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PRINCIPAL
NONDISCRIMINATION POLICY STATEMENT


The Framingham Public Schools does not discriminate based on race, color, age, gender, sexual orientation, religion, ethnic or national origin, disability, veteran’s status, or any other status protected by law.  Any concern related to the implementation of this policy may be addressed directly to the building Principal, the Superintendent of Schools (508 626-9117), the Director of Human Resources (508-626-9107), or the 504 Coordinator (508-626-9132). The Boston Office of the Massachusetts Commission Against Discrimination is located at One Ashburton Place, Boston, MA 02108.
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1. ALL ABOUT HEMENWAY
1.1. HEMENWAY’S HISTORY
Hemenway School is named in honor of the Hemenway family. The Hemenway family has been associated with Framingham's history from the 1700's to the present. The Hemenways were among the first settlers in Framingham. One of their members, Daniel Hemenway (1732-1812), was a farmer and a minuteman. The Redcoats wounded him on April 19, 1776, at the Battle of Lexington and Concord. This day is now celebrated as Patriot's Day. 

The school is located on land donated by Marjorie Davis Hemenway in honor of her family. Marjorie's father was a teacher and she donated the site in the late 1950's specifically for a school. In 1961 Hemenway School was officially dedicated. 

1.2. HEMENWAY’S MISSION
Hemenway Elementary School strives to provide the highest quality education possible so that each child leaves the school as a respectful, knowledgeable, and creative citizen, prepared for the middle school experience. 
1.3. OPERATING VALUES
Hemenway is a Multiple Intelligences School over the past years, teachers have taken courses on how the brain learns and on how to design lessons so that children of all different learning styles can access and master curricula standards. We have focused on science and social studies in these training sessions. Now it is time to "pump up the volume," now it is time to crank up the excitement, and to turn our focus into creating an environment at Hemenway that enables the children to delve into learning content areas in context. We want to create a place where the children can learn through real-life experiences, hands-on science and current world events. We want them working on complex environmental problems and taking positions on social and environmental issues. We want them to be true world citizens.

2. SCHOOL YEAR INFORMATION 
2.1. SCHOOL HOURS 

8:50 
Teachers report for arrival duty 

9:10
Students and teachers report to class


11:45
Morning Kindergarten ends

1:00 
Early Release dismissal time 

3:10 
Student Dismissal  

2.2. EARLY ARRIALS
· NO STUDENT IS TO ARRIVE BEFORE 8:50 AM (unless they have signed up for the before school program).

· Children are not supervised until 8:50 a.m. The school cannot assume responsibility for students who arrive before that time. 

· Children remain outside of classrooms until 9:10 am under teacher supervision.  
2.3. EARLY RELEASE DAYS
On designated Thursdays (see the Framingham Public School current calendar in the Hemenway  or the district website – see Appendix) all students in grades K-5 are dismissed at 1:00 P.M. Lunch is served prior to dismissal and ½ day Kindergarten is released at its usual time. The teachers use this time for Parent/Teacher conferences and staff development/courses. 

2.4. SNOWDAYS & SCHOOL CANCELLATIONS

If school is canceled due to inclement weather 

· The Framingham Public Schools has implemented an emergency notification system.  This service, Connect-Ed, will notify parents and guardians within minutes about emergency situations, school cancellations, and important issues that impact your school such as closures.   See Section 3 below on how to get on the Connect-Ed list. 

· The  radio and TV stations(see Appendix) will make "No School" announcements between 6 and 8 a.m. 

· School cancellations can also be found on the Town Of Framingham’s website or by calling them (See Appendix for website and phone number).

3. EMERGENCY INFORMATION
3.1. PINK EMERGENCY CARDS/CONNECT-ED  – VERY IMPORTANT
At the beginning of each school year, it is very important that you fill out the Pink Emergency Cards.  The school uses this info to contact you in case of an emergency and to confirm who is allowed to pick up your child from school.    In addition, this is how you get your information on the Connect-Ed System used by the district. 

· You need to put your home phone number, cell phone, email addresses and contact information for those adults that can pick up your child from school. 
·  Your phone numbers and your email addresses are entered into the Connect-Ed System.   If there is a snow day or school cancellation or emergency, these numbers are what Connect–Ed uses to contact you.  
· Make sure you update the Pink Emergency Card if any information changes during the year. Otherwise, you will not be contacted when there is an early dismissal due to an emergency or bad weather. 

· The info on the Pink Emergency cards is used only by the office and Connect-Ed. 
4. ATTENDANCE INFORMATION
4.1. ATTENDANCE

The Massachusetts General Law requires attendance at school for children between six and sixteen years old (see the Appendix for detailed information on truancy and attendance). The Framingham School Committee has set forth the following regulations for monitoring attendance: 

· Parents must notify the school about absences and tardiness as soon as possible.

· Each school scrutinizes attendance records.

· Continued absence, particularly due to truancy, shall be identified.

Hemenway School accepts these reasons for being absent from school are personal illness, death in the family, religious holidays, and appearance in court. If you plan to take your child out of school for unapproved reasons, you may request that teachers provide the missed material, but they are not required to do so. Realizing this, please consult with the appropriate administrators and teachers before taking your child out of school for unapproved reasons.
4.2. REPORTING AN ABSENCE OR TARDY

PLEASE notify the school if your child will be absent or tardy. For your convenience, an answering machine is set up to receive information about absences or tardiness for the day. The procedure is as follows: 

· Please call(see Appendix for number) between 6:00 A.M. and 9:00 A.M. if your child is to be absent OR tardy. Give the child's name, room number, teacher's name, and a brief reason for the absence or tardiness.

· All tardy students should report to the office upon arrival with a written note explaining the reason for tardiness. The student will have an opportunity to provide information about lunch and will be given a late pass. 


The Hemenway administration has the responsibility to work directly with families where tardiness is continual and unexplained. The administration may interview parents or guardians about the issue and may assign detentions, as it deems necessary. All plans will be discussed with the specific families. 

All pupils who are absent may not attend or participate in school events that day, unless the school principal grants permission prior to the event. 


·    If you are unable to phone, please ask a sibling or friend to deliver a note to the school secretary before the start of school. 


·    If your child is reported absent on the attendance sheets, and we have not received a phone call or note from you explaining the absence, every effort will be made to contact you regarding your child's absence.
5.  PROGRAMS BEFORE AND AFTER SCHOOL
Hemenway offers a before school and after school program. This service allows parents that work a way to drop off and pick up their children around the hours that they work.   You need to sign up for this program and there is a fee. 

· The before school program starts at 7:00 am.  

· The after school program starts at 3:10pm.  Parents need to pick up at 6:00 pm. Anytime after that, there is an additional fee.  

· See  the Appendix for current service provider details, website and contact info.

6. DISMISSAL
6.1. EARLY DISMISSAL

· A written request from a parent is necessary for ANY dismissal changes.

· Requests should be in the school office at the start of the school day. No request will be taken after 2:30pm (unless an emergency arises).

· No student will be dismissed based on a telephone request.

· Students must be dismissed to a parent/guardian or other responsible adult -if a written note with the name of that adult has been submitted to the office. 

·  For any early dismissals, a parent must check into office and the child will be called down to office where the parent will sign the child out in the dismissal book.

· Any dismissal changes for a parent pick up at end of day, the office should have received a note and at end of day child will be brought to lobby for waiting parent.

6.2. EARLY SCHOOL DISMISSAL DUE TO EMERGENCY

There may be times, such as sudden inclement weather, when it is necessary to close the entire school early.  The Connect-Ed system will notify all parents, via home phone, cell phone and or email. It is very important that you have filled out and/or updated the Pink Emergency Cards with all of your current numbers and email address.

7. TRANSPORTATION
7.1. PARENT  DROP-OFF and PICK-UP
· No cars are allowed in the lane directly in front of the building from 8:45-9:15 a.m. or 2:45-3:20 p.m., as this is for bus parking only.
·  No cars are EVER allowed to drive around the school or park in the areas reserved for school staff.    
· There is handicapped parking in the front of the school for those who have Handicap Plaques or plates.
 Drop Off - Please pull in to the designated parking area in front of the school, as far as you can go. There will be a parent, or staff personnel there to open the door and help your child out.  Please have them prepared to get out,(coat on, kisses done, gloves on, backpack zipped up, etc).  The children will then proceed through the parking lot to the staff crossing guard at the font of the school.  You may also park on Bacon Street or Hemenway and walk your child over to the school using the crosswalk on Water Street, or use the back path and drop off at Donovan or Apple’ Dor.
Pick Up - You can park in the designated parking area in the front of the school (this gets filled very quickly) or you may also park on Water Street, Hemenway or Bacon Street.  You can pick up your child in the cafeteria, or if you have designated your child as a walker, they will come out to the designed area on the right of the school and wait for you.  You can also have your child use the back path and meet them at the end of Donovan Drive or Apple’Dor/ Baldwin.

