of the students is of paramount concern.

Teacher Absence
Directions in case of absence


Always have your safety/evacuation folder and any other pertinent manuals on your
desk or easily accessible. Note the location of these materials in your lesson plan and
emergency folder.
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Whenever possible, teachers should notify the designated substitute scheduler of an
anticipated absence on the day preceding the absence.



Teachers who are absent should, if possible, notify the office by 2:00 p.m. to inform the
administration that they intend to be absent the following day.



In cases where prior notification is not possible, teachers should notify the designated
substitute scheduler no later than 6:30 a.m., using the phone number provided.



In all cases, it is the teacher’s responsibility to provide adequate lesson plans for the
time they are absent. Lessons can be prepared and left on the desk ahead of time, sent
in with another person, emailed, or faxed to the office. All lessons must arrive no later
than 7:30 a.m.

Emergency Substitute Folder
Prior to the end of the first week of school, teachers are to submit an emergency
substitute folder to the office. This folder is to be used in an emergency when more complete
lessons cannot be provided. This folder must contain the following and be updated after each
use:
 A copy of the teacher’s schedule
 Current class rosters and seating plans
 Location of safety/emergency folder and pertinent manuals and materials
 Duty roster when applicable
 Emergency lesson plans including a minimum of one days’ lessons. These plans
should reflect skills taught or in need of reinforcement in specific class areas.
 Bell schedules (if applicable)
 A description of important classroom routines, time schedules, etc.

Homework and Assignments
Homework
The Gill-Montague Regional School District supports the belief that meaningful and
appropriate homework should be an integral part of every student’s educational program.
Every student in the Gill-Montague Regional School, therefore, shall be assigned
homework on a regular basis in all subjects where it is educationally and developmentally
appropriate to do so.
Homework should complement, supplement and reinforce classroom instruction. Skill and
work habit development, remediation, skill reinforcement, enrichment, research and makeup work are all types of legitimate areas for homework focus.
Make-Up Work
When a student has been absent from school (except for truancy) it is recommended that
the following procedure be employed:
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The student shall see the teacher to apprise him/her of the work missed.
The student shall make arrangements with the teacher for extra help.
The teacher shall allow students to make up time equal to the amount of days
absent. If student has an IEP or 504 which allows for extended time, the teacher
shall give the student reasonable time to complete all missed work. A definite date
should be set.
The teacher is encouraged inform both Student Services and the student’s parents
of the student’s failure to keep appointments for extra help and/or to complete any
or all missed work in the time allowed.

Cheating / Plagiarism
Cheating, including plagiarism, should never be ignored. Those who cheat or plagiarize will,
on each occasion, receive a zero for the schoolwork on which they have cheated and may
receive additional consequences at the discretion of the administration. The teacher involved
will notify the parents of the student(s) and report the incident to the Principal or designee.

Other Teacher Responsibilities
Insubordination
The legal definition of insubordination is: “Refusal to obey some order which a supervisor is
entitled to give and have obeyed. The term imports a willful or intentional disregard of the
lawful and reasonable instructions of the employer.”
All faculty and staff members, when directed by an administrator, are expected to comply
with the directive. Refusal to do so will be considered insubordination. Should a faculty or
staff member believe that the request is in violation of the collective bargaining agreement,
they should do as directed and then follow up with an association officer.
Phone Calls / Cell Phones
Phones in the classrooms (if available) are programmed to send any incoming calls from
outside the school directly to voice mail. Any emergency calls to a faculty or staff member
must be made through the office and forwarded to the classroom. Only emergency calls will
be forwarded. Teachers who have cell phones are expected to keep them on silent/vibrate
during the school day and to limit their use during class time to emergencies.
Professional Attire
As professional educators, we want to be treated as professionals by the public, parents, and
our students. It is important that we conduct ourselves with professionalism in all aspects
of our professional lives. Part of that professionalism is displayed through our demeanor –
how we act and what we say – and part of that is displayed through our appearance – how
we dress and what we wear.
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Members of the community entrust their children to us and look to us at times for help and
guidance. We should instill confidence in them that we are indeed professionals with proper
credentials and demeanor to address their concerns.
As such, educators in the Gill-Montague Regional School District are encouraged not to
wear t-shirts, sweatshirts, or jeans (dress jeans would be an exception) unless an activity, in
which you are involved, such as an outdoor field trip, specifically requires more casual
attire.
School Meals
While employees are encouraged to purchase food service provided items, employees are
not allowed to purchase school food or drink on credit. If desired, employees may set up
an account to pre-pay for purchases, similar to the service provided to students.
Grades
Your grading process must be explained to the students in your classes at the beginning of
each semester or if changes are instituted throughout the school year. Teachers are
expected to correct and grade assignments in a timely manner and to keep grades current in
TeacherPlus Gradebook. This is essential if the PlusPortals are to be useful to students and
parents.
Teacher Gradebook Portal
1. Each course syllabus (at middle and high school level) is to be posted on the teacher’s
portal page. If curriculum maps are complete, they are to be posted as well.
2. Grades from all teachers are to be posted minimally once per week, even if no new
grades have been added. Each posting should be labeled with the date of posting.
3. At the middle and high school levels, daily lesson plans are to be posted prior to the
lesson being taught. Teachers may use either the Excel or Word template. Lesson
plans are to be placed in the electronic lesson plan folder for each course.
4. Daily homework assignments are to be placed in the “assignment” folder for each
course at the middle and high school levels and for each classroom teacher at the
elementary level. Each assignment is to be dated and longer assignments must
include due dates.
Standards Based Classrooms
1. The following will be clearly posted each day:
a. The agenda for the class
b. The lesson’s daily objective(s) in student-friendly language
c. Physically post homework assignment in class.

18

2. Exemplars of student work or teacher-created exemplars are to be displayed so that
students know what good work looks like.
3. Questioning is to be such that answers require higher order thinking. Simple oneword answers and simple recall are not sufficient for this. Developing good
questions is part of a sound lesson planning process.
Field Trips / Educational Trips
Staff desiring to take students on a field trip must complete an Educational Field Trip Form
and provide it to the appropriate personnel as stated on the form. The form should be
filled out, signed by the school nurse, and returned to the office at least three
weeks prior to the date of the field trip. Please note that all out-of-state field trips will
require School Committee approval, so please plan accordingly.
Administration of Internal Medications
At no time are students to have pills on their person during the school day nor is staff to
administer any medications, including over the counter drugs such as Motrin, Ibuprofen,
Aspirin, cough drops, etc. All medication must be delivered directly to the school nurse by a
parent or guardian. The nurse has a Health Policy book on file in her office to answer any
health questions.
Schedule B Positions
There are many Schedule B positions available to teachers and staff members each year.
These positions will be posted annually and may be posted separately if vacancies occur
during the school year. These positions are one-year appointments that must be applied for
annually. No staff member is guaranteed employment in a Schedule B position.
Each spring, the central office will post the available Schedule B positions for the upcoming
year. Applications are to be submitted to the building principal responsible for the position.
In some cases, where people decide they want to split the position between two people and
share the compensation and responsibilities they may do so.
Cafeteria Charges
Staff members may not charge meals in the cafeteria. We understand that everyone forgets
to bring a lunch from time to time, however, it becomes very difficult, and sometimes
embarrassing, to track who owes how much. Please be aware that the food services staff has
been directed to not accept staff charges for any meals offered through the cafeteria. Please
plan accordingly.

Care of School Property
Teachers are responsible for instructing and frequently reminding students of the proper
care and use of the school building, grounds, furniture and materials.
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Teachers are specifically responsible for proper student care and use of those materials,
items of equipment, and furniture under their immediate control.
Teachers are responsible for stopping and reporting all acts of vandalism that occur in the
building or on the grounds.
Teachers must maintain accurate book and equipment sign out procedures and report any
losses to the principal’s office.
Book Distribution
Prior to issuing textbooks to students, teachers should check that:
 The book is properly stamped with the school stamp (located in the high school office)
 The book is properly numbered
 The number is properly recorded
Teachers are responsible for instructing the students in the proper care and use of textbooks
and require the student to use a book cover of some type.
On issuing a textbook to the student at the high school, the teacher must:
 Record the appropriate information on the book receipt.
 On the student signature line(s) provided, the student is to affix his name in ink.
 The teacher shall keep both copies of the book receipt until the book is returned, at
which point he/she will sign the receipt and give the paper copy to the student.
 Students are to be made aware that the copy of the receipt is their proof that the book
was returned.
Lost Books and Equipment
Teachers are responsible for instructing students in the proper procedure to follow in the
event they lose a book or equipment.
Students are responsible for any books and/or equipment they have been issued, including
library books.
Books found by custodians during the summer will be stored in the principal’s office. At the
beginning of the year, teachers should check their books against the list of books lost the
previous school year. If “found”, the books should be crossed off the “lost book” list and the
appropriate office should be notified so that monies paid can be refunded.
Book inventories and both copies of book receipts (at the high school only) are to be turned
into the office as part of the end-of-year checkout process.
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Food and Snacks in the Classroom
Eating in classrooms is not allowed unless it is properly supervised and is part of a
classroom routine or celebration.
Cooking of any kind is not allowed in the classroom. In the middle/high school, the
Consumer Science Lab (located on the 3rd floor) may be reserved for baking and cooking.
Housekeeping
At the end of each day teachers should:
 Power down their computers by going to the Start button at the bottom left of the
screen and selecting “Shut Down”. Then let Windows shut down on its own. During
the shutdown process the computer will automatically install new patches and other
appropriate updates.
 Turn off the computer monitor to save additional energy.
 Close and secure all windows.
 Close blinds.
 Turn off lights.
 Close and lock doors. Teachers should lock their classrooms during the day whenever
they are not present.
 Check area or room for any damage to the building, furniture and equipment. If
found, please notify the office or a custodian prior to departure.
 Clean chalkboard/whiteboard or have it prepared for next day.
 See that furniture is positioned in an orderly fashion for the next day or placed so
that the custodial staff may better clean the room.
 In rooms or areas where there are separate chairs, see that the students carefully
place the chairs on the desks/tables or stack them neatly prior to dismissal.

Physical Examinations / Health Requirements
All new personnel in the school system shall have a physical examination by a physician of
their choice and submit evidence of said examination to the School District office prior to
commencing employment.
Employees may also be required to submit a physician’s certificate subsequent to long-term
illnesses in accordance with the Collective Bargaining Agreement between the GillMontague Education Association (GMEA) and the Gill-Montague Regional School
Committee (GMRSC) and/or GMRSC policy.

District’s School Resource Officer
The goal of the formal working relationship between the Gill-Montague Regional School District
and the Montague Police Department is to provide a safe, secure, just and violence-free
educational setting. A collaborative approach between the district and the police department
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should advance the missions of both institutions as they serve the young people of the community.
The district and the police department agree to coordinate their preventive measures and their
response to violent, delinquent, or criminal acts by students which occur on school property, on
school buses, or at school sponsored or school related events. The presence of law enforcement in
schools should not result in unnecessary escalations, citations, arrests, detainments, use of force,
or introduction of students into the criminal justice system. It continues to remain the sole
prerogative of school officials to enforce the code of conduct and impose discipline for infractions of
school rules and policies.
The main duties of the school resource officer (SRO) include developing rapport with students and
staff, working with school staff to provide preventive help and services to students and families,
investigating crime committed on school grounds, supporting plans for crisis management, and
serving as a contact for support services within and outside the school. The SRO is based in the
secondary building but spends time working in each district school.