7.2. BUSING

· All Kindergarten students are bused no matter how far they live from the school.  

· The students in grades 1-5, living more than two miles from school, will be bused. 

· Students eligible to ride on the bus MAY NOT transfer from one bus to another (i.e. visiting friends). They may, with a note from you to the teacher and driver, get off at a different stop within the SAME bus route. 

·  Buses are equipped with individual seat belts, which are to be used while traveling on the bus. 

· Students whose conduct is unacceptable will lose the privilege of using the bus. 

· Students who are walkers MAY NOT ride a bus (i.e. visiting friends).  

· Bus routes can be found at the District Website (see Appendix) under Transportation. 

7.3. WALKERS

As stated previously, no student should arrive at school prior to 8:50 a.m. Please caution your child to be extremely careful as s/he walks to school. It is suggested that each child try to walk to school with at least one other child. The Crossing Guards are assigned to dangerous intersections and children MUST cross with their assistance.

8. VISITORS 
· Hemenway School has a lock down system from 9:10 am to 3:10 pm. 

· You must press the buzzer outside the front door(on right of door).  The front office will buzz you into the school.

· ALL  ADULTS, including parent volunteers and those with appointments, MUST SIGN THE VISITOR BOOK IN THE OFFICE AND OBTAIN A VISITOR'S BADGE.  

9. SCHOOL POLICIES 
9.1. DISCIPLINE & BEHAVIOR

In September, the school district sends home a Framingham Public Schools Elementary Handbook. It is a reference guide for policies, procedures, expectations and discipline for all elementary schools in Framingham. You and your child are responsible for reading and studying it together. You and your child then need to sign the last page and return it to the school.

The Framingham Public Schools has a discipline code entitled WORKING TOGETHER BEYOND THE 3-R'S — RIGHTS, RESPONSIBILITIES, RESPECT.  The teachers and the principal are responsible for enforcing the policy. 

At Hemenway, all discipline issues are handled with respect and discretion. Classroom and school expectations are made clear to students in September and carry over from year to year. There are procedures in place to ensure that conflicts, discipline concerns, classroom issues, social issues and differences of opinion are dealt with in a fair manner that leads to a fair resolution. These procedures are taught and modeled for the children on an on-going basis. The goal is to create a positive learning and working environment for students, teachers and parents. We want all parents, students and staff to feel welcomed, accepted and heard. 

Hemenway participates in the Social Competency Program, developed by 

Wellesley College titled the Open Circle Program. This program serves as the core of our school climate program. As part of the curriculum, the students learn strategies to negotiate and navigate their way through their everyday school lives. Strategies are specifically taught and modeled. Children learn to distinguish "Double D" behaviors (dangerous or destructive) from other, less serious, behaviors. 


Consequences are determined such as: apologies made, parents notified, time spent in office, restitution made, written letter of apology, behavior plan put in place. 


Serious offences (physical fights, weapons to school, temper tantrums, threats...), although rare, will result in an in-school or out-of-school suspension.  If any object , brought to school,  is construed as a weapon, the school police officer will be notified and this will trigger the implementation of the school discipline policy.

Parents, who have concerns about incidents at school, are encouraged to contact the classroom teacher first. Concerns may then be brought to the attention of the counseling staff and then to the principal. Serious concerns should be brought to the attention of the principal immediately.

9.2. GIFT POLICY

Teachers welcome your thanks and parental and children's notes of thanks are truly treasured. Gift giving is strongly discouraged by the School Committee unless by permission of the Superintendent of Schools. Donations, in a teacher's name, to the Library, Hemenway Relief Fund, Author Presentation Program, Wish List and other special funds are appreciated. 

9.3. MESSAGES TO STUDENTS

It may sometimes be necessary for you to call the school to ask that a message be delivered to your child. It is difficult to ensure delivery of these messages and almost impossible to see that they are acted upon by your child. Information such as changed dental appointments or reminders of meetings tends to disrupt classes and can frequently be avoided. Every effort should be made before the child leaves home in the morning to see that he/she has information about any changes in after-school routine. It is the school's policy, however, that the secretary will give emergency messages, which must be delivered, to the classroom teachers. 

9.4. STUDENT USE OF TELEPHONES

· There is only one line into the school.

· The school telephone is reserved for official business only.

· Outgoing calls by students are not allowed except in cases of emergency. 
10. HOMEWORK POLICY FOR HEMENWAY
Homework is defined as a written or non-written task assigned by a teacher to be completed outside the classroom. The nature of this work might include the following: reading, written tasks, observing, practicing, creating, memorizing, and collecting. 

Suggested allotments per day for homework: 

Kindergarten -15 minutes (optional.)  It is recommended that teachers involve parents in home learning activities, which enhance the kindergarten curriculum. 

Grade 1 -15 minutes 
Grade 2 -15-30 minutes
Grade 3-15-30 minutes

            Grade 4 - 30-60 minutes

Grade 5 - 30-60 minutes


11. MASSACHUSETTS COMPREHENSIVE ASSESMENT SYSETM (MCAS)
As part of the Education Reform Act of 1993, a system of student assessments has been put in place. These assessments determine whether Hemenway’s curriculum provides students with the critical skills. Parents should not plan vacations, doctor's appointments or other appointments on any testing day.  All students are required to take the state MCAS tests. Schedules will be sent home in the backpacks or can be found on the Hemenway School website.(see Appendix). Please make a note of the dates and plan accordingly.
The following MCAS tests has been put in place for elementary students: 

	Grade 3:
	Grade 4:
	Grade 5:

	English Language Arts
	Long Composition
	English Language Arts

	Math
	English Language Arts
	Math

	
	Math
	Science

	
	
	


12. ACADEMIC PROGRESS
12.1. REPORT CARDS

System-wide standards have been set for all major subjects at each grade level. These standards are known as "grade level benchmarks." System-wide, teachers have received training and materials on how to assess a student's progress toward these benchmarks. Report cards are based on these benchmarks. Parents will be given information on what their child has mastered and what the end of the year goals are for him or her. There are two major reporting periods, January and June, and report cards are sent home in the backpacks at these times. 

12.2.  PARENT/TEACHER CONFERENCES

The teacher schedules Parent/Teacher Conferences two times each year. At that time s/he will talk with you about grade level benchmarks, where your child is at the time of the conference, and the academic program s/he has developed to ensure that your child masters the standards. Teachers consider these conferences to be the most effective means of communication regarding your child's progress. You should make every effort to attend your conferences when scheduled, and are encouraged to raise questions about your child's strengths and weaknesses, problems and successes. 

Please call the school office if you would like to schedule any additional conferences. 

12.3. ACADEMIC PLACEMENT
A great deal of thought goes into the placement of students in their next year's classrooms. Many factors are considered; learning styles, social, cultural, behavior, etc. We conscientiously work to find the best placement for each student. The principal, guidance counselor, and teachers are all involved in ensuring an appropriate placement. If you have certain concerns about your child’s placement please contact the principal.  The students find out their next years placement at the end of the current school year. 

13. OTHER REQUIREMENTS
13.1. PHYSICAL EDUCATION REQUIREMENTS

Sneakers are required for participation in physical education classes. If a student needs to be excused from gym, a one-day only excuse may be approved with a note from the parent. A doctor's note is required for a long-term excuse. The children have one gym class per week for a total of one hour. 

13.2. ART REQUIREMENT

All students in grades 1-5 and the full-day kindergarten receive one hour of art instruction per week. The half-day kindergarten receives one half-hour per week. Students in grades Kindergarten through 3 are requested to bring in cover-ups (smocks, old shirts, aprons, etc.) for use during Art. This request is optional in grades 4-5. 

13.3. MUSIC REQUIREMENT

All students in grades 1-5 and the full-day kindergarten receive one hour of music instruction per week. The half-day kindergarten receives one half-hour per week. In addition to this requirement, in the third grade, all students are introduced to the recorder during the regular music class.

14. SCHOOL HEALTH SERVICES
14.1. SCHOOL NURSE and HEALTH REQUIREMENTS

Parents are strongly encouraged to communicate any health concerns and developments to the school nurse.  The school nurse can assist the student and consult with the staff to help in maintaining wellness for optimum learning in school.  The school nurse is a member of the school’s emergency response team.  She is also part of the evaluation team who provide input into the development of Individualized Education Plans for students with special needs. 