Student Welfare
Supervision of Students
School personnel assigned supervision are expected to act as reasonably prudent adults in
providing for the safety of the students in their charge.
In keeping with this prudence, no teacher or other staff member will leave his/her assigned
group unsupervised unless an arrangement to provide coverage has been made to take care
of an emergency.
During school hours or while engaging in school-sponsored activities, students will be
released only into the custody of parents or other adults authorized in writing by a parent
or guardian.
Student Safety
Instruction in courses and activities such as industrial arts, science, homemaking, physical
education, health, and safety will include and emphasize accident prevention.
Safety instruction will precede the use of materials and equipment by students in
applicable units of work, and instructors will teach and enforce all safety rules set up for
the particular courses. These include the wearing of protective eye devices in appropriate
activities.

Physical Restraint Policy
Maintaining an orderly, safe environment conducive to learning is an expectation of all
staff members of the school district. Further, students of the district are protected by law
from the unreasonable use of physical restraint. Such restraint shall be used only in
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emergency situations as a last resort and with extreme caution after other lawful and less
intrusive alternatives have failed or been deemed inappropriate.
When an emergency situation arises, and physical restraint is the only option deemed
appropriate to prevent a student from injuring himself or herself, another student or
school community member, a teacher or employee or agent of the school district may use
such reasonable force needed to protect students, other persons or themselves from
assault or imminent, serious, physical harm.
The definitions of forms of restraint shall be as defined in 603 CMR 46.02.
The use of mechanical restraint, medical restraint, and seclusion is prohibited.
Physical restraint, including prone restraint where permitted under 603 CMR 46.03,
shall be considered an emergency procedure of last resort and shall be prohibited except
when a student’s behavior poses a threat of assault, or imminent, serious, physical harm
to themselves and/or others and the student is not responsive to verbal directives or other
lawful and less intrusive behavior interventions are deemed inappropriate.
The Superintendent will develop procedures identifying:
• Appropriate responses to student behavior that may require immediate
intervention;
• Methods of preventing student violence, self-injurious behavior, and suicide
including crisis planning and de-escalation of potentially dangerous behaviors
among groups of students or individuals;
• Descriptions and explanations of alternatives to physical restraint as well as the
school’s method of physical restraint for use in emergency situations;
• Descriptions of the school’s training and procedures to comply with reporting
requirements including, but not limited to making reasonable efforts to orally
notify a parent of the use of restraint within 24 hours of its imposition;
• Procedures for receiving and investigating complaints;
• Methods for engaging parents in discussions about restraint prevention and use of
restraint solely as an emergency procedure;
• A statement prohibiting: medication restraint, mechanical restraint, prone
restraint unless permitted by 603 CMR 46.03(1)(b), seclusion, and the use of
physical restraint in a manner inconsistent with 603 CMR 46.00;
• A process for obtaining Principal approval for a time out exceeding 30 minutes.
Each building Principal will identify staff members to serve as a school-wide resource to
assist in ensuring proper administration of physical restraint. These staff members will
participate in an in-depth training program in the use of physical restraint.
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In addition, each staff member will be trained regarding the school’s physical restraint
policy and accompanying procedures. The Principal will arrange training to occur in the
first month of each school year, or for staff hired after the beginning of the school year,
within a month of their employment.
Physical restraint is prohibited as a means of punishment, or as a response to destruction
of property, disruption of school order, a student’s refusal to comply with a school rule or
staff directive, or verbal threats that do not constitute a threat of imminent, serious
physical harm to the student or others.
Physical restraint is prohibited when it is medically contraindicated for reasons
including, but not limited to, asthma, seizures, a cardiac condition, obesity, bronchitis,
communication-related disabilities, or risk of vomiting;
The use of “time out” procedures during which a staff member remains accessible to the
student shall not be considered “seclusion restraint.”
This policy and its accompanying procedures shall be reviewed and disseminated to staff
annually and made available to parents of enrolled students. The Superintendent shall
provide a copy of the Physical Restraint regulations to each Principal, who shall sign a
form acknowledging receipt thereof.
Staff Training:
All administrators, faculty and other program staff will receive annual training regarding
this policy. Training will include the use of interventions to de-escalate problem behavior
in order to avoid the use of restraints, the types of restraints and related safety issues for
each; employing physical restraint in accordance with known medical or psychological
limitations and/or behavioral intervention plans for individual students; and the staff
member(s) who have received in-depth training with whom they may consult as needed.
Additional in-depth training for designated staff members will include:
1. Appropriate procedures for preventing the need for physical restraint; deescalation of problem behaviors; relationship building; and the use of
alternatives to restraint;
2. Description and identification of dangerous behaviors by a student which may
indicate the need for physical restraint and methods for evaluating the risk of
harm in individual situations to determine whether restraint is warranted;
3. Simulated experiences in administering and receiving physical restraint,
instruction regarding the effects upon the person restrained, including the
monitoring of physical signs of distress and obtaining medical assistance.
4. Instruction regarding documentation and reporting requirements and the
investigation of injuries and complaints; and
5. Demonstrations by participants showing that they are proficient in
administering physical restraint.
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Faculty and staff will review any behavior plans pertaining to special techniques to be
use with identified students.

Physical Restraint and Calm Down Room Procedures
It should be noted that nothing in the regulations precludes a teacher or other staff
member from using reasonable force to protect students, themselves, or other persons
from assault or imminent, serious physical harm.
Definitions:
1. Physical restraint is an emergency intervention and is not to be used as
discipline or punishment, as a response to noncompliance, property
destruction, or verbal threats. It is an intervention of last resort after
all methods of de-escalation have been attempted.
2. Physical restraint is “direct physical contact that prevents of significantly
restricts a student’s freedom of movement”.
3. Program staff members must obtain the approval of the principal before
continuing the restraint beyond 20 minutes. The principal must be informed of
type of restraint, student’s behavior and condition before the restraint, and the
student’s behavior and condition during the restraint.
4. Physical escort is the temporary of touching or holding, without the use of force.
For example, physically redirecting a student about to wander onto a busy road,
grabbing a student is about to fall, or breaking up a fight between students.
5. Exclusionary time-out is a staff directed behavioral support. A school’s Calm
Down Room (CDR) is used as an exclusionary time-out for students when they
are unable to regulate their emotions after all other interventions have proven
ineffective.
Calm Down Room Use Protocol
A Calm Down Room (CDR) is used as a behavioral support of last resort when a
student is displaying behaviors which present an unsafe or overly disruptive situation
in the classroom. The CDR is used as an exclusionary time-out for students when
they are unable to regulate their emotions after all other interventions have proven
ineffective. These other interventions include Responsive Classroom techniques, 1-23- Magic, Zones of Regulation techniques, and Sensory Supports. The CDR must not
be used for the purpose of punishment.
When the decision is made to escort a student to the CDR, a staff member should call
for assistance via walkie-talkie. Whenever possible, two staff members should
supervise CDR Use.
1. When a student is escorted to the CDR, a staff member should remain in the CDR.
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2. The second staff member should remain outside the Calm Down Room to set a 5
minute timer, to observe the student, and to take notes regarding the student’s
attitude, posture and speech (see CDR observation notes form).
3. While in the CDR, the staff member will offer at least one support strategy to the
student such as the following:
a. Relaxing quietly on pillows
b. Tossing pillows around
c. Deep breathing
d. Counting backward from 10
e. 7 Squeezes
4. If the staff member must leave the CDR to maintain their physical safety, they
must continue to directly supervise the student through the window and return to
being inside the room as soon as possible.
5. After 5 minutes have elapsed, the staff member will check in with the student to
assess readiness to return to class. If the student is ready, proceed to Step 8. If
the student is unable to regain control after 5 minutes, the staff member will again
offer the support strategies listed in Step 3.
6. Once the student has regained control, the staff member will establish a plan for
returning to the classroom. The following steps will be taken:
a. The student will be reminded of the classroom rules.
b. The student will be reminded of strategies for self-regulation.
c. The student will be coached in offering an apology of action (verbal apology,
repair of classroom materials, steps for completing missed work).
7. Any use of the CDR beyond 20 minutes must immediately be reported to the
principal for consultation and review.
8. In some instances, Mobile Crisis Services (413-774-5411) may be called to offer
further assistance.
9. A “Report of Calm Down Room Use” must be completed for each use of the CDR
and brought to the principal for signature. This report will be sent to the student’s
family via the home-school folder on the day of Calm Down Room use or the
parent/guardian will be contacted through other means that same day.
When Physical Restraint is Used:
Physical restraint may be used when non-physical interventions have been
attempted without success or when it is apparent that they would not be
effective. It may only be used when a student's behavior poses a threat of
imminent, serious physical harm to self and/or others or when otherwise
outlined in a Behavioral Intervention Plan.
Physical restraint is limited to the use of such reasonable force as may be
necessary to protect a student or other persons from assault or imminent,
serious physical harm.
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Unless specifically indicated in an agreed-upon Behavioral Intervention Plan,
physical restraint may not be used as a response to property destruction,
disruption of school order, a refusal to comply with a school rule or staff
directive, or verbal threats which do not constitute a threat of imminent,
serious physical harm.
Physical restraint may never be used as a means of punishment.
A school staff member who uses a physical restraint on a student must use the
safest method available which is most appropriate to the situation at hand, and
the method for which that staff member has been trained. Staff shall review and
consider any known medical or psychological limitations and/or behavior
intervention plans regarding the use of physical restraint upon an individual
student.
No physical restraint may be used which prevents a student from speaking or
breathing and must be used in such a way as to prevent or minimize physical
harm. If, at any time during the restraint, the student demonstrates significant
physical distress, the restraint shall be removed immediately.
A physical restraint must be discontinued as soon as possible when it has been
determined that a student no longer poses a risk of harm to self or others.
Following the use of a physical restraint, the building Principal or a designated
program staff member will meet with the student to address the behavior which
prompted the restraint and will also review the incident with the staff members
who were involved and determine whether follow-up is needed for students who
may have witnessed the incident.
Physical restraint regulations do not prohibit any individual from reporting a
crime committed by a student to local law enforcement or other state agencies.
Law enforcement officers, school security staff, or judicial authorities are not
prohibited by this regulation from the exercise of their responsibilities, which
may include the physical detainment of a student or other person alleged to have
committed a crime or who poses a security risk. In addition, an individual who is
a mandated reporter under M.G.L., c. 119, s. 51A is not prohibited by this policy
from complying with their responsibility to report neglect or abuse to the
appropriate state agency.
Reporting Requirements:
A staff member who administers a restraint shall verbally inform the building
Principal or his/her designee as soon as practical that day and by written report
no later than the next school day.
The building Principal or his/her designee shall verbally inform the student's
parent/guardian of the use of physical restraint as soon as practical and by
written report no later than three (3) school days following such use.
The report must include:
a. The names and job titles or staff who administered the restraint and the
person(s) who observed it.
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b. The date and time the restraint was used, the time it began and ended,
and the name of the administrator who was verbally informed.
c. A description of the activity of the restrained student and other students
and staff in the vicinity immediately preceding the use of the restraint;
the behavior which prompted it; the efforts made to de-escalate;
alternatives which were attempted first; and the jurisdiction for
resorting to physical restraint.
d. A description of the restraint used and the reasons why; the student's
behavior and reactions during the restraint; how it ended; and
documentation of injury, if any, to the student or staff and any medical
care provided.
e. For extended restraints, a description of the alternatives which were
attempted first; the outcome of those efforts; and the jurisdiction for
administering an extended restraint.
f.
Information regarding any further action(s) taken by school staff,
including any disciplinary actions taken toward the student.
g. Information regarding opportunities for the student's parent/guardian
to discuss the restraint and related matters with the building Principal
or his/her designee, as well as their right to file a grievance.
The building principal or his/her designee shall conduct weekly individual student
restraint reviews, identifying students restrained multiple times in one week and
convene a review team to consider circumstances and factors leading up to the perception
of the need for the use of restraint and to consider strategies to reduce or eliminate the
use of restraint for the student. The meeting shall result in a written plan of action. The
principal or his/her designee will do a monthly review of all restraints. The review shall
consider patterns of restraint used, determine necessary actions to reduce the need for
the use of restraints, and to determine the need for additional training. A copy of the
ongoing record of all reported restraints shall be forwarded to the Pupil Services Director
for submission to the state by July 15th.
When a restraint has resulted in a serious injury to the student or program staff member
involved, or when an extended restraint has been administered, a written report must be
submitted to the Department of Education within five (5) school days of the date of the
restraint. School building administration must, at this time, also provide the Department
of Education with a copy of the ongoing record of restraints for the thirty (30) day period
preceding the date of the reported restraint. The Department will notify the school
district of any required actions, if warranted, within thirty (30) calendar days of the
receipt of the report.
Copies of all correspondence to the Department of Education shall be forwarded to the
Superintendent of Schools and Student Services Supervisor.
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Nothing contained herein shall relieve staff reporting requirements when a personal
injury occurs within the scope of employment.
Students with Disabilities:
The use of restraint cannot be used as a standard response for any individual student and
therefore can no longer be included as an intervention strategy in Section 504
Accommodation Plans, Individualized Educational Programs (IEPs) or other plans
developed in accordance with state and federal law.
Restraint Grievance Procedure
The Gill-Montague Regional School District has established an internal procedure in
order to provide for prompt and equitable resolutions of complaints regarding the
administration of physical restraints.
Definitions:
A "Grievance" is a complaint made pursuant to, and arising out of, the Gill-Montague
Regional School Districts obligations to comply with state regulations regarding the use
of physical restraints.
An "Aggrieved Party" is a person or persons making the complaint.
Purpose:
The purpose of this grievance procedure is to secure prompt and equitable solutions to
grievances which may, from time to time, arise pursuant to 603 CMR 46.00.
General:
No aggrieved party will be subject to coercion, intimidation, interference, or
discrimination for registering a complaint or for assisting in the investigation of any
alleged complaint within the context of this grievance procedure.
All documents, communications, and records dealing with the filing of a grievance will be
kept confidential to the full extent provided by law.
Forms for filing grievances will be provided upon request by building Principals or the
Student Services Supervisor, Gill-Montague Regional School District, 35 Crocker Avenue,
Turners Falls, MA. 01376.
Procedure:
The aggrieved party should complete the Grievance Form and return it to the
building Principal or his/her designee at the school building in which the alleged
grievance occurred. The complaint should be filed within fifteen (15) days after
the complaint becomes aware of the alleged violation. Assistance will be
provided, upon request, to enable an individual to complete the Grievance Form
and pursue the grievance process.
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Within (10) school days after receiving the grievance, the building Principal or
his/her designee shall meet with the aggrieved party in an effort to resolve the
grievance. This investigation into the complaint is contemplated to be thorough,
but informal, in nature. All interested persons and their representatives, if any,
shall be afforded an opportunity to be heard and to submit evidence relevant to
the complaint. If the grievance is not resolved, it will be forwarded to the
Student Services Supervisor.
Within thirty (30) school days of receipt of an unresolved grievance, the Student
Services Supervisor will conduct a hearing to determine what, if any, action
shall be taken in response to the grievance. The hearing shall be held at a time
and place mutually convenient to all parties. The hearing procedure will follow
appropriate due process procedures including:
the opportunity for the aggrieved party to present the grievance in any suitable
manner;
the right of the aggrieved party to an impartial hearing officer;
the right of the aggrieved party to be represented by counsel or an advocate at
the aggrieved party's expense;
the right of the aggrieved party to a prompt decision.
Parents/legal guardians should provide notice to the Student Services Supervisor that
they will be represented by counselor an advocate at the grievance hearing. Failure to
provide such notice will likely result in a postponement of the hearing.
A written determination of the validity of the complaint and a description of the
resolution, if any, shall be issued by the Student Services Supervisor and
forwarded to the complainant no later than fifteen (15) working days after the
hearing. The determination of the validity of the complaint and the description of
the resolution will be provided in an alternate format, upon request, if needed for
effective communication.
The complainant can request a reconsideration of the case in instances where he or
she is dissatisfied with the resolution. The request for reconsideration should be
made within fifteen (15) working days following receipt of the written
determination to the Superintendent of the Gill-Montague Regional School
District.
The right of a person to a prompt and equitable resolution for the complaint filed
hereunder shall not be impaired by the person's pursuit of other remedies such as
the filing of an ADA, Section 504 or other complaint with the responsible federal
department or agency. Use of this grievance procedure is not a prerequisite to the
pursuit of other remedies.
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These rules shall be construed to protect the substantive rights of the interested
persons to meet appropriate due process standards and to assure that the GillMontague Regional School District comply with 603 CMR 46.00.
Copies of all resolutions and findings made under this procedure shall be filed with
the Superintendent's office of the Gill-Montague Regional School District.
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Report of Physical Restraint
To be completed by restrainer(s) and Principal/Designee
Student _____________________________________ DOB______________________
School______________________________________ Grade _____________________
Parent ______________________________________
Address____________________________________
Phone_____________________________
Restrainer(s)
Job Title(s)
_________________
___________________________________
_________________
___________________________________
_________________
___________________________________
_________________
___________________________________
Observers of Restraint
Title
_________________
___________________________________
_________________
___________________________________
_________________
___________________________________
Date of Restraint
Time Began
Time Ended
___________________
__________
___________
1. Name of Administrator verbally informed ___________________________________
2. Activity of restrained student and others in vicinity immediately preceding use of the
restraint
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
3. Behavior which prompted restraint _____________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
4. Efforts made to de-escalate physical restraint_____________________________________
__________________________________________________________________________________
__________________________________________________________________________________
5. Justification for resorting to physical restraint ____________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
6. Description of restraint/reason why ______________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
7. Student's behaviors during and reactions to restraint _____________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
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8. How restraint ended ___________________________________________________________
__________________________________________________________________________________
9. Injury to student or staff ________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
(A) Medical care provided, if any______________________________________________
(B) DOE sent written notification of serious injury: Yes________ No_______
Date_________
10. Extended Restraints
(A) Description of alternatives first attempted____________________________________
_______________________________________________________________________________
_______________________________________________________________________________
(B) Outcome of these efforts
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
(C) DOE sent written notification of extended restraint
Yes _______