Please visit the District Website (see Appendix) for more information on this topic.

14.2. HEALTH RECORDS
The following records must be provided to the nurse:

·  IMMUNIZATIONS – All immunizations are required to be on file and must be up to date when children enter Kindergarten. 

· PHYSICAL EXAMS – Physical Exams are required to be on file for all new students, kindergarteners, and 4th graders.

· SPECIALIST REPORTS – All specialists’ reports need to be on file. 
14.3. EMERGENCY/DAILY ISSUES
If your child gets hurt at school,

· The nurse will providing injury assessments and routine and emergency first aid.

·  The parents will be called by the nurse to inform them of the injury. 

· Non-prescription medications (over the counter) might be provided for pain (see below).

Non-prescription medications- A form will be sent home at the beginning of each year to ask your permission to administer over the counter medications (Tylenol, Ibuprofen, and Claritin) to your child, when needed, during the school day. You must fill this out and return it, before any over the counter medication can be given to your child by the nurse. 

14.4. MEDICATIONS, TESTING and MEDICAL PROCEDURES

· Elementary Students are not allowed to carry medication on their person; this includes inhalers and/or epi-pens.

· Medication must be brought to the school nurse, by a responsible adult, in the original pharmacy labeled bottle. Also a doctor’s order and a parent’s consent form must accompany the medication.  The licensed provider's order shall be renewed as necessary, including the beginning of each academic year. 

· The school nurse will be responsible for determining whether the medication to be dispensed falls within the parameters of this policy. A registered nurse shall carry out administration of medication. 

· Narcotics will not be kept in school. Any student requiring narcotics should remain at home. 

· Procedures such as gastronomy feedings, catheter care and blood sugar testing are done for students that require them in order for them to attend school. The nurse will work out a schedule with you and the child for when the procedures will be done during the school day. Parents need to bring in all supplies needed for these procedures. 
14.5. SCREENINGS

The School Nurse must perform a number of state mandated screenings. These screenings provide an invaluable means for early detection of potentially serious medical conditions.  The nurse will provide a written notification to families if results suggest further evaluation or testing is needed. 

· HEARING screening is done for students in all grades (K-5).

· VISION screening is done for students in all grades (K-5).  If a child wears glasses, it is important that the glasses are worn to the screening. 

· SCOLIOSIS screening is done for children in grade 5. You will receive a notice prior to the screening. 

14.6. ALLERGIES

We have a number of children with life threatening food allergies at Hemenway School. Most food allergies involve various nuts, peanuts, fruit and fish. The composition of nuts allows for rapid transmission of life threatening allergens through the air. 

· We have peanut free tables available in the cafeteria. We also put notices outside of a classroom if a child has peanut allergies in that classroom. 

· Please check with teachers before sending snacks into the classroom. 
· On certain occasions, lunches are eaten in an enclosed area (classroom or fieldtrips). We ask your cooperation by not sending in lunches with peanuts, peanut butter, or other nut products at those times for those classrooms that have children with food allergies. 
14.7. COMMUNICABLE DISEASES

The School Nurse will provide illness assessment when students show symptoms of a contagious disease. The School Nurse will help to make them as comfortable as possible and contact a family member. Certain infectious diseases have to be reported to the Massachusetts Department of Public Health.






· STREP THROAT -Students who have had a culture for strep throat must remain at home until the culture results are know. If strep is diagnosed, student must be on medication for 24 hours before returning to school. 
· CONJUNCTIVITIS -Since this is easily spread in the school setting, students must remain home on medication for 24 hours before returning to school. 
· PEDICULOSIS - Pediculosis, or head lice, can be a recurrent problem if we do not work together to resolve it. Parents should routinely check their children's hair for any evidence of head lice. In addition, the school nurse checks all students early in the year. The Nurse will report any positive results to the child’s parents and the school.   Any student with head lice must be sent home for treatment. The child CAN NOT return to school until the child’s head is NIT FREE. On the day the child returns to school, the nurse needs to check the child’s head that morning.   If any NITS are found, the child must return home.
Remember the treatments kills the live lice, but you must also comb through your child’s hair (with a special comb) to get all of the NITS (or eggs). The treatment does not necessarily kill the eggs.  Remind your child not to share hats, combs, brushes and any items, which might go on or over the head. 


· FEVER -Fever above 99.9 degrees is an indication that a student is contagious. To avoid spreading illness, students should remain at home until they are fever-free for 24 hours. 
· DIARRHEA/VOMITING - A child with diarrhea and/or vomiting should stay at  home and return to school only after being symptom-free for 24 hours.
· RASHES.  -Common infectious diseases with rashes are most contagious in the early stages.  A child with a suspicious rash should return to school only after a health care provider has made a diagnosis and authorized the child's return to school.
14.8.  ILLNESS

When we approach the winter season of illnesses, colds and flu we find a number of students come to school with a variety of symptoms, reactions and complaints. These children must be sent home for their own recovery and to decrease exposure to other students. When your child has severe cold symptoms with cough, sore throat, a fever, a rash, or acute gastro-intestinal complaints it is best to keep him/her home to rest and recover.

15. SCHOOL SERCIVES AND PROGRAMS
15.1. GUIDANCE, SOCIAL WORK  and PSYCHOLOGY SERVICES
These services are provided from pre-school through grade 12. Many of the staff are bilingual and provide services in Spanish or Portuguese. 

Please visit the District Website (see Appendix) for information on this topic. You will find information on the following topics along with additional information. 

· What are the roles of Guidance Counselors, Social Workers and Psychologists in Framingham Public Schools?

· Guidance, Social Work and Psychology Programs in the Schools: includes info on Open Circle, Personal Safety, Ropes Program and dealing with such issues as bullying. 

· Tips for Parents .

· Student Centered Groups. 
15.2. SAGE- GIFTED and TALENTED PROGRAM

The goal of Sage is to provide different experiences in learning and to incorporate thinking skills (i.e. critical and creative thinking) into curriculum. 

Please visit the District Website (see Appendix) for information on this topic. You will find information on the following topics along with additional information. 

· Resource Pullout

· Classroom Integration
15.3. SPECIAL EDUCATION PROGRAMS AND CLASSROOMS

 Framingham Public Schools is committed to the goal of providing an appropriate education for students with needs in the least restrictive environment. . State and federal special education laws and regulations, namely The Individuals with Disabilities Education Act (IDEA), govern the referral, evaluation and placement procedures.
Please visit the District Website (see Appendix) for information on this topic. You will find information on the following topics along with additional information. 

· Inclusion Specialist /Resource Rooms

· Co-Taught Inclusion Classrooms
· Substantially Separate Classrooms
· Related Services – Occupation Therapy, Physical Therapy,  Adaptive Physical Therapy, Speech/Language services, vision and orientation and mobility. 
· Bilingual Special Education  Services 
Hemenway currently has Co-Taught Inclusion classrooms at every grade level and 4 Substantially Separate Classrooms. There are also Service Providers for all the services listed above. 
15.4. LITERACY SERVICES 
The primary role of the Literacy Specialist is to facilitate implementation of a consistent building-wide English Language Arts (ELA) curriculum.  The ELA curriculum encompasses reading, phonics, spelling, vocabulary and writing programs. The Literacy Specialist provides modeling, planning, observation, feedback and data analysis of district and state mandated literacy assessments to all classroom teachers.  The Literacy Specialist provides diagnostic assessment information on the strengths and needs of students who are referred and may provide targeted, short-term direct instruction to these students as indicated by the assessment results.  The Literacy Specialist also provides professional development at Hemenway and for the district.

16. PARENT PARTICIPATION
16.1. CORI REPORTS

Pursuant to M.G.L. Chapter 71, Section 38R, ALL persons in the school, employees and volunteers, must have criminal offender record information (CORI) report on file with the school. A CORI report provides information to the Director of Human Resources and the Principal about any arrests and convictions that have occurred in Massachusetts. The information is kept confidential and will be disclosed to no one and needs to be updated every 2 years a copy of your license is required. You can find a copy of the Cori form on our Hemenway PTO Website (see Appendix). 

16.2. CLASSROOM VISITS

We understand that you care deeply about your child's education and find it interesting to visit the classrooms. However, when visiting a classroom, you should understand that normal classroom activity must be continued and that the teacher's primary obligation is with the students. Although we enjoy visitors, and appreciate your support, we request that you: 

· Check with the classroom teacher. 