No _______ Date________________________

11. Further actions by school, including disciplinary action toward student
___________________________________________________________________________________
___________________________________________________________________________________
12. Parent/Guardian provided opportunity to discuss restraint with Principal/designee
Yes _______ No ________
13. Parent/Guardian informed of the right to file a grievance
Yes _______ No _______ Date________________
14. Principal/Designee verbally informed parent/guardian of restraint
Yes _______ No _______ Date________________ Time________
15. Principal sent written report to parent/guardian
Yes _______ No _______ Date________________
Signatures:
______________________________________________________ Principal
______________________________________________________ Restrainer
______________________________________________________ Restrainer
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GMRSD CALM DOWN ROOM USE REPORT
(To be completed by Staff Member and Principal/Designee)
Student:

DOB:

Grade/Classroom:

School:

Parent(s):

Address:

Phone:
Staff members and Job Titles:
Observers of CDR Use and Job Titles:
Date of CDR Use:

Time Begun:

Time Ended:

1. Name of Administrator verbally informed:
2. Activity of student and others in vicinity immediately preceding use of Calm
Down Room:

3. Behavior which prompted decision to use the Calm Down Room:

4. Efforts made to prevent use of Calm Down Room: (Check off all strategies used.)
o Restate the classroom rule followed by opportunity to practice
o Sensory Break in the classroom
o Deep breathing
o Count backward from 10
o 7 Squeezes
o Crumpling or tearing paper
o Theraputty
o Take A Break in classroom
o Take A Break in Buddy Classroom
o Call for assistance from building para
o Call for assistance from principal
o Evacuate the classroom
o Other attempts (please list):
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5. Reason for bringing student to Calm Down Room:

6. Description of support strategies in the Calm Down Room: (Check off all
strategies used.)
o
o
o
o
o
o

Relaxing quietly on the pillows
Tossing pillows around
Deep breathing
Counting backward from 10
7 Squeezes
Other attempts (please list):

7. Student’s behaviors during time in Calm Down Room:

8. Plan for return to classroom:

9. Further actions by school, including disciplinary action toward student:

10. Principal sent written report to parent/guardian . Date: ________________
Signatures:
________________________________
Principal
________________________________
Staff Member
________________________________
Staff Member
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Suspected Child Abuse or Neglect
Reporting to Authorities
Any school official or employee shall report any suspected child abuse or neglect as
required by M.G.L. c.119, §51A. In accordance with the law and departmental
regulations, the District shall establish the necessary regulations and procedures to
comply with the intent of the law consistent with the District’s responsibility to the
students, parents, District personnel, and the community.
Responsibility for Reporting
Individuals having a mandated responsibility for reporting suspected child abuse or
neglect according to M.G.L. c.119, §51 A-G, include the following personnel: principal,
assistant principal, school nurse, physician, student services counselor, specialist or
teacher. The law provides that any such person (mandated reporter) so required to make
such oral and written reports, and fails to do so, shall be punished by a fine of not more
than one thousand ($1000) dollars.
Reporting Procedure
A report of all cases of suspected abuse or neglect will be made to the administration who
will convene a meeting of the Building Team within 24 hours. Each school building shall
have a Building Team comprised of the following personnel:
 Administration
 Person making referral
 School Nurse
 Counselor(s)
 School Psychologist
 Others as deemed appropriate by the standing team
Reports will be made to:
The Massachusetts Department of Children and Families (D.C.F.) Telephone:
413-775-5000 (Greenfield Office)
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ANTI-DISCRIMINATION/ANTI-HARASSMENT POLICY
AND GRIEVANCE PROCEDURE
The Gill-Montague Regional School District is committed to maintaining and promoting
an educational environment free from all forms of discrimination, including harassment.
The civil rights of all school community members are guaranteed by law, and the
protection of those rights is of utmost importance and priority to the District.
Discrimination, including harassment, based on race, color, religion, national origin,
ethnicity, genetic information or testing, sex, sexual orientation, gender identity, age or
disability (hereinafter “membership in a protected class”) will not be tolerated.
Retaliation against any student or other individual who has complained of
discrimination, including harassment, or individuals who have cooperated with an
investigation of such a complaint, is also unlawful and will not be tolerated. The District
will promptly investigate, remedy any harm, seek to prevent recurrence of such conduct,
and will also develop procedures to accomplish this end. This policy applies to conduct
directed toward persons associated with the educational community by all other persons
associated with the educational community including, but not limited to, students,
District employees, the School Committee, school volunteers, and independent
contractors.
I. What Is Discrimination, including Harassment?
A. Discrimination: Treating persons differently, or interfering with or preventing them
from enjoying the advantages, or privileges afforded to others because of their
membership in a protected class.
B. Harassment: Oral, written, graphic, electronic, or physical conduct relating to a
person’s actual or perceived membership in a protected class that is sufficiently
severe, pervasive or persistent so as to interfere with or limit that person’s ability to
participate in the District’s programs or activities by creating a hostile, humiliating,
intimidating, or offensive educational environment.
Harassing conduct based on a person’s protected status may include, but is not limited to:
Degrading, demeaning, insulting, or abusive verbal or written statements;
Taking personal belongings, taunting, teasing, name-calling, or spreading rumors;
Drawing or writing graffiti, slogans, visual displays, or symbols on school or
another’s property;
Telling degrading or offensive jokes;
Unwanted physical contact of any kind;
Physical violence, threats of bodily harm, physical intimidation, or stalking;
Threatening letters, emails, instant messages, or websites that come within the
scope of the District’s disciplinary authority;
Defacing, damaging, or destroying school or another’s property.
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II. Responsibilities of all Persons Associated with Educational Community
Each member of the educational community is personally responsible for ensuring that
his/her conduct does not in any way harass or discriminate against any other person that
he/she has contact with in the performance of his/her duties or studies or while acting as
a member of the school community. In addition, each member of the educational
community is required to fully cooperate in any investigation of alleged discrimination,
including harassment. Further, District employees are obligated to intervene and stop
any discrimination, including harassment they witness and to immediately report to the
appropriate party instances of discrimination, including harassment that are reported to
them or of which they otherwise learn.
III. Designated Officials for Addressing Discrimination and Harassment
Complaints
The Civil Rights Coordinator(s) are responsible for receiving reports and complaints of
violations of this Policy. Individuals may file a report or complaint of discrimination,
including harassment, with the Civil Rights Coordinator(s). If the complaint involves
allegations of discrimination based on disability, the person filing the complainant also
has the option to file his/her complaint with the building level 504 coordinator. A report
or complaint of a violation involving the Civil Rights Coordinator(s) should be filed with
the Superintendent. A report or complaint of violation involving the Superintendent
should be filed with the Committee.
The Civil Rights and Title VI Coordinator:
Conor Driscoll, 35 Crocker Avenue, Turners Falls, MA
conor.driscoll@gmrsd.org

01376, 413-863-9324,

Title IX Coordinator:
Dianne Ellis, 35 Crocker Avenue, Turners Falls, MA
dianne.ellis@gmrsd.org

01376, 413-863-9311,

Section 504/Title II Coordinator:
Christine Limoges, 35 Crocker Avenue, Turners Falls, MA 01376, 413-863-3252,
christine.limoges@gmrsd.org
IV. Procedure for Reporting Discrimination and Harassment
The following complaint procedure has been established to ensure prompt and effective
investigation into allegations of discrimination, including harassment.
A person who believes that he or she had been discriminated against, including being
harassed may, to the extent that they feel comfortable, immediately:
1.

confront the harasser(s) or person believed to be discriminating against him/her;
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2.
3.
4.
5.

state the conduct that he/she objects to;
indicate that he/she finds such conduct offensive, intimidating and/or
embarrassing;
insist that the person(s) engaging in the conduct stop the conduct immediately;
and/or
report the conduct immediately to the Civil Rights Coordinator(s);

If the individual with the concern is not comfortable with such a confrontation or feels
that such a confrontation is unsafe and/or otherwise inappropriate he/she should instead
report the situation to the Civil Rights Coordinator(s). Reports/complaints are to be filed
within ninety (90) days after the conduct complained of occurred or within the time the
individual reasonably becomes aware of the conduct. (Note: this filing period may be
extended for good cause.) Reports/complaints filed after ninety (90) days will still be
accepted, however, it is important to know that the investigation may be impeded due to
the passage of time after the conduct or occurrence. The report can be written or oral and
should consist of the following:
1.
2.
3.
4.
5.
6.
7.

the specific conduct objected to,
the date(s) and time(s) such conduct took place,
the name(s) of the alleged harasser(s) or person believed to be discriminating
against them,
the location(s) where the conduct occurred,
the name(s) of any witness(es),
action sought to remedy the situation, and
any other details or information requested by the designated official.

The individual can contact the Civil Rights Coordinator(s) to file a report/complaint as
well as to seek assistance in the filing of a report/complaint. If a report/complaint is filed,
the person should provide the Civil Rights Coordinator(s) with any documentation
(emails, notes, pictures, etc.) or other information in support of the allegation of
discrimination, including harassment.
V. Investigation of Complaints
Upon receipt of a report or complaint, the Civil Rights Coordinator(s) should conduct a
prompt investigation. The investigation must allow for the complainant, the subject of the
complaint, the alleged harasser, and any other appropriate party to provide information,
including witnesses or other evidence, relevant to the consideration and resolution of the
complaint. The Civil Rights Coordinator(s) will also endeavor to promptly interview and
obtain detailed written statements from potential witnesses. If further documentation or
information is necessary, the Civil Rights Coordinator(s) will notify the appropriate
party, asking that the information be provided within ten (10) school/working days.
The District will take interim steps, as necessary, to ensure the safety and well-being of
the complainant and the alleged harasser while the investigation is being conducted.
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Interim measures are available even if the complainant does not file or continue to
pursue a complaint. The Civil Rights Coordinator(s) shall notify the complainant and the
alleged harasser of specific types of interim measures available, which may include
measures to avoid contact with the other party, allowing employees to change work
situations as appropriate, or prohibiting contact between the parties pending the results
of the District’s investigation. At any time, a complainant or the alleged harasser may
request either orally or in writing to the Civil Rights Coordinator that specific interim
measures be taken pending the outcome of the investigation.
A written determination regarding the complaint and any resolution will be provided by
the Civil Rights Coordinator to the complainant and the alleged harasser within thirty
(30) school/working days of the complaint. The determination of whether the District’s
antidiscrimination policy has been violated will be based upon a preponderance of the
evidence standard.
The complainant or the alleged harasser may request reconsideration of the
determination and/or resolution of a complaint by notifying the Superintendent in writing
or verbally within seven (7) school/working days of receipt of the written determination of
the Civil Rights Coordinator. The Superintendent or his/her designee will respond to such
request with notice to both parties within (30) thirty school/working days of receipt of the
request for reconsideration; his/her decision is final.
If a violation is found to have occurred, the District will take steps to prevent recurrence
of the violation and correct its discriminatory effect on the person(s) affected. Such steps
may include appropriate disciplinary action, counseling, development of a safety plan and
other remedies, as appropriate.
VI. Consequences of Violating Policy - Discipline & Discharge
Any employee who violates this policy will be subject to disciplinary action consistent
with the contractual provisions governing his/her employment. In appropriate
circumstances, the District may also refer the matter to law enforcement officials for
possible prosecution.
Any student who violates this policy will be subject to disciplinary action which may
range from detention, suspension from schools, or expulsion from school. (Note: students
with disabilities will be subject to the applicable disciplinary procedures set forth in the
Students’ Rights and Responsibilities District handbook, which adhere to Individuals
with Disabilities Education Act and Section 504 of Rehabilitation Act of 1973.) In
appropriate circumstances, the District may also refer the matter to law enforcement
officials for possible prosecution.
VII. Confidentiality
Investigations of discrimination, including harassment complaints shall be conducted in
such a manner as to disclose information only to those with a need to know or those who
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may have information pertinent to the investigation. Please note, some level of disclosure
may be necessary in the course of conducting interviews in connection with investigation
of any complaint under this policy. The District shall endeavor to keep such information
as confidential as it can without compromising the thoroughness of the investigation.
VIII. State and Federal Authorities
In addition to the process described above, the complainant may, at any time, file a
complaint with the U.S. Department of Education Office for Civil Rights, Massachusetts
Commission Against Discrimination, Massachusetts Department of Elementary and
Secondary Education, or other appropriate federal or state agency charged with
enforcement of state and federal laws prohibiting discrimination, including harassment
based on membership in a protected class.
U.S. Department of Education
Office for Civil Rights
5 Post Office Square
8th Floor, Suite 900
Boston, MA 02109-3921
Telephone: (617) 289-0111 http://www.ed.gov
Massachusetts Commission Against Discrimination
436 Dwight St., 2nd Floor, Rm. 220
Springfield, MA 01103
Telephone: (413) 739-2145
Massachusetts Department of
Elementary and Secondary Education
75 Pleasant Street
Malden, MA 02148-4906
Telephone: (781) 338-3000
Legal References: Title VII, Section 703, Civil Rights Act of 1964 as amended 45
Title VI of the Civil Rights Act of 1964
Federal Regulation 74676 issued by EEO Commission
Education Amendments of 1972, 20 U.S.C. 1681 et seq. (Title IX)
Board of Education 603 CMR 26:00
Rehabilitation Act of 1973, Section 504, as amended
Title II, Americans with Disabilities Act of 1992, as amended
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Anti-Bullying Policy and Procedures
Definition of Bullying
The repeated use, by one or more students or by a member of a school staff, including, but
not limited to, an educator, administrator, school nurse, cafeteria worker, custodian, bus
driver, athletic coach, advisor to an extra-curricular activity or paraprofessional, of a
written, verbal or electronic expression or a physical act or gesture or any combination
thereof, directed at a victim that does one or more of the following:


causes physical or emotional harm to the victim or damage to the victim's property



Places the victim in reasonable fear of harm to himself or of damage to his property