· Make an appointment with the classroom teacher. 

· Stop at the office, prior to your visit, for a visitor's pass. 

· Please leave siblings at home.
16.3. VOLUNTEER TO HELP WITH YOUR CHILD’S CLASS 

You have talents and skills that could enrich your child's educational experience and we need your help to ensure we are the best we can be. There are opportunities for you to assist before, during or after school, or in the evenings, at home You'll see many opportunities to be an extra pair of hands in your, or another child's classroom.

Parents play a large part in supporting teachers in the classrooms.  Volunteers are needed to help teachers run centers in the classrooms to help a group work with math or reading, with science projects or in class computers.  Other choices may involve helping a child select a book in the library.  You can be trained to work as a computer lab monitor, a library volunteer or you can help students discover new authors in our Author Presentation Program or even help in the Art room for your child’s class ... the list is endless! 

Each parent has an opportunity to participate through a detailed volunteer sign up that is distributed by the PTO at the start of each calendar year.  Please fill out the sign up sheet and send it back to your child’s teacher. Each individual teacher determines what his/her needs are in the classroom, and then contacts the parents accordingly.  If you would like more information, please contact one of PTO officers. 

16.4. PARENT-TEACHER ORGANIZATION (PTO) 
The Parent-Teacher Organization at Hemenway is an active group of interested people who work hard each year to provide enrichment to the school community. The cooperative efforts of parents and teachers have brought special opportunities and enriching programs to our children.

The PTO supports the school by 

· Providing cultural events for the children. These have included lively and instructional presentations in science, adventure, music, history, theater and dance, and author visits. 
· Purchasing science/math materials, projectors, computers, state of the art classroom technology, Lego small machines kits, and additional Lucy Caulkins Reading Program kits.  

· Purchasing new books for the library to update current selections and provide a challenging variety of books for all the students. 

· Raising money and physically building a beautiful new handicap accessible playground for our school in 2005. 

· Furthering the education of our teachers via books or classes.

Services provided by the PTO to build a sense of community include 

· Scholarships, relief funds and support for our local shelters. 

· A Hemenway Directory is published each year which includes names and addresses of all families to enable and encourage parents to contact one another and to assist in children being able to contact their friends from school. 

· Parents plan and distribute important information to families each Friday.

· Information is also communicated via a weekly email loop. 

· At the start of the new school year, a free New Family Welcome breakfast is held to provide a meet and greet opportunity with their peers as well as with the PTO Board and Dr. Burke.  

· Incoming kindergarteners will receive information about kindergarten play dates that are held during the month of August. These play dates provide an opportunity for the children to meet and play with children that will be in their class in September, as well as for parents to meet each other.   

· During the school year, the PTO organizes and runs free family focused  events that  have included a Game Night, Book Bingo, Dr. Seuss’ Birthday Celebration.
All of these terrific programs require money. Fundraising, therefore, is an important function of the PTO. Funds are raised through an annual gift wrap/giftware sale, school picture days, the Scholastic Book Fair,  a school wide Variety Show,  auctions, and a fun family oriented school-wide fair held in the spring.  

The PTO has worked hard in recent years to bring in grant money, and other opportunities for “free money” to supplement the PTO budget. Programs, which support the school at no cost to parents, include:
· Box Tops for Education, Target Red Card Rewards Program, Staples and Office Depot, Got Books Collection Bin, the collection of ink cartridges from inkjet and laser printers, and a gift card purchasing program that gives a percentage of purchases back to the school.

Every parent/guardian of an enrolled Hemenway student is part of the PTO.  There are no membership fees. We welcome and encourage every family to participate at PTO meetings and to support PTO programs. 

16.5. VOLUNTEER TO HELP ON A PTO COMMITTE 
Parents are a vital part of the committees, which plan/organize and run the fundraisers and events. At the start of each school year, all parents will be given the opportunity to volunteer on the various committees as either coordinators or helpers.    The PTO will distribute a detailed volunteer sign up sheet.  Please fill out the sign up sheet and send it back to the school.  If you would like more information on a committee or event or didn’t get a chance to sign up,  please contact one of the coordinators or one  of the PTO officers.  

Please see the Hemenway PTO Website (see Appendix) for coordinator names and various PTO committees along with the PTO officers’ email addresses. 

16.6. SCHOOL ADVISORY COUNCIL
The School Advisory Council (SAC) is a group of parents and teachers that assist the principal in developing and implementing a School Improvement Plan. The plan is comprised of goals that steer the direction of the school and is presented to and approved by the School Committee. The council may take on additional responsibilities, including policy making, as granted by the School Committee. (A current School Improvement Plan and listing of the SAC members can be found on the Hemenway Website – see Appendix). 

17. SPECIAL INFORMATION
17.1. CLASSROOM PARTIES

Parties are given only with teacher planning and permission. If serving refreshments, please send only the quantity requested, in individual portions. We have a number of children with life threatening allergies. Please check with your teacher before sending in snacks. 

17.2. PARTY INVITATIONS

In order to avoid any hurt feelings, it is school policy that party invitations be sent through USPS mail or emails,  not handed out at school. The Right to Privacy Act and School Committee policy prevents us from giving out address and telephone numbers. However, most families list their information in our Hemenway Directory.

17.3. BOOKS, ELECTRONICS AND BELONGINGS

Students are encouraged to use backpacks, etc., to transport books and personal belongings. Please discourage children from bringing much-loved or special items to school as accidents do happen and the school cannot assume responsibility for these things. NO TRADING CARDS OR ELECTRONIC GAMING DEVICES, OF ANY KIND, SHOULD BE BROUGHT TO SCHOOL. 

17.4. LOST AND FOUND

Any article or item of personal property found on school grounds by students or teaching staff will be sent to the lost and found area (in Lobby near cafeteria entrance)  to be claimed by their rightful owners. Items such as jewelry, glasses, money or keys will be kept in the office. At certain times during the year, the items that are not picked up will be sent to a charity.

17.5.  SCHOOL PICTURES

Each fall the PTO arranges a School Picture Day. Approximately three weeks are needed for developing and shipping the pictures back to Hemenway. Individual and classroom pictures are taken at this time. A notice will be sent home, informing you of when Picture Day is.  

17.6. NOTICES - FRIDAY FOLDERS

Every Friday, a Hemenway folder will come home with the youngest child in each family. It will contain flyers and informative notices. Please review the contents, and send back  the empty folder on Monday. Do not send notes to Teachers in the Hemenway folder, they do not open the folders when they come in. 

17.7.  FOOD SERVICES

Students in full-day Kindergarten and grades 1 - 5 may bring a lunch or buy one at school. Students bringing lunch may purchase fruit or milk - whole, skim or chocolate. Frozen treats is also available at an additional cost. School meals can also be obtained at a reduced price, or free, providing the eligibility requirements are met and an application is approved. Letters are sent to households with all the needed information at the opening of the new school year or at the time of enrollment.  The lunch prices and monthly lunch menu can be found on the School District website. (See Appendix) 

     The Framingham Public Schools Food Service Department provides parents with a convenient, easy and secure online prepayment service to deposit money into your child's school meal account at any time.  If you have any questions about these services, please feel free to contact the Framingham Schools Food Service Department (See Appendix for phone number and website).

17.8.  E-MAIL LOOP
The e-mail loop is sent out weekly and is filled with important school information.  Please contact the current PTO president to get on the e-mail loop.

17.9. HEMENWAY WEBSITE
The Hemenway Website(see Appendix) is a great tool for the whole school community to use.  It has upcoming evens posted for the school and community.  On the front page are links to activities and classroom sites. Many teachers post newsletters, field trip permission slips and project details. There are often homework assignments, spelling lists and classroom information.

17.10. HEMENWAY PTO WEBSITE
            All PTO events, announcements and minutes are posted on the website (see Appendix).  You can also find the PTO officers’ names and email addresses, PTO activities and fundraisers, along with the coordinators names for each of these, and much more.

17.11.   SCHOOL LIBRARY
The school library has books for everyone including picture books, "Just Right Books" for new readers, up to date juvenile fiction and a great selection of non-fiction titles for classroom projects. Families can access the Family Resource Collection for parenting books and Hemenway teachers will find materials that support the curriculum.