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

Reporting by Staff
School officials and employees are required to report any suspected incidents of bullying as
required by M.G.L. c.71, §37O(e). Staff members are to report any suspected acts of
bullying to their building administrator, who in turn is responsible for investigating and
notifying the Superintendent of Schools. Reports may also be made directly to the
Superintendent of Schools if appropriate or desired.
A staff member will report immediately to the principal or designee when he/she witnesses
or becomes aware of conduct that may be bullying or retaliation. The requirement to report
to the principal or designee does not limit the authority of the staff member to respond to
behavioral or disciplinary incidents consistent with school or district policies and
procedures for behavior management and discipline.
Reporting by Students, Parents, Guardians or Others
The Gill-Montague Regional School District expects students, parents or guardians, or
others who witness or become aware of an instance of bullying or retaliation involving a
student to report it to the principal or designee. Reports may be made anonymously, but
no disciplinary action will be taken against an alleged aggressor solely based on
an anonymous report. Students, parents or guardians, or others may request assistance
from a staff member to complete a written report.
Students will be provided practical,
safe, private, and age-appropriate ways to report and discuss an incident of bullying with a
staff member, or with the principal or designee.
At the elementary level, students will be encouraged to discuss incidents of bullying with
their classroom teachers, adjustment counselors, a trusted adult staff member, or with the
principal or designee. Oral reports will be reduced to writing by the adult listener as
necessary.
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At the middle and high school levels, students will be encouraged to report incidents of
bullying through all means available, including the online reporting form found on the
district website as well as the Safety Tip Line. Students will be encouraged to reach out to
a trusted teacher or other adult staff member, a guidance counselor, or the principal or
designee.
Responding to a Report of Bullying or Retaliation
We pledge to take each alleged incident of bullying seriously and will conduct a thorough
investigation following the same process and procedure for all reported incidents in the
Gill-Montague Regional School District.
Disciplinary action taken will be consistent with the policies and guidelines established by
the Gill-Montague Regional School District as indicated by district policy and student/staff
handbooks. Parents, students, staff and community members need to be aware, however,
that disciplinary action will not be taken against any alleged aggressor based solely on an
anonymous report.
Safety
Before fully investigating the allegations of bullying or retaliation, the principal or
designee will take steps to assess the need to restore a sense of safety to the alleged target
and/or to protect the alleged target from possible further incidents. Responses to promote
safety may include, but not be limited to, creating a personal safety plan; pre-determining
seating arrangements for the target and/or the aggressor in the classroom, at lunch, or on
the bus; identifying a staff member who will act as a “safe person” for the target; and
altering the aggressor’s schedule and access to the target. The principal or designee will
take additional steps to promote safety during the course of and after investigation, as
necessary.
The principal or designee 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 bullying or
retaliation.
The principal or designee will make an immediate assessment regarding the safety of all
individual students involved. If the incident reported involves off-campus bullying or
cyberbullying, a determination will be made if there is an immediate threat to any students
involved. If there is a positive determination, a report will be made immediately to the
Montague Police Department. Further actions will be coordinated with our School Liaison.
If the incident involves on-campus bullying or cyberbullying, a determination will be made
if there is an immediate threat of violence to any students involved. If there is a positive
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determination, a report will be made immediately to the Montague Police Department.
Further actions will be coordinated with our School Liaison.
After the determination that an act of bullying or retaliation has occurred and after
appropriate discipline has been enforced, the principal or designee will develop a
Safety/Conduct Plan with the students involved. The parents or guardians will be involved
in the development of the plan. Teachers and other appropriate staff members will be
notified of the incident, the parties involved, and their roles in the incident along with the
provisions of the Safety/Conduct Plan.
Obligations to Notify Others
Notice to Parents or Guardians.
Upon determining that bullying or retaliation has occurred, the principal or designee will
promptly notify the parents or guardians of the target and the aggressor of this, and of the
procedures for responding to it. There may be circumstances in which the principal or
designee contacts parents or guardians prior to any investigation. Notice will be consistent
with state regulations at 603 CMR 49.00, and will occur in writing either through email or
written letter as well as via telephone. Every effort will be made to contact the parent or
guardian in person, so it is imperative that parents or guardians maintain up-to-date
contact information with the school district
Notice to Another School or District.
If the reported incident involves students from more than one school district, charter
school, non-public school, approved special education day or residential school, or
collaborative school, the principal or designee first informed of the incident will promptly
notify by telephone the principal or designee of the other school(s) of the incident so that
each school may take appropriate action. All communications will be in accordance with
state and federal privacy laws and regulations, and 603 CMR 49.00
Notice to Law Enforcement.
At any point after receiving a report of bullying or retaliation, including after an
investigation, if the principal or designee has a reasonable basis to believe that criminal
charges may be pursued against the aggressor, the principal will notify the Montague
Police Department. Notice will be consistent with the requirements of 603 CMR 49.00 and
locally established agreements between the Gill-Montague Regional School District and the
Montague Police Department. Also, if the incident occurs on school grounds and involves a
former student under the age of 21 who is no longer enrolled in school, the principal or
designee shall contact the Montague Police Department if he/she has a reasonable basis to
believe that criminal charges may be pursued against the aggressor.
In making this determination, the principal will, consistent with the Plan and with
applicable school or district policies and procedures, consult with the School Liaison
assigned by the Montague Police Department and other individuals the principal or
designee deems appropriate.
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Investigation
The principal or designee will investigate promptly all reports of bullying or retaliation
and, in doing so, will consider all available information known, including the nature of the
allegation(s) and the ages of the students involved.
During the investigation the principal or designee will, among other things, interview
students, staff, witnesses, parents or guardians, and others as necessary. The principal or
designee (or whoever is conducting the investigation) will remind the alleged aggressor,
target, and witnesses that retaliation is strictly prohibited and will result in disciplinary
action.
Interviews may be conducted by the principal or designee, other staff members as
determined by the principal or designee, and in consultation with the school counselor, as
appropriate. To the extent practicable, and given his/her obligation to investigate and
address the matter, the principal or designee will maintain confidentiality during the
investigative process.
Often parents wish to know exactly what will happen to an aggressor during the
investigation and/or disciplinary phase, and this is a natural reaction. However, educators
in the United States must obey the Family Educational Rights and Privacy Act (FERPA).
This act strongly affects schools and disciplinary procedures against minor age students.
One effect is this act is to make school records (including disciplinary records) a private
matter. This means that the school district is prohibited from sharing any information in
a student’s record – including disciplinary information – to third parties without parental
consent.
Massachusetts General Law similarly prohibits the dissemination of any student record
information to third parties without parental consent (MGL 603 CMR 23.07[4]). The result
of this is that school officials may not divulge how they have disciplined a student, even the
parents of the target in the incident. School officials must obey state and federal laws
which mandate that they keep student records confidential and private.
The principal or designee will maintain a written record of the investigation.
Procedures for investigating reports of bullying and retaliation will be consistent with
district policies and procedures for investigations and have been outlined on the Bullying
Incident Reporting Form.
Determinations
The principal or designee will decide based upon all of the facts and circumstances. If, after
investigation, bullying or retaliation is substantiated, the principal or designee will take
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steps reasonably calculated to prevent recurrence and to ensure that the target is not
restricted in participating in school or benefiting from school activities. The principal or
designee will: (i) determine what remedial action is required, if any, and (ii) determine
what responsive actions and/or disciplinary action is necessary.
Depending upon the circumstances, the principal or designee may choose to consult with
the students’ teacher(s) and/or school counselor, and the target’s or aggressor’s parents or
guardians, to identify any underlying social or emotional issue(s) that may have
contributed to the bullying behavior and to assess the level of need for additional social
skills development.
The principal or designee will promptly notify the parents or guardians of the target and
the aggressor about the results of the investigation and, if bullying or retaliation is found,
what action is being taken to prevent further acts of bullying or retaliation. All notice to
parents must comply with applicable state and federal privacy laws and regulations
(FERPA and M.G.L. 603 CMR 23.07). Because of the legal requirements regarding the
confidentiality of student records, the principal or designee cannot report specific
information to the target’s parent or guardian regarding the disciplinary action taken
unless it involves a “stay away” order or other directive that the target must be made
aware of in order to report violations.
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Gill-Montague Regional School District
Incident Reporting Form
___ Bullying

___ Sexual Harassment (Title IX Violation)

___ Civil Rights Violation

1. Name of Reporter/Person Filing the Report: __________________________________________________________
(Note: Reports may be made anonymously, but no disciplinary action will be taken against an alleged aggressor solely on the basis of an
anonymous report.)

2. Check whether you are the: ___Target of the behavior ___Reporter (not the target)
3. Check whether you are a: ___Student
___Staff member (specify role) ________________________________
___Parent
___Administrator
___Other (specify) _______________________
Your contact information/telephone number:___________________________________________________________
4. If student, state your school: _________________________________________________ Grade: _____________
5. If staff member, state your school or work site: ______________________________________________________
6. Information about the Incident:
Name of Target (s) (of behavior): _____________________________________________________________________
Name of Aggressor (s) (Person (s) who engaged in the behavior): ___________________________________________
Date(s) of Incident(s): ______________________________________________________________________________
Time When Incident(s) Occurred: ____________________________________________________________________
Location of Incident(s) (Be as specific as possible): ______________________________________________________
7. Witnesses (List people who saw the incident or have information about it):
Name: _________________________________________ Student Staff Other ________________________
Name: _________________________________________ Student Staff Other ________________________
Name: _________________________________________ Student Staff Other ________________________
8. Describe the details of the incident (including names of people involved, what occurred, and what each person did
and said, including specific words used). Please attach additional pages if necessary.

9. Signature of Person Filing this Report: ___________________________________________ Date: ______________
(Note: Reports may be filed anonymously.)
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GILL-MONTAGUE REGIONAL SCHOOL DISTRICT
INVESTIGATION REPORT
1. Investigator(s):_____________________________________Position(s):____________________________________
2. Interviews:
□ Interviewed aggressor
Name: ___________________________________ Date: ___________________
□ Interviewed target
Name: ___________________________________ Date: ___________________
□ Interviewed witnesses
Name: ___________________________________ Date: ___________________
Name: ___________________________________ Date: ___________________
3 . List of Documents and Tangible Evidence Reviewed:

4. Findings of Fact:
List Key Undisputed and Disputed facts regarding dates, times, site of incident, party names, ages, grade, protected
group status, behaviors and language used, severity, duration, context.
1.

Is the student on an IEP? □ Yes □ No

2.

Any prior documented Incidents by the aggressor? □ Yes □ No

If yes, have incidents involved target or target group previously? □ Yes □ No
3.
Any related prior incidents involving the alleged perpetrator and/or complainant? □ Yes □ No
(including patterns of behavior, locations, context, nature, scope, frequency, duration)
4.
School’s response
(Please use additional paper and attach to this document as needed)
CONCLUSIONS FROM THE INVESTIGATION
1. What Happened? (date, time, site, who involved, age, group status, what each person said and did, incident
chronology, words used, severity, duration, context including related incidents)
(attach summary)

Complaint substantiated: Yes ______ No _______ Other _____________________________
2. Interfered with or limited ability of “victim/target” to participate in or benefit from services, activities or privileges of
school?
Yes _____ No _______
3. Created hostile, humiliating, intimidating or offensive educational environment for “victim(s)” / “target (s)”?
Yes ______ No ________
4 Other conduct/disciplinary Conduct Code Violations?
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GILL-MONTAGUE REGIONAL SCHOOL DISTRICT
INVESTIGATION REPORT (continued)
RESOLUTION OF THE COMPLAINT: Finding of Bullying or Retaliation: ____ yes ____ no
1. Contacts:
□ Target’s parent/guardian Date:______________ □ Aggressor’s parent/guardian Date: _________________
□ District Equity Coordinator (DEC) Date: ______________ □ Law Enforcement Date: ___________________
2. Recommended Actions/Safety Planning (____ATTACHED SAFETY PLAN FORM):
Disciplinary and Corrective Action (Perpetrator):

Corrective and Remedial Action (Victim/Target):

Remedial Action for School Community

Follow-up with Target: scheduled for __________________________ Initial and date when completed: _________
Follow-up with Aggressor: scheduled for _______________________ Initial and date when completed: _________

ADMINISTRATIVE USE ONLY

Report forwarded to Principal: Date__________________
(If principal was not the investigator)
Report forwarded to Superintendent: ________________

Findings of Fact Made by: _____________________________________________________ Date: _________________
Determination Made by: _______________________________________________________ Date: _________________

49

Gill-Montague Regional School District Safety/Conduct Plan
This form is to be confidentially maintained in accordance with the Family Education Rights and Privacy Act,
20 U.S.C. §1232g (FERPA). The Safety/Conduct Plan is to be filed in the disciplinary record and incident
entered into AdminPlus.
Directions: After the determination that an act of bullying or harassment has occurred and after appropriate
discipline has been enforced, the Principal or Designee develops a safety/conduct plan with the student. The
parent/guardian is involved in the development of the plan. Teachers/Teams are notified of the incident, parties
involved and their roles in the incident. Please check the appropriate box.

□ Safety Plan for Student Target

□ Conduct Plan for Student Aggressor

Name of Student: ___________________________________ Grade: ______ School: _______________
Brief Description of Incident: ___________________________________________________________
_____________________________________________________________________________________
Check-in Person: ______________________________________________________________________
Frequency and duration will not be less than two (2) times per week for a period of four (4) weeks
Number of times WEEKLY: ______ Number of WEEKS: ______Plan Duration:

/

/

TO /

/ .