· Students will have library the same day every other week. 
· All library books are due every other week on the scheduled classroom day. 
· If a book is forgotten, it should come back the very next day. 
· If a book is lost or damaged, the Library Assistant will send home a statement for reimbursement.   
· All books are the property of the school system. 
· Parent volunteers are a vital resource to help with shelving books.
17.12.   CELL PHONES
Children are allowed to have cell phones turned off and in their backpacks. They may not use them in school or on the school buses. We do not want children calling or texting during the school day; we have phones in the office if students need to contact parents (for emergency situations) or vice versa. We do not want phones out on the buses. We can not control for cameras, bullying etc. Bus drivers have NEXTELS for emergencies. 

In very rare instances, phone use is appropriate. Students may need to use their phones if they get to their bus stop or home and no one is there. Phone use also would be fine is a student finds himself on a bus during a snowstorm or traffic jam that causes a long bus delay and s/he wants to give a call to waiting parents .  Children who use their phones responsibly should have no problem.

17.13.   PLAYGROUND
The Hemenway Playground is a public playground. The playground is handicap accessible.  There are basketball courts behind the school along with a huge field for the kids to play in.    At the beginning of the school year the, PE teacher will go over 
the playground rules with all of the children.   One rule, for safety reasons, is that the monkey bars, zip line, and umbrellas are for kids in third grade and up.

 Access to the playground, by the public, can only be during non-school hours. (School hours are 9:10-3:10).   
APPENDIX
A.1  Important Names and Numbers

	Hemenway School 
	Main Number (8am to 4pm)

Fax 
	508-626-9150

508-877-2262

	Hemenway School 
	Absent or Tardy line (4pm to 8:30am)
	508-626-9149

	Hemenway School
	Nurse 
	508-788-9276

	Dr. Steven Hiersche
	Superintendent of Schools
	508-626-9117

	Town of Framingham 
	School Cancellation Info Number
	508-626-9118

	Anna Cross
	Director of Family Support Programs
	508-424-3420

	Brendan Ryan
	Director of Framingham Food Services
	508-626-9109

	Diane Modest
	Gifted and Talented (Sage) Dept. Head K – 12  
	508-626-9134

	Pam Kaufman
	Director of Special Education
	508-424-3458

	Rick Gallagher
	Director of Transportation
	508-626-9179

	Danielle Recinos
	YMCA Out of School Program Director
	508-879-4420 x42


A full list of District Staff names, organizations and numbers can be found on  

http://www.framingham.k12.ma.us/centralstaff.cfm 

A.2 Websites 

	Framingham School District
	www.framingham.k12.ma.us

	Hemenway School 
	www.framingham.k12.ma.us/hemenway.cfm

	Hemenway School PTO
	www.hempto.org

	District Special Education 
	www.framingham.k12.ma.us/sped_programs_elementary.cfm

	Framingham Special Education Parents Advisory Council
	www.f-sepac.org


	District Food Service 

(find menus for the month)
	www.framingham.k12.ma.us/foodservice.cfm

	District Food Service- online payment program 

Sign up, make payments, and monitor funds.
	www.framingham.k12.ma.us/foodservice_onlinepayment.cfm
www.mynutrikids.com

	District Guidance, Social Work and Psychology
	www.framingham.k12.ma.us/guidance.cfm

	District Health Services
	www.framingham.k12.ma.us/health.cfm

	Sage- Gifted and Talented Program
	www.framingham.k12.ma.us/gifted_talented_programming.cfm

	Town of Framingham
	www.framingham.com

	YMCA
	www.metrowestymca.org


A.3 School Cancellation Radio Stations 

  

WBZ -1030 AM Boston 

  
WSRO-1470 AM Marlborough 



WROR-105.7 FM Boston 


WTAG-580 AM Worcester 



WSRS-96.1 FM Worcester 

WBUR-90.9 FM Boston 



WXLO-104.5 FM Worcester 

Channels 4, 5, 7, Fox 25, WB 56 


A.4  Before/After School Program- Provided by YMCA

The Metrowest YMCA’s Out-of-School Time program allows children to be social, to feel empowered and participate in hands-on learning activities.  Through their programs, young people have opportunities to test themselves through action and performance, which enables their brains to mature and help them learn how to solve problems, make sound judgments and try on broader responsibilities.  By participating in a large variety of engaging activities that support all areas of development, children will be more successful academically.  The YMCA programs provide safe and reliable environments for kids to select and develop new interests….while they have fun!! 

Extended day programming is available for children in full-day kindergarten through 5th grade at six Framingham Elementary Schools: Barbieri, Brophy, Dunning, Hemenway, McCarthy, and Potter Rd.  We work with families from other schools to find transportation to one of our existing sites.  Each location offers snacks, supervised homework periods, physical activities and a variety of enrichment programs.  

The YMCA builds strong kids by focusing on:

Variety: A wide array of activities are delivered by trained staff members.

Social Skills:  Elementary school is a social environment in which kids learn chiefly through interactions with peer and teachers.  We help kids develop and practice “getting along”. 

Emotional Development:  Several studies link future success to a child’s ability to deal with daily challenges and “tune in” to others.  At the YMCA, we work to build self esteem and self concept in all programs.  

Nutrition: We serve healthy snacks to build strong bodies.

Physical Activity:  In the face of a growing youth obesity epidemic, the YMCA engages children in health and enhancing physical activities on a regular basis.  

Partnerships:  The YMCA maintains relationships with Framingham Public Schools and other youth development partners so that we can help all children reach their highest potential.  

Contact: Danielle Recinos at 508-879-4420 x42.    www.metrowestymca.org
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Core Beliefs of the Framingham Public Schools

Learning is the central purpose of schools


For Framingham, this means that:
· All students can learn.
· Learning is an active, not passive activity.
· The purpose of assessment is to improve instruction.
· All decisions are made to further the academic success of every student.
· Professional conversations/meetings focus on instructional topics.
Human differences are to be respected


For Framingham, this means that:
· Each person will be made to feel valued, respected and safe within the Framingham school community.
· Understanding and respect for diversity is an integral part of the district’s program of studies.
· The staff of the Framingham schools will reflect the diversity of our community.
· The schools of Framingham will reflect the diversity of our community.
Collegiality and professionalism characterize the school community


For Framingham, this means that:
· Frequent, continuous, concrete and precise talk about teaching between teachers.*
· Teachers plan, prepare, and evaluate teaching materials together.*
· Teachers teach each other about the practice of teaching.*
· Everyone in the Framingham school community will be actively engaged in professional growth through reflective study and professional evaluation.
· Schools actively engage parents/guardians in the child’s education.
Individuals are responsible for their behavior and decisions


For Framingham, this means that:
· Each individual is responsible for modeling behaviors consistent with the core beliefs of the district.
· Each individual is accountable for creating a positive and safe learning environment.
· Each individual accepts responsibility for his/her decisions.
· Professional growth is achieved through identifying personal goals, taking appropriate actions and evaluating the results of these actions.
*Courtesy of Judith Warren Little, University of California
Non-Discrimination Statement
The Framingham School Committee is committed to a policy of nondiscrimination in relation to race, national origin, religion, gender, age, sexual orientation, or recognized disabilities. In keeping with the requirements of Federal and State laws, the Framingham School district strives to remove any vestige of discrimination in employment, assignment, and promotion of personnel; in educational opportunities and services offered students; in their assignment to schools and classes; and in their discipline; in location and use of facilities; and in educational offerings and materials. The Framingham School Committee encourages its staff to improve human relations within the schools, and to establish channels through which citizens can communicate their concerns to the administration.
Bullying 
The Massachusetts Bullying Prevention and Intervention Law Chapter 92 of the Acts of 2010 (an Act Relative to Bullying in Schools) was signed into law on May 3, 2010.  It requires that school leaders create and implement strategies to prevent and address bullying. The safety and well being of all students is a serious concern for school personnel as well as members of the larger community.  Incidents of bullying and harassment will not be tolerated by Framingham Public Schools. 
Bullying is defined as:
· Repeated Conduct
· Physical or emotional harm or
· Damage to a victim’s property
· Hostile environment at school for the victim;
· Infringes on the rights
· Materially and substantially disrupts the education process or the orderly operation of a school 
Off- school grounds bullying may be dealt with at school when:
· If it creates a hostile environment at school for the victim or 
· Materially and substantially disrupts the education process or the orderly operation of the school
Bullying is unacceptable in the school and will be dealt with on a case by case basis. Students will be informed at the beginning of the school year about anti-bullying behavior and how they are expected to conduct themselves. Teachers and adults in the building will report any bullying activities to the administration when it is observed. All bullying behavior will be dealt with and a log discussing the incident and follow-up meetings will be recorded. Discipline or intervention actions may be taken with the aggressors and parents will be notified.
What is bullying?
1. The behavior must be repeated. If a behavior occurs only once, 
     it may constitute harassment, but it is not bullying.
2. The behavior must be unwanted, offensive, threatening, insulting, 
     humiliating, or causes the target to feel so stressed, injured or threatened that 
     it interferes with is/her educational performance.
3. There must be an imbalance of power between the victim and the aggressor.
    “Bullying” is a systematically or chronically inflicting physical hurt or   
     psychological distress on one or more students or employees. 
Bullying may involve but is not limited to:
1. unwanted teasing
2. threatening/intimidating behavior
3. stalking or cyberstalking
4. cyberbullying
5. physical violence
6. theft or destruction of school or personal property
7. sexual, religious, or racial harassment
8. public humiliation
9. social exclusion, including incitement and or coercion
10. rumor or spreading of falsehoods
Here are some differences between bullying and other forms of conflict:
	Rough Play
	Fighting
	Bullying