For more than three (3) objectives/strategies, attach additional sheets. When objectives/strategies seeking outside
counseling/assistance, provide a list of qualified agencies. As Progress Reports are completed they should be
attached to the Action Plan.
Objective / Strategy #1
Implementer:
Steps:

Progress Reports Dates

One:

Two:

Teachers/Teams Notified □ YES □NO

Three:

Copy to Parent/Guardian □YES □NO

Objective Met □YES □NO If No, follow up:
Implementer Signature:

Date:
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Gill-Montague Regional School District Safety/Conduct Plan
This form is to be confidentially maintained in accordance with the Family Education Rights and Privacy Act,
20 U.S.C. §1232g (FERPA). The Safety/Conduct Plan is to be filed in the disciplinary record and incident
entered into AdminPlus.
Objective / Strategy #2
Implementer:
Steps:

Progress Reports Dates

One:

Two:

Teachers/Teams Notified □ YES □NO

Three:

Copy to Parent/Guardian □YES □NO

Objective Met □YES □NO If No, follow up:
Implementer Signature:

Date:

Objective / Strategy #3
Implementer:
Steps:

Progress Reports Dates

One:

Two:

Teachers/Teams Notified □ YES □NO

Three:

Copy to Parent/Guardian □YES □NO

Objective Met □YES □NO If No, follow up:
Implementer Signature:

Date:

Parent Signature: ____________________________________________ Date: ___________________
Student Signature: ___________________________________________ Date: ___________________
Meeting/Contact with Parents (date): ___________ Follow-up: _______________________________
Meeting/Contact with Parents (date): ___________ Follow-up: _______________________________
Meeting/Contact with Parents (date): ___________ Follow-up: _______________________________
51

504 Plans and Individual Education Plans (IEP)
Student 504 plans and Individual Education Plans (IEP) are legal documents and provide
the teacher with information about a student’s specific educational, emotional, and/or
physical difficulties and needs. Both contain accommodations designed to ensure that the
student has fair and adequate access to the curriculum of the school. Teachers are
required to provide the classroom accommodations called for in these documents.
Section 504
The guidance personnel and/or the building principal at each school oversee the Section 504
process, including setting up initial meetings, arranging review meetings, and developing
the 504 Plan. These meetings require the presence of at least one of the student’s teachers.
When you are requested to attend a 504 meeting, you are expected to do so. If coverage is
needed for your classroom, notify the appropriate substitute coordinator.
If you are one of the 504 student’s teachers, the 504 Coordinator may request information
from you in order to prepare for a meeting. In such cases, you are expected to provide that
information to the coordinator in a timely manner.
Prior to the beginning of each semester, or when a new student with a 504 Plan is assigned
to your class, the coordinator will provide you with a copy of the student’s 504 Plan,
including the necessary accommodations. If you have questions, you should begin by
addressing them to the coordinator.
Individual Education Plan (IEP)
The IEP is a special education plan that is developed by the TEAM. Each building is
assigned a TEAM Chairperson. It is the responsibility of the TEAM Chairperson to arrange
and organize special education meetings. These meetings require the presence of at least
one of the student’s teachers. When you are requested to attend an IEP meeting, you are
expected to do so. If coverage is needed for your classroom, notify the appropriate substitute
coordinator.
If you are one of the special education student’s teachers, the TEAM Chairperson may
request information from you in order to prepare for a meeting. In such cases, you are
expected to provide that information to the chairperson in a timely manner.
The special education teacher assigned to that particular student will provide you with
information about any special education students in your classes, including the
accommodations that must be made for that student. In some cases, you may have a special
education paraprofessional assigned to a class that has special education needs in it. You
may even be assigned to co-teach a class with the special education teacher.
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Massachusetts Pregnant Workers Fairness Act
On July 27, 2017, Governor Charlie Baker signed the “Massachusetts Pregnant Workers
Fairness Act” into law. Its provisions go into effect on April 1, 2018. The PWFA prohibits
discrimination against pregnant workers and establishes that pregnancy and any
pregnancy related conditions, including but not limited to lactation or the need to express
breast milk for a nursing child, require reasonable accommodations by employers. The
PWFA requires employers provide reasonable accommodation for an employee’s
pregnancy or pregnancy related condition, unless an employer is able to demonstrate
such an accommodation would impose an undue hardship.

Network Acceptable Use Policy – Technology (IJNDB)
The Gill-Montague Regional School District shall provide access for employees and
students to the system/network, including access to external networks, for limited
educational purposes. Educational purposes shall be defined as classroom activities,
career and professional development, and high-quality self-discovery activities of an
educational nature. The purpose of the system/network is to assist in preparing students
for success in life and work by providing access to a wide range of information and the
ability to communicate with others. The system/network will be used to increase
communication (staff, parent, and student), enhance productivity, and assist staff in
upgrading existing skills and acquiring new skills through a broader exchange of
information. The system/network will also be utilized to provide information to the
community, including parents, governmental agencies, and businesses.
Availability
The Superintendent or designee shall implement, monitor, and evaluate the district’s
system/network for instructional and administrative purposes.
Access to the system/network, including external networks, shall be made available to
employees and students for instructional and administrative purposes and in accordance
with administrative regulations and procedures.
Access to the system/network is a privilege, not a right. All users shall be required to
acknowledge receipt and understanding of all administrative regulations and procedures
governing use of the system and shall agree in writing to comply with such regulations
and procedures. Noncompliance with applicable regulations and procedures may result
in suspension or termination of user privileges and other disciplinary actions consistent
with the policies of the Gill-Montague Regional School District. Violations of law may
result in criminal prosecution as well as disciplinary action by the Gill-Montague
Regional School District.
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Acceptable Use
The Superintendent or designee shall develop and implement administrative
regulations, procedures, and user agreements, consistent with the purposes and mission
of the Gill-Montague Regional School District as well as with law and policy governing
copyright.
Monitored Use
Electronic mail transmissions and other use of electronic resources by students and
employees shall not be considered confidential and may be monitored at any time by
designated staff to ensure appropriate use for instructional and administrative purposes.
Liability
The Gill-Montague Regional School District shall not be liable for users' inappropriate
use of electronic resources or violations of copyright restrictions, users' mistakes or
negligence, or costs incurred by users. The Gill-Montague Regional School District shall
not be responsible for ensuring the accuracy or usability of any information found on
external networks.

Network Acceptable Use Policy – Technology (IJNDB-R)
Electronic Communication and Social Media Regulation

I. Purpose:
The Gill-Montague Regional School District (GMRSD) recognizes that social media and
electronic communication have valuable functionality both in and outside of the
classroom.
II. Definitions:
The District: The Gill-Montague Regional School District (GMRSD) and its staff.
Student: Any individual currently enrolled in the GMRSD.
Staff: All employees of the GMRSD and any contractor or individual employed by a

contractor who provides services in or to the district.
Electronic Communication: Any communication or interaction that occurs through
electronic means. Such electronic means include, but are not limited to, computers,
54

tablets, cellular devices, so-called “smart phones”, iPads, iPods and Internet capable MP3
players, etc. Such communications and interactions include, but are not limited to, email,
texts, posts and private messages on social media websites (including text, video and
audio), instant messages, video chat, and blogs, etc. Electronic communications include
communications that have no specific intended recipient (i.e., posting a “status” on
Facebook that, depending on privacy settings, may be viewed by a group of users).
Social Media: Social media is defined as any form of online publication or presence that
allows interactive communication, including, but not limited to, social networks, blogs,
websites, internet forums, and wikis. Examples of social media include, but are not
limited to, Facebook, Twitter, YouTube, Google+, and Flickr.
A. Professional social media is a work-related social media activity that is schoolbased (e.g., a teacher establishing a Facebook page for his or her class).
B. Personal social media use is a non-work-related social media activity (e.g., a staff
member establishing a Facebook page or a Twitter account for his or her own
personal use). District employees should not use personal social media sites to
communicate with students.
III. Professional Social Media and Guidelines
A. Staff members will treat professional social media space and communication like a
classroom or professional workplace. The same standards expected in district
professional settings are expected on professional social media sites. If a behavior is
inappropriate in the classroom or a professional workplace, then that behavior is
also inappropriate on the professional social media site.
B. Staff will exercise caution, sound judgment, and common sense when using
professional social media sites.
C. When establishing professional social media sites, users will consider the intended
audience for the site and consider the level of privacy assigned to the site. The site
should be a private network limited to a particular class or particular grade within a
school. It is recommended practice for professional social media sites to be private
networks, unless there is a specific educational need for the site to be a public
network.
D. To the extent possible, based on the social media site being used, supervisors or their
designees will be given access to the professional social media accounts established
by staff members.
E. Staff members may only create professional social media accounts (i.e., accounts
used exclusively for educational purposes) on district approved websites and
platforms.
F. Staff will obtain their supervisor’s approval using the “GMRSD Social Media
Registration Form” prior to setting up a professional social media presence. The form
can be downloaded from: http://www.gmrsd.org/forms/social_media_registration.pdf
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G. Professional GMRSD social media sites will include language identifying the sites as
professional social media sites to differentiate from personal sites. For example, the
professional sites can identify the GMRSD, school, department, or particular grade
that is utilizing the site.
H. Professional social media sites that are non-classroom based should have a
reasonable relationship to the mission and function of the GMRSD. Examples of nonclassroom groups include, but are not limited to, after school clubs and Boosters.
I. Staff will use privacy settings to control access to their professional social media
sites with the objective that professional social media communications only reach the
intended audience. However, staff should be aware that there are limitations to
privacy settings. Private communication published on the Internet can easily become
public. Furthermore, social media sites can change their current default privacy
settings and other functions. As a result, each staff member has a responsibility to
understand the rules of the social media site being utilized.
J. Professional social media communication must follow existing GMRSD regulations,
GMRSD policies and applicable laws, including, but not limited to, prohibitions on
the disclosure of confidential information and prohibitions on the use of harassing,
obscene, discriminatory, defamatory or threatening language.
K. No personally identifiable student information may be posted on professional social
media sites that are open beyond the classroom. If images of students are to be
posted online there must be a media consent form on file at the school for each child
featured. Posting of confidential student information is prohibited.
L. It is not recommended that staff members post or tag photos of other employees,
volunteers, vendors or contractors on professional social media sites without prior
permission of the photographed employee.
M. Staff will not use the GMRSD’s logo in any postings and should not link to the
GMRSD’s website or post GMRSD material on any personal social media sites
without the permission of the GMRSD Office of Communications and Media
Relations.
IV. Monitoring of Professional Social Media Sites
A. Staff members using professional social media have no expectation of privacy with
regard to their use of such media.
Administration will regularly monitor
professional social media sites to protect the school community.
B. Administrators reserve the right to remove, disable, and provide feedback regarding
professional social media sites that do not adhere to the law or do not reasonably
align with these Guidelines.
C. Comments on professional media sites should be either monitored daily or the
default setting should be turned off.
V. Communication with GMRSD Students
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A. Use of text messages, email or other electronic communication will be done with
extreme discretion and with a strictly educational purpose. All communications
must adhere to the GMRSD code of conduct and are subject to administrative review
at any time.
B. To maintain a professional and appropriate relationship with students, staff may not
communicate with students who are currently enrolled in the District on personal
social media sites. This provision is subject to the following exceptions: (a)
communication with relatives and (b) if an emergency situation requires such
communication, in which case the GMRSD employee should notify his/her supervisor
of the contact as soon as possible.
C. Staff shall only contact a student via the student’s personal cell phone for specific
purposes (i.e., the student has not returned to a bus on a field trip). The district
prefers communication related to academic issues occur in class or be directed
through district provided email accounts.
D. The district has multiple policies regarding student and staff conduct which overlap
with this regulation. It recognizes that the use of electronic communication
technology in an educational setting presents new challenges to appropriate student
and staff conduct. However, behavioral expectations will not be diminished in these
settings and appropriate professional boundaries shall be maintained at all times
and through all means of communications. As such, the District retains the right to
moderate and restrict student and staff use on District related pages. The District
expects staff and students to maintain the same level of decorum in electronic
communications, including the use of social media, as in face-to-face interactions.
This regulation is intended to supplement existing regulations, not to supersede
them.
VI. Free Speech Expectations on Personal Social Media
This policy is not intended to infringe upon a staff member’s right to speak publicly
on matters of public concern, or to communicate with fellow members of their union
on workplace issues, so long as such communication adheres to appropriate time,
place and manner restrictions and does not interfere with the performance of job
duties.
a. When using personal social media, a staff member’s online communications
must not do any of the following: interfere with the rights of students to feel
secure and receive an education, threaten to cause a substantial disruption
at school, undermine his/her authority to instruct or maintain control and
discipline with students, or significantly diminish the staff member’s status
and respect as an educator.
b. Staff members may not, without express permission from the
Superintendent of Schools, use the school's logo, likeness or any school
photographs or other property that belongs to the school on a social network
account.
c. Examples of prohibited behaviors on personal social media include but are
not limited to the following:
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 Posting content related to legal matters, litigation, or employment
negotiations in which the District is engaged.
 Posting photographs, videos, or other images of other school
employees, students, parents, or other school-community members
without their written permission.
 Posting content pertaining to other staff members, parents, or
students which could reasonably be viewed as malicious, obscene,
threatening, intimidating, or that might constitute harassment or
bullying. These might include offensive posts meant to intentionally
harm someone’s reputation or posts that could contribute to a hostile
environment on the basis of race, gender, religion, disability, sexual
orientation, gender identity, or any other status protected by federal
or state law or school department policy.
 Posting information about students
VII. Public Records Law and Copyright Protection
The Attorney General of the Commonwealth of Massachusetts has determined that any
document created or received by a public employee in his or her capacity as such is
subject to retention and perhaps disclosure under the public records law.
A. Except for inappropriate postings, staff shall not delete any message posted on a
social media site, webpage, blog, homework page, etc. In cases of inappropriate
postings, the posting is to be copied and sent to an administrator using your district
email account. The posting is then to be deleted from the site.
B. Staff shall save all direct messages and communications conveyed through district
affiliated social media sites. All email sent or received by district email accounts is
archived for a minimum of 7 years.
C. Staff shall comply with applicable copyright laws when posting information produced
by another person or entity and shall cite all third-party sources of information
posted or shared.
VIII. Discipline
The Superintendent or designee may conduct searches to determine whether staff
members have used social media in ways that violate this Policy. If a violation of the
Policy is determined to have occurred, it will be brought to the attention of the staff
member and may result in disciplinary measures up to and including termination. The
disciplinary process for staff shall proceed in accordance with any applicable collective
bargaining agreement under which the staff member is covered.
The Gill-Montague Regional School District disclaims all liability for the content of
materials that users access on social media, for damages suffered in the course of or as a
result of social media use, and for any related consequences. GMRSD shall not be
responsible for any unauthorized use of the District’s network, including any and all
unauthorized costs, financial obligations, fees, charges, or purchases.
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Drug-Free/Alcohol-Free Workplace Policy
This is to formally state the Gill-Montague Regional School District's policy regarding the
work-related effects of drug and/or alcohol use, and the unlawful possession of controlled
substances, while on school department business and/or premises. Our policy is as follows:
It is our intent and obligation to provide a drug-free/alcohol-free, healthful, safe and secure
work environment. No employee shall report to work under the influence of alcohol or
illegal drugs.
Employees are expected and required to report to work on time and in appropriate mental
and physical condition for work.
The unlawful manufacture, distribution, dispensation, possession, or use of a controlled
substance or the use of alcohol, on school department premises or while conducting school
department business
off school department premises is absolutely prohibited. Violations of this policy will result
in disciplinary action, up to and including termination, and may have legal consequences.
(Discipline will be taken in accordance with existing collective bargaining contracts and/or
personnel policy practices.)
The school district recognizes substance use and abuse as a potential health, safety and
security problem. Employees needing help in dealing with such problems are encouraged to
use the Employee Assistance Program and health insurance plans as appropriate.
Confidentiality in this regard will be strictly observed. Conscientious efforts to seek such
help will not jeopardize any employee's job and will not be noted in any personnel record.
Should an employee choose to inform his/her supervisor of his/her intent to use the EAP,
arrangements for the initial visit to the EAP and for subsequent additional services may be
made with the supervisor and shall be consistent with existing personnel regulations, bylaws and/or collective bargaining agreements of the organization.
Employees must, as a condition of employment, abide by the terms of the above policy and
report any conviction under a criminal drug statute for violations occurring on or off school
department premises while conducting school department business. A report of a conviction
must be made within five (5) days after the conviction. (This requirement is mandated by
the Drug-Free Workplace Act of 1988.)
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Gill-Montague Regional School District
Drug Free/Alcohol Free Workplace Policy
Employee Assistance Program
The Committee will authorize the use of accumulated paid sick leave, if any, for any
employee's necessary absence from work while participating in an approved treatment
facility plan under this Employee Assistance Program.
Consultation with the school district physician would be available. Review by the school
physician of an approved rehabilitation plan would be required. Employees are encouraged
to consult their own physician.
Employees who are plan subscribers are encouraged to access health insurance benefits
provided for drug and alcohol treatment. The school district will maintain a listing of
treatment facilities that might be helpful to an employee in considering a program of
assistance.
The district will provide a one-time financial commitment of $2,000 per employee for a
treatment plan for employees who either have no health insurance benefits or who have
used up all such benefits.
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Appendix A: New Teacher Mentoring Program

A district-wide plan
for strengthening teaching and learning
in the Gill-Montague Regional District

2005 - 2006
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Approved
Gill-Montague Regional School Committee
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Mission Statement

The mission of the GMRSD mentoring program is to increase student learning and
achievement with the development and retention of highly qualified teachers.
Goals:
 Welcome new teachers and teachers new to our district into the professional learning community
and help them transition smoothly and effectively into their new positions.
 Create a network of experienced teachers to provide ongoing personal and professional
assistance.
 Promote personal and professional well-being
 Establish confidential, collegial relationships that will support all faculty over time
 Provide multiple opportunities for professional development
 Satisfy the requirement of certification

The Mentoring Plan of the
Gill-Montague Regional School District
The Gill-Montague Regional School District has for many years provided support for new teachers through
mostly informal teacher-to-teacher networks. As we anticipate continuing change in our educator workforce due
to retirements and growth, it becomes important to develop a more formal approach to helping new teachers
successfully integrate into the district and community.
In the majority of states in the country, school districts are expected to provide a mentoring program for teachers
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and administrators in their first year of practice. These programs provide the structure that maximizes beginning
teacher learning in the context of classroom experience. New teachers become more competent sooner with
support from veteran teachers and schools are more likely to retain these well-trained educators. Even more
importantly, a growing body of research indicates that student achievement improves in schools in which veteran
teachers are engaged in providing professional support for their new colleagues.
The Gill-Montague Regional School District has formed a committee to develop a comprehensive mentoring
plan for the district. The comprehensive mentoring program takes a multifaceted approach that includes several
interrelated components:
 A mentor-new teacher pairing program
 Clearly defined roles and responsibilities for all members of the school community regarding
supporting and retaining new teachers
 Training for mentors on their role in supporting new teachers
 Workshops that support new teachers for quality classroom teaching
 Training for administrators on their unique role of building collegial school cultures that support
professional growth
 Orientation for new teachers that is responsive to their needs
 Ongoing assessment of the effectiveness of the program
 A district-wide planning and monitoring process

Needs of the New Teacher
The Gill-Montague Regional District recognizes that new and beginning teachers need assistance in learning
about the goals, expectations, beliefs, and standards of the community.
Welcome into the School and the District
 To feel welcome and have a sense of belonging and identity
 To understand the history and demographics of the community
 To become familiar with the resources of Gill-Montague and surrounding towns
The Basic Provisions
 To have materials and equipment for effective instruction
 To have help with “nuts and bolts” of forms, paperwork, and equipment
 To have contact information for key personnel
 To know emergency procedures
Expectations for Classroom Practice
 To understand what to teach (i.e., the curriculum) and to learn effective instructional approaches (i.e.,
how to teach)
 To learn how to plan lessons and re-plan lessons effectively for maximum student learning and
achievement
 To learn how to pace curriculum and instruction
 To develop effective classroom management
64






To learn how to handle struggling students
To understand the district’s teachers’ proficiency standards
To understand district policies including discipline, homework, testing, etc.
To receive specific professional development regarding school district curriculum and instructional
priorities

Parent Communication and Involvement
 To learn how to communicate proactively and effectively with parents
 To know district policies, procedures, and approaches to conferences, report cards, open houses, and
other parent interactions
Professional Growth and Professional Relationships
 To have professional development opportunities
 To know the district’s professional development expectations
 To understand the role of the GMEA
 To have opportunities to observe teachers in their classrooms
 To develop effective time management skills in and out of the classroom
Staff Evaluation
 To understand the principal’s expectations
 To know the district’s supervision and evaluation process for new teachers

Qualities of Effective Mentors
 Excellent role model
 Enthusiastic about teaching, learning, children, and about teaching as a profession
 Confidential, trustworthy, non-judgmental, and honest
 Effective, clear and concise communicator, skilled in giving positive constructive feedback
 Knowledgeable about curriculum content, instruction, and classroom management
 Collegial, encouraging, open, and flexible
 Knowledgeable about the formal and informal aspects of the school and the district

Roles and Responsibilities of the
Mentor Coordinator
Awareness and communication
 To be knowledgeable about the goals of the program and all of its requirements
 To be committed to the success of the program
65

Leadership and Support
 To provide personal and professional instructional support to mentors and protégés
 To maintain a confidential relationship with mentors and protégés
 To design and conduct a mentor/protégé training prior to the start of school
 To design and conduct an administrative training/meeting prior to the start of school
 To schedule and meet with the mentors and protégés prior to the opening day of school, in
November, January/February, and in early May
 To provide information to the JLMC on a regular, or as needed, basis
 To create and keep agendas/minutes for all meetings
 To analyze feedback from protégés, mentors, and administrators
 To mentor experienced teachers who are new to the district and conduct regularly scheduled
meetings throughout the school year
Monitoring and Evaluation
 To design and implement an evaluation process for all aspects of the mentoring program
 To participate in the school district’s on-going assessment of the new teacher mentoring program
 To gather and analyze data to measure the effectiveness of the mentoring program
 To anticipate and plan for the needs of the mentoring program in the upcoming school year

Roles and Responsibilities of the
Mentors
Awareness and communication
 To be knowledgeable about the goals of the program and all of its requirements
 To be committed to the success of the program
Leadership and Support
 To provide personal and professional instructional support
 To maintain a confidential relationship with the new teacher
 To make time for frequent contact with new teachers in order to understand and help fulfill their needs
 To conference/meet regularly with protégés (no less than twice a week during the first month of school
and a minimum of two formal conferences per month for the remainder of the year)
 To provide information and direction about school policies, practices, curriculum and instructional
resources
 To be an active listener
 To maintain a log and any required narratives to be shared with the coordinator
 To attend conferences, workshops, and training programs as suggested
 To schedule ongoing check-ins and monitoring of the program with mentors and/or protégés
Monitoring and Evaluation
 To participate in the school district’s on-going assessment of the new teacher mentoring program
 To convene quarterly group meetings to review how the program is going
 To implement standard district survey for mentors and protégés
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 To review mentoring logs and provide feedback.
 To schedule informal meetings, as needed, to brainstorm and to spot check program effectiveness
Observation
The goal of observation is to give data to the incoming teacher that will enable him/her to improve student
learning. In Gill-Montague, incoming teachers and mentors are encouraged to observe each other regularly. This
mutually beneficial activity forms the heart of a professional relationship as teachers work together to reflect on
and refine their practice, upgrade skills and broaden understanding of content while building trust and
collegiality. There are four basic components of the observation/conference:


The two teachers have a pre-conference to clarify their goals and objectives, decide on evidence of
student achievement and determine data gathering procedures. For example, the incoming teacher wants
feedback on how to lead more effective discussions.



The observation takes place as the observer gathers information and evidence.



The post-conference provides the opportunity to share impressions and data that support those
impressions. The mentor will give information that is asked for without trying to overwhelm the
incoming teacher with data. The mentor may foster reflection with questions such as “Does the data help
you?” or “What surprised you?” or “How can you use this data to improve student achievement in your
class?”
The final stage applies new understandings to each teacher’s practice and allows reflection on the
process itself. Activities are tailored to meet the expressed goal of the observations. For example, sharing
materials, planning lessons to improve student learning, and discussing strategies to reach particular
students.