	Usually friends often will do the same things again
	Usually not friends, Typically actions not repeated
	Not friends but actions will be repeated 

	Power not an immediate issue
	Power close to equal
	Power is not equal

	Not about hurting
	Trying to hurt each other
	Bullying is trying to hurt, humiliate

	Effect is friendly, mutual
	Effect is negative, angry
	Effect varies between victim and bully


How do I file a report of bullying?
There are several methods for reporting suspected bullying incidents:
· Contact your school by phone and report it to school personnel
· Make a report in person or complete the Incident Report Form online at www.framingham.k12.ma.us 
What happens next?
· Administrators will acknowledge receipt of your report
· A preliminary review of the incident may be conducted to determine need for the investigation
· If warranted, an investigation will be conducted and completed
· Parents of the target and the aggressor will be notified of the results and the school will take appropriate action
Resources about Bullying:
www.framingham.k12.ma.us for Framingham Bullying Prevention and Intervention Plan
http://webhost.bridgew.edu/marc/ Massachusetts Aggression Reduction Center at Bridgewater State College
http://www.doe.mass.edu/  Massachusetts Department of Elementary and Secondary Education
School Health Services
School nurses promote the health and well being of every student in Framingham Public Schools by providing high quality nursing care in each school during school hours. All school health programs and requirements stated below comply with state and federal laws, Massachusetts Department of Public Health regulations, and Framingham Public Schools policies which are available from your school nurse or can be accessed on the School Health Services website.
Immunizations
To attend Framingham Public Schools, all students in grades Pre-K-12 must be fully immunized. Official documentation of required immunizations must be provided to your school nurse before your child can begin school at any age. Your school nurse can provide you with a list of required immunizations or you can find it on the School Health Services website. 
Only medical and religious exemptions from immunization requirements are acceptable. If there are medical reasons why your child has not been immunized, a statement from your healthcare provider must be provided to your school nurse. Please state a religious exemption in writing to your school nurse.
Physical Examinations
Every student in Framingham Public Schools must provide documentation of a physical examination performed by a healthcare provider, conducted within 12 months prior to entry to school or within 30 days after school entry. Students must also provide documentation of physical examinations in kindergarten, Grades 1, 4, 7, and 10. 

School Health Screenings
· Vision and Hearing Screening:  
All students receive regular vision and hearing screenings. Your school nurse will notify you with any concerns or abnormal findings and refer your child to your healthcare provider for further evaluation.
· Postural Screening: 
Postural screening, to assess for scoliosis and/or early signs of spinal problems, is conducted annually for all students in grades 5-9.  Your school nurse will notify you with any concerns or abnormal findings and refer your child to your healthcare provider for further evaluation. You may waive your child’s postural screening by stating your preference in writing to your school nurse.
· Body Mass Index (BMI) Screening: 
Schools are required to measure height and weight of students in grades 1,4,7, and 10 and use those figures to calculate each student’s BMI. Your school nurse will provide you with a confidential report of your child’s BMI. You may waive your child’s BMI screening by stating your preference in writing to your school nurse.
 
Medication Policy
Prescription medication may be given in school only after the school nurse receives written orders from the student's healthcare provider/dentist and signed consent from the parent/guardian. New medication orders are required at the start of the school year and expire at the end of each school year. Only medications in original prescription containers, currently prescribed by a physician and brought to the nurse’s office by a parent or other adult, will be given at school. All medications taken during the school day must be stored in the Nurse’s office and be picked up by a parent/guardian before the close of the school year. Any medications that are not picked up by the close of school will be destroyed.
Under certain circumstances, in consultation with the school nurse, a student may self-administer asthma inhalers, insulin, or Epi-pens® during the school day. Contact your school nurse for more information.
.

Over the counter (OTC) medications including Advil, Tylenol, etc. can be given during the school day after the parent/guardian completes an OTC medication permission form available on the School Health Services website or from your school nurse. The form must be completed each school year. 
Students with Special Health Care Needs
Families are strongly encouraged to communicate any student health concerns to the school nurse. If your child has asthma, allergies, diabetes, seizures, attention deficit disorder, or any other medical or mental health issue requiring special health services during school hours and/or is assisted by medical technology, please meet with your school nurse prior to school entry. 
 School Attendance 
Daily attendance in school is mandatory by law. Parents and guardians are legally responsible for the daily attendance of children under their care. Every effort should be made to keep absenteeism to a minimum. Children who are not in school cannot benefit from the daily instruction that will ensure their academic success. Framingham Public Schools abide by Chapter 76, Sections 1 and 2 of the Massachusetts General Laws. Cases of chronic or habitual truancy will be reported to the Supervisor of Attendance who has the authority to file a criminal complaint in court against the responsible parent and/or guardian. 
Parents/Guardians may excuse students for reasons of illness a maximum of 5 school days per year. After the 5th absence students will be marked as unexcused unless a doctor’s note is provided to the school nurse.
The following reasons only shall be considered Excused Absences:
· Religious holiday or Observance
· Illness or Injury accompanies by a doctors note after 5th day
· Death of a family member
· Visit to another educational setting
· Medical or Dental appointment accompanied by a doctors note
· Court appearance
The following example shall be considered Unexcused Absences:
· All Vacations occurring during the school day
· Transportation problems (missing the bus)
· 5 or more sick days without a doctors note
· No notification of absence to the school by the parent or guardian
· Delay in obtaining immunizations
Transportation Procedures
School bus transportation is a privilege rather than a right.  As such, students are to conduct themselves properly on the bus.  Students will be transported to and from a designated bus stop.
Please note: Kindergarten students will not be dropped off at a bus stop unless there is an adult waiting to receive them. If an adult is not present children will be returned to their assigned school and parent/guardians will be notified. Repeated offenses may result in the loss of bus transportation privileges and parent/guardians will be responsible for transporting their children to school.  
Student misconduct will result in the following consequences:
· First offense in which a student’s conduct interferes with the safe operation of the bus or causes damage will result in a conference will be arranged with the student, parents, driver and principal, at which time the parents/guardians and student will be notified in writing that future incidents will result in the loss of privileges.  
· Second offense -  3-day suspension of busing privileges; 
· Third offense     - up to 10 day suspension of bus privileges 
· Fourth offense   - up to 20 day suspension of bus privileges 
· Fifth offense      - bus privileges suspended for up to the rest of the school year.  
Parents have the option of requesting a hearing with the driver and principal regarding any discipline report about their student.  The principal may require a parent conference for any student reported for bus discipline infractions.  
(See policy JFCC for complete policy.) 
Student Suspension, Exclusion and Expulsion
It is the policy of the Framingham School Committee to insure that an environment exists within each of the schools that is safe, orderly, and respectful towards all students, staff and visitors. The School Committee believes that a productive, positive, learning environment requires that disciplinary procedures be uniformly and fairly applied. The Discipline Policy which follows provides authority to impose three distinct forms of discipline on an escalating scale— suspension, exclusion, and permanent expulsion.  
Depending upon the nature and severity of the offense committed, these disciplinary sanctions may be imposed subject to the observance of certain due process hearing rights as defined in the policy.  The School Committee intends that the Framingham Public Schools be safe, and intends that the administration and school principals be given the full range of authority to prevent, address, and punish school-related violence and other behavior that is not conducive with attendance in a public school.
A.  SUSPENSION
Purpose and Rationale


a. The suspension of any student shall be used as a disciplinary measure only in the case of a serious offense upon the part of the pupil, or when, in the opinion of the principal, a continuum of offenses makes it necessary to use this kind of action.

Suspension is a next to last resort in seeking modification of student behavior.  It is an interruption in the student’s education, less in severity only to permanent expulsion by School Committee action.

Every administrative effort should be exerted to keep the student in school.  Suspension should be invoked only when it will clearly serve to assist the student in further understanding the effect of his/her behavior on his/her education and/or the education of others.

b. The duration of each suspension should be strictly limited to a period of time relevant to the correction of the student’s behavior.

Suspension is at no time to be construed as strictly a punitive measure.  Any exercise of student suspension in a manner which is arbitrary or capricious is to be avoided as a professional responsibility.

c. The suspension of a special needs student must be consistent with the regulations described in Policy JG.
2.
No suspension shall exceed three (3) consecutive school days unless the Superintendent or his/her designee has granted prior approval for said action.
       3.   In suspension cases, the applicable procedure as noted    
             below shall be used:                                                                                                                     
     
    a.     No suspension shall be invoked unless the student involved is personally advised of the specific nature 



of the offense and is provided an opportunity to present his/her views of the incident.

If there is, in the opinion of the principal or vice-principal, a discrepancy in the accounts of what constituted the incident or if suspension is for offense which might lead to court action, or consideration of expulsion, or is otherwise of an unusually serious 
nature, the parent should be advised immediately of the student's right to a formal hearing at the school level.
At such hearing, the student may, if he or she chooses, be represented by counsel and may present evidence on his/her own behalf.  At the conclusion of such formal hearing, the student and the parent shall be advised of the student's right of appeal to the office of the Superintendent of Schools.
b.
It shall be the responsibility of the School Administrator that, prior to suspension being imposed, the student shall be fully aware of the school rules which have been violated and, insofar as possible, have a full understanding of the expectation of the school as to his/her conduct and the reasons underlying the expectation.  For this reason, it is expected that rules of student behavior shall be made known to all students on an annual basis.
c.
Before sending a pupil out of the school building, the parent or guardian shall be notified by telephone that this is being done, or
           d.         If the parent or guardian cannot be reached by telephone, the
                       student shall be kept in the school office until dismissal time.
           e.      If a suspended student is disrupting the school process, in a    
                     situation where the parent or guardian cannot be reached by 
                     telephone, the police should be called to escort this student out 
                     the building and to his/her home.
            f.      In all suspension cases, a letter shall be sent by the principal or vice-
                  principal to the parent or guardian that the pupil will not be reinstated
                  until a satisfactory parent-school conference has been held.
  
        Furthermore, a copy of this letter of notification will be sent to the
 
       Superintendent and Supervisor of Attendance.  Where necessary, 
                  such letters shall be translated into the native language of the parent.
                  It is  anticipated that the Guidance Department will exercise a  
                  supportive role in any conference  involved in the suspension 
  

       process.
           g.    A student shall have the opportunity to make up assignments and 
                   tests missed during a period of suspension. The initiative in 
                   making such arrangements rests with the student.
          Note:  It is not expected that exclusion or permanent expulsion
                     will be used at the elementary level.
Framingham Public Schools Network Student Acceptable Use Policy Guidelines
1.
Educational Objectives
1.1.
The purpose of the Framingham Public Schools Network (FPSNET) is to facilitate communications in support of student education, staff professional development, and education research.  Use of FPSNET must be in support of the educational objectives of the Framingham Public Schools.
2.
Terms and Definitions
2.1.
 FPSNET refers to the Framingham Public Schools Network (fpsnet.net and fpsnet.org) and all associated resources.  This includes, but is not limited to: workstations and peripherals, printers, network infrastructure, operating systems, software applications, domain structures, user accounts, e-mail, and Internet access.
2.2.
User refers to any student or staff member with an FPSNET account or anyone else provided access to resources associated with FPSNET.
2.3.
This policy applies to all FPSNET users, and to the use of FPSNET and all associated resources whether or not they are connected to the network or physically on school property, and any device that is not the property of the Framingham Public Schools but is used to connect to FPSNET or any of its resources.
3.
Privilege vs. Right
3.1.
Access to FPSNET is a privilege, not a right.  Use of FPSNET requires the user to take full responsibility for his or her actions.  Inappropriate use might result in cancellation of this privilege or more serious penalties as stated in Section 7 of this document.
4.
Privacy
4.1.
In order to protect student’s schoolwork, user folders and e-mail boxes carry individualized security that protects from any account, other than the specific user’s or a network administrator’s, gaining access. To 
4.2 There is no expressed or implied level of privacy regarding the content of student user folders, email boxes, or any other use of the FPSNET and associated resources.
4.3.
The Office of Technology monitors network activity and stored content on a regular basis and reserves the right to take those actions necessary to maintain the operational integrity of FPSNET and its resources.
5.
Appropriate Network Activity
5.1.
Activities in support of the Educational Objectives as stated in Section 1, and that do not violate other school or district policies, are acceptable and appropriate.
5.2.
Responsible users: 1) know they are part of a larger, global community and their actions reflect upon themselves and their school; 2) use resources efficiently and under proper supervision by staff; and 3) understand prompt reporting of technical problems, or inappropriate behavior, to a supervising staff member benefits all users by maintaining the functional integrity of FPSNET and associated resources.
Inappropriate Network Activity
6.1. The following activities are considered inappropriate use of 
FPSNET. 
        Activities not listed and determined by the appropriate school officials to
        fall outside of Section 5: Appropriate Network 
Activities, will also be
        treated as inappropriate network activities.
6.1.1.Intentionally obtaining copies of or modifying: files, pass words,
         or data belonging to another user without that person’s expressed
         permission.
6.1.2. Vandalism or theft of hardware, software applications, files,and
         configurations. This includes attempting to introduce viruses, or other
         malicious code, into FPSNET or into other systems 
 via FPSNET.
6.1.3.Intentionally bypassing or attempting to bypass FPSNET security,
         including attempts to bypass Internet filtering.
6.1.4. Installing software that has not been approved by the Director of
         Technology or designee.
6.1.5. Revealing personal information about others on the Internet.
6.1.6. Revealing personal information about yourself without the 
 expressed 
          permission of a supervising staff member.
6.1.7. Intentional storage, viewing, or distribution of materials considered
          inappropriate within a school environment (e.g., pornography, materials
          in support of criminal activities, language that  is abusive, obscene, or
          sexually explicit, etc.).
6.1.8. Accessing web mail, other than that provided by the Framingham
          Public Schools.
6.1.9. Violating the legal protection of copyright, including the use of materials
          or ideas without properly citing its source.
6.1.10. Activities designed to harass other users.
6.1.11. Advertising or advocating for non-school related activities or

      for-profit organizations, campaigning for political office, or “chain
           letters”.
6.1.12. “Chats” and games, unless approved, directed, and supervised by
 
       an appropriate member of the school faculty or administration.
  