A Reminder: These mutual observations fall under the confidentiality guidelines. Neither mentor nor incoming
teacher may discuss classroom visits with other educators.
Confidentiality
 Confidentiality in the mentor-incoming teacher relationship is essential. Since Gill-Montague seeks to
create professional relationships between mentors and incoming teachers, we must agree about how
mentors will respect the incoming teachers’ need to grow and learn in a safe environment, while
becoming part of a professional learning community.
In general, mentors will not discuss the new teachers’ performance with anyone, including school
and district administrators, except under the following conditions:
1. A mentor will be able to discuss, in confidence and with the incoming teacher’s knowledge
and approval, any aspect of the new teacher’s performance with other members of the
mentoring team.
2. A mentor, with the incoming teacher’s knowledge, may discuss the incoming teacher’s
performance with appropriate administrators if, in the mentor’s professional judgment, the
academic growth and development, social well-being, or physical safety of the students is at
risk.
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Roles and Responsibilities of the
New and Beginning Teachers
Awareness and communication
 To be knowledgeable about the goals of the program and all of its requirements
 To know that they are ultimately accountable for their own growth and success
Leadership and Support
 To play an active role in the mentoring program by:
 Participating in the mentoring program during the first three years of teaching in Gill-Montague
Regional School District observing experienced teachers
 Conferencing/meeting regularly with mentors (no less than twice a week during the first month
of school and a minimum of two formal conferences per month for the remainder of the year)
 Keeping a log and a reflective journal
 Being an active listener
 Observing experienced teachers
 Maintaining a confidential relationship with mentors
 Seeking assistance as needed
 Attending conferences, workshops, and training programs as suggested
Monitoring and Evaluation
 To participate in the school district’s on-going assessment of the new teacher mentoring program

Roles and Responsibilities of the
Superintendent and Central Office
Awareness and communication
 To develop, have approved and communicate the formal program plan
 To provide strong public support for the program
 To create and sustain a vision for the district which incorporates the plan into the district’s goals and
enhances a collaborative spirit for improving instruction
Leadership and Support
 To support the mentor coordinator
 To convene the Joint Management-Labor committee during the school year
 To convene district-wide network meetings with mentors
 To support the recruitment of teacher mentors
 To provide financial support in the operation budget and/or grant funds to sustain all aspects of the
program
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 To be a visible supporter of the program to the entire learning community
 To provide visible recognition to the program’s participants and to celebrate the achievements of the
program
 To monitor contractual compliance
Monitoring and Evaluation
 To develop and implement an annual district-wide assessment of the program
 To be involved in the assessment of the quantitative benefits of the program
 To prepare and disseminate an annual end-of-year report to the Joint Management-Labor Committee and
the Gill-Montague Regional School Committee on the evaluation of the program

Roles and Responsibilities of the

Principals
Awareness and communication
 To attend and participate in mentor training program with mentors
 To facilitate public relations/communication programs related to mentoring program
 To encourage experienced teachers to participate in mentoring program
 To coordinate orientation activities for mentoring
 To introduce mentoring program during new teacher interview process
 To be informed annually and to give feedback regarding efficacy of the program
Leadership and Support
 To promote and explain the program
 To establish collegial environment and effective communication
 To participate in the selection of / matching of mentors to protégés
 To maintain separation between the mentor program and teacher evaluation process
 To establish reasonable mentor-protégé working conditions
 To collaborate with other administrators and leadership staff

Roles and Responsibilities of the School Committee
Awareness and Communication
 To be knowledgeable about the program
 To receive and review reports from the district JMLC committee as appropriate
 To be informed annually, at a minimum, about the program
Leadership and Support
 To adopt the formal plan for new teachers and teachers new to the district
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 To promote the program as an important component of attracting and keeping highly qualified teachers
 To approve adequate funding for the program
 To maintain an open and supportive dialogue with the Gill-Montague communities and school district
regarding the program

Roles and Responsibilities of
The Gill-Montague Education Association
Awareness and Communication
 To be knowledgeable about the program and to encourage veteran teachers to become knowledgeable
about the program
 Welcome and be supportive of new teachers
Leadership and Support
 To provide a leadership role in supporting the program
 To facilitate negotiations regarding added benefits for mentor teachers and to assist with contractual
compliance
 To recognize that teachers represent the future of the association
 Participate on the JMLC committee for the mentoring program
 Enhance community support for mentoring program
 Encourage veteran teachers to participate as mentors
 Promote collegiality in the district
Monitoring and evaluation
 To consistently have GMEA representative(s) on the district JMLC committee
 To participate in the assessment of the program
 Share with the administration issues and problems as needed

Roles and Responsibilities of the Other Staff in the Building
Awareness and Communication
 To welcome and support beginning teachers.
 To provide information about school policies, procedures, and resources.
 To introduce themselves and explain their roles.
Leadership and Support
 Encourage and support new teachers by:
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 being friendly
 sharing supplies
 being a curriculum resource
 respecting confidentiality
 providing a positive climate
 supporting the mentoring program a being a role model for professionalism


Consider being a mentor in a subsequent year

Monitoring and Evaluation
 To participate in the school district’s on-going assessment of the new teacher mentoring program

Roles and Responsibilities of the
Joint Labor-Management Committee
Awareness and Communication
 To advise the Superintendent regarding all aspects of the program
 To continuously promote the mission of the program
 To assist with the on-going public relations aspect of the program
Leadership and Support
 To review the program’s on-going progress and make recommendations for improvement
 To develop and disseminate appropriate communications to the learning community
Monitoring and Program Evaluation
 To participate in the establishment of the program evaluation criteria and an annual program assessment
instrument
 To review and analyze the evaluation data as collected
 To assess the effectiveness of the program

Recommendations for the
Mentor Selection and Matching Process
Who is a “New Teacher?”
The Gill-Montague Regional School District will match a mentor to all teachers who are new to teaching or new
to the district.
Ratio for Matches
Mentors are paired with no more than one new teacher, except in special instances. Teams of teachers may
collaborate to mentor one or more new teachers.
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Criteria for selection as a mentor include:
 Possess a Massachusetts license and a Masters Degree or have been teaching prior to 1993
 Have achieved professional status as a teacher
 Receive excellent teacher evaluations
Expectations for Mentors:
 Advisor: Provide information; hold ongoing discussion and feedback meetings; provide access to
resources; guide professional growth of the protégé
 Coach: Provide opportunities to observe model lessons; provide opportunities to analyze performance
and reflect on performance; offer ideas and resources for data collection and self-assessment
 Consultant: Collaborate with other mentors to share strategies around mentoring; work with protégés
on various aspects of teaching; work with protégés on professional goals and implementation plans;
suggest areas for protégé’s professional growth
 Sponsor/Advocate/Colleague: Encourage protégés to actively participate in networking; highlight
their successes
Requirements for Mentors
 Meet with the protégé frequently in the first month of school and engage in at least two formal
conferences each month for the remainder of the school year (see page 21)






Maintain a log of meetings and classroom visitations with the protégé
Attend mentor training
Participate in the district and building orientation programs
Participate in building and district-wide meetings for mentors
Maintain a confidential relationship

Preferred Criteria for Matching Mentors and New Teachers
 Certified to teach in the content area of the new teacher
 Teach currently or recently at the same or similar grade levels
 Proximity of classrooms
 Compatible school schedules
 Mentor matches will be for one to three years, as approved by the principal(s) with input from the
mentor-protégé pair.
Suggested Process for Matching
 Central office will post the opportunity for teachers to become mentors. The posting will include an
application form for interested teachers
 Criteria for matching will be determined by the building principals, who will incorporate the criteria
suggested in this Plan
 Matches between mentors and new teachers will be made by building principals for their buildings
 A “no fault bail out” option will be available to mentors-protégés who would like to take advantage
of it
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Orientation for New Teachers
The orientation for new teachers will have district and school site components.
 Prior to the school year, the district will hold a formal, comprehensive orientation
 Additional time will be scheduled throughout the school year.
Orientation topics will include the following:
 School District and Community Awareness
 Community tour and map of community
 School district tour
 New teacher mentoring program review
 Core activities, roles and responsibilities, mentor selection and assignment, confidentiality,
informal and formal training programs, mentor support, release time for observations and
conferencing, keeping log of activities
 District information
 policies and procedures
 job description
 school district calendar
 personnel contract
 district handbooks
 district improvement plans
 school district telephone directory
 professional development and expectations
 important school and child-related laws
 regulations and procedures related to compensatory services
 payroll and insurance
 technology support
 teacher-parent interpersonal relationships
 list of important teacher resources
 socialization events
 welcoming folder with local newspapers, name tags, etc.
 School site information
 personnel handbooks
 student-parent handbooks and school directory
 substitute calling procedures
 school site calendar
 school site procedures
 school improvement plan and safer schools plan
 school schedules and assignments
 recommended network for assistance
 state curriculum frameworks and school curriculum
 school council information
 teacher evaluation process
 welcoming activities including socialization events, name tags, etc.
 GMEA welcome and information
 Membership/Contacts
 Contract
 Procedures
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Mentoring Program Training
The Coordinator is responsible for overseeing the following:

New Mentors

New Teachers

Administrators

Required training on mentoring
new teachers for first year
mentors.
Topics include:
 Needs and stages of growth
for new teachers
 Qualities, roles and
responsibilities of the
effective mentor
 The specifics of the mentor
program communication
skills
 Reflective practice and
conferencing skills
 Differentiated styles of
mentoring
 The conferencing protocol

Required training for new
teachers includes:

Required training on mentoring
New teachers (First Year) Topics
include:









All Mentors
Required minimum of forty (40)
hours per school year. This
includes:
 A minimum of two – 30
minute meetings each week for
the first month
 Followed by two meetings
each month for the rest of the
school year.
 Nine (9) hours are allotted for
report writing
 Six (6) hours for training and
group meetings.
 Required group discussion
sessions for two afternoons per
year, at 1.5 hours each session,
with all new teachers and
mentors.

A minimum of twenty-six
(26) hours per school year
conferencing/meeting with
your mentor
No less than two meetings
per week for the first month
of school and a minimum of
two meetings per month
during the remainder of the
school year
Group discussion sessions
are required for two
afternoons per year, at 1.5
hours each session
A log/reflective journal is
required.

Second Year Teachers
Must complete 50 hours of
“mentored experience”. Ten
hours will be provided
through district training/PD
not directly from mentor.
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The administrator’s role in
supporting new teachers
 Mentoring in the context of
building a professional school
community and a culture of
continuous learning for the
students and the adults in the
school
-----------------------------------Advanced administrator training on
the administrator’s role to effectively support mentors will be
scheduled as needed or requested


Finding Time For
Mentors and New Teachers
The following recommendations are presented for creating opportunities for mentors and beginning teachers to
engage in conferences and classroom visitations:


Identify substitute coverage through “dedicated substitutes” for the classrooms of mentors and
beginning teachers for short periods of time on a weekly or monthly basis



Provide administrative coverage for mentors and new teachers to facilitate conferencing and
classroom visitations



Recruit volunteers, such as recently retired teachers, who could come into the schools to support the
mentoring program



Schedule new teachers and mentors with common planning times and with opposing times for
observations



Release mentors from some duties to enable them to spend more time with their beginning teachers



Use school days, after school, and summer as opportunities for mentors and their protégés to meet
and, as scheduled, for beginning teacher and mentor training

Compensation and Support for
Mentors and New Teachers
The Gill Montague Regional School provides the following stipends and support for its mentors and new
teachers:



Stipends per Schedule B according to the GMEA agreement.
Release time with substitute coverage on a pre-approved basis;



PDPs under D.O.E. regulations
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