      The Director of Technology must expressly approve the storage,
  installation, and use of such files or applications.
7.
Consequences
7.1.
In cases where it has been determined that a user has acted inappropriately, and depending on the extent and nature of the infraction and with consideration of the user’s previous behavior, the appropriate administrative staff in consultation with the Director of Technology may take the following actions against the user:
7.1.1. Restricted network access.
7.1.2. Temporary or permanent loss of user account and privileges to
           access FPSNET and all associated resources.
7.1.3. Disciplinary action up to and including suspension and expulsion.
7.1.4. Legal action, including criminal prosecution, as appropriate 
          under local, state, and federal law.
8.
Liabilities
8.1.
Framingham Public Schools will not be responsible for the accuracy, nature, or quality of information obtained from the Internet.
8.2.
Framingham Public Schools makes no guarantees, expressed or implied, with regard to the reliability or availability of FPSNET resources or the Internet.
8.3.
Framingham Public Schools is not responsible for unauthorized financial obligations resulting from access to the Internet.
8.4.
Framingham Public Schools is not responsible for costs, liabilities, or damages users might incur as a result of using FPSNET, including but not limited to, corruption of data or damage to personal property.
PUBLIC NOTICE PROTECTIVE REGULATIONS
The Framingham Public Schools does not discriminate based on race, color, age, gender, sexual orientation, religion, ethnic or national origin, disability, veteran’s status or any other status protected by law. Any concern related to the implementation of this policy may be addressed directly to the building Principal or the Superintendent of Schools. Grievance Procedures for the district can be found on the Framingham Public Schools website: http://www.framingham.k12.ma.us 
As related to disabilities, the District complies with the following two Federal Civil Rights Laws:
AMERICANS WITH DISABILITIES ACT
Program applicants, participants, members of the general public, employees, job applicants and others are entitled to participate in and benefit from all Framingham Public Schools’ programs, activities, and services without regard
to disability. Copies of this notice are available, upon request, in alternative print formats (large print, audio tape, Braille, computer disk, etc.) Our grievance procedure, self-evaluation, as well as ADA policies, practices and procedures
are also available. Inquiries, requests, and complaints should be directed to: Dr. Steven Hiersche , Superintendent of Schools, 31 Flagg Drive, Framingham, MA 01701, 508-626-9117(voice), 508-626-9119 (TTY), 508-626-9126 (Fax).
SECTION 504 OF THE REHABILITATION ACT OF 1973
The Framingham Public Schools complies with Section 504 of the Rehabilitation Act of 1973 which protects the rights of individuals with disabilities in programs and activities that receive federal funding. Section 504 regulations require the provision of free and appropriate public education to eligible students, reasonable accommodations and procedural safeguards. Grievance procedures are available upon request. Inquiries concerning the application of Section 504 may be referred to the 504 Coordinator at 508-626-9179 or to the Office for Civil Rights, Department of Health, Education and Welfare, Washington, D.C. 20201.
The Framingham Public Schools also complies with the following State and Federal Statutes and School Committee Policy:
CHAPTER 622 OF MASSACHUSETTS GENERAL LAWS AND TITLE IX OF THE FEDERAL EDUCATION AMENDMENTS OF 1972
Regulations governing the application of Chapter 622 of the Massachusetts General Laws, Acts of 1971, were issued in June of 1975. Chapter 622 specifies 
“No person shall be excluded from or discriminated against in admission to a public school of any town, or in obtaining the advantages, privileges, and courses of study in such public school on account of race, color, sex, religion, national origin, or sexual orientation.” 
These regulations focus on the services, programs and opportunities offered to students. The Chapter 622 Regulations address five areas of school policy: school admissions, admission to courses of study, guidance, course content, and extra curricular and athletic activities. Title IX of the Educational Amendments of 1972 became effective in July of 1975 and is concerned only with discrimination on account of sex, while extending protection against sex discrimination to the employment practices of a school or school district. 
Title IX states that “No person in the United States shall, on the basis of sex, be excluded from participation in, be denied the benefits of, or be subjected to discrimination under an education program or activity receiving federal assistance.” Title IX rules and regulations require education institutions receiving federal assistance to adopt a notification policy concerning Title IX. A copy of this policy and/or any regulations or inquiries regarding Title IX or Chapter 622 may be obtained by contacting, Dr. Steven Hiersche, Superintendent of Schools & Title IX Coordinator for the Framingham Public Schools, 31 Flagg Drive, Framingham, MA 01701, 508-626-9117.S
SEXUAL HARASSMENT AND UNLAWFUL DISCRIMINATION POLICY
It is the policy of the School Committee to maintain a work and education environment in the Framingham Public School that is free of sexual harassment and of discriminatory actions based on race, color, age, gender, sexual orientation, religion, ethnic or national origin, disability, veteran’s status, or any other status protected by law.  Unlawful employment discrimination and sexual harassment by employees or students will not be tolerated.
Any concern related to the implementation of this policy (or a request for a copy of the full policy) may be addressed to the building Principal, or to the Superintendent of Schools (508-626-9117).  The Boston Office of the Massachusetts Commission Against Discrimination is located at One Ashburton Place, Boston, MA 02108.
Grievance Procedures
Grievance Procedures for Students Regarding Complaints Alleging Discrimination in all Protected Categories

      * Grievance Procedure and Timelines
The first step is to stop the offensive conduct by confronting the person who is harassing and by requesting that the discriminatory behavior stop.  

Students should have adult support when taking this step.
2)
If this process does not work, the victim should contact the building principal or some other responsible adult in the building.  Guidance Counselors are always available to help students in the process.
3)
Within thirty (30) days of the harassing or discrimination event, the victim speaks to the principal – or another adult who immediately brings it to the attention of the principal.  The details of the complaint should be in writing.
4)
The Principal will investigate and give a written response to both parties within twenty (20) days.
5)   Disciplinary actions will be taken as deemed appropriate.  Issues of confidentiality and non- retaliation against the person filing the complaint will be fully respected by principals and any district investigators.  
6)   Along with building Principal, the Superintendent of Schools, Director of Curriculum and Staff Development and the Director of Human Resources, can all be contacted as part of the complaint process.
7)
All final complaints or appeals are directed to the Superintendent of Schools 508-626-9117 who will report back on any complaint/appeal within fifteen (15) days.

*The Equal Employment Opportunity Commission or the Massachusetts 
       Commission Against Discrimination are the government agencies that can

       be appealed to if the victim is not satisfied with the district’s handling of the

       complaint.

Please visit the District Website at framingham.k12.ma.us for the

Complete presentation of Policy GBCC (also JFCK) regarding harassment

and discrimination.

Framingham Public Schools 
Incident Report Form
Bullying is defined as the REPEATED use by one or more students of a written, verbal, or electronic expression, or physical act or gesture directed at a target that causes physical or emotional harm, places the target in reasonable fear of harm, creates a hostile environment at school, infringes on the rights of the target at school, or materially substantially disrupts the education process or operation of school. Bullying is characterized by an imbalance of physical, psychological or emotional power.
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 a staff member, state your school or work site: ______________________________________________________
___________________________________________________________________________________________________
6.
Information about the incident: 

Name of Target (of behavior): _____________________________________________________________________

Name of Aggressor (Person who engaged in the behavior):_____________________________________________

Date(s) of Incident(s):____________________________________________________________________________

Time When Incident(s) Occurred: __________________________________________________________________

Location of Incident(s) (Be as specific as possible):____________________________________________________

_______________________________________________________________________________________________
7.
To your knowledge, has this occurred before?
( Yes    ( No  
8.
Are there immediate safety or transportation concerns?  (Yes    ( No
___________________________________________________________________________________________________
9.
Witnesses (List people who saw the incident or have information about it):

Name: _______________________________________( Student     ( Staff    ( Other________________________
Name: _______________________________________( Student     ( Staff    ( Other________________________

Name: _______________________________________( Student     ( Staff    ( Other________________________
10.  Describe the details of the incident (including names of people involved, what occurred, and what each person did and said, including specific words used).  Please use additional space on back if necessary.
FOR ADMINISTRATIVE USE ONLY
11. Signature of Person Filing this Report: ____________________________________Date: _______________

(Note: Reports may be filed anonymously.)
12. Form Given to: _______________________Position: _________________Date: ______________________
HEMENWAY SCHOOL

SCHOOL PROFILE:  Hemenway School is a fully inclusive, multiple intelligence school serving over 570 students including those diagnosed with significant learning and language disabilities.  Hemenway is built upon the team approach to teaching and learning.  Teachers plan in grade level teams to meet the diverse academic and social needs of their students. Students work in guided centers designed to help them master the grade level standards.  We strive to provide engaging activities and to give students the tools they need to be successful in school and in life. 
SCHOOL MISSION: The mission of Hemenway School is to promote the maximum intellectual, emotional and social growth of students in grades kindergarten through five.
VISION STATEMENT: Hemenway seeks to promote positive, high performance standards using a curriculum aligned with the state frameworks.  Academic, social and emotional standards will be mutually developed, clearly articulated, and regularly assessed. Our program will provide enjoyable, challenging and differentiated instruction in a climate that respects our diverse community of learners.  















Dear Parents and Guardians: 





I am delighted to welcome you as a new or continuing member, of our Hemenway School community. The purpose of this Parent and Student Handbook is to anticipate and answer some of the questions you may have about life at Hemenway School. The handbook is a draft; as we grow and change so will the handbook. Information that changes on a yearly basis such as the school calendar and staff lists will be published in an addendum each October. 





We hope that your child's experiences at Hemenway will be challenging, exciting, and rewarding. There are a growing number of opportunities for parents, family, and other community members to collaborate with school staff in providing an excellent educational environment for our children. Your child's teachers, the Parent Teacher Organization, and I will gladly discuss existing opportunities, and we welcome your suggestions for expanded opportunities. 





The most important role you can play is to support and foster the learning of your child. You can do this by attending Curriculum Night in the fall and conferring with your child's teachers. Curriculum Night and Parent/Teacher Conferences enable you to become familiar with your child's school program. In addition, you will learn what is expected of your child academically and socially, and how those expectations will be assessed. The teacher will learn more about your child through you. By working together, you will be able to build a mutually supportive home-school program for your child. 





After reviewing the handbook, if you have any unanswered questions, please call. Again, on behalf of the staff, welcome to Hemenway School. 











Sincerely, 











Lucia Laguarda


Principal
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