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MERLE E. PEACOCK, JR. BOARD ROOM 
REGULAR SCHOOL BOARD MEETING 

Thursday, December 2, 2021 
6:30 p.m. 

 
 

AGENDA 
 

Face Masks Required 
 

I. Call to order 
 

II. Introduction  
A. Board Members  
B. Administrative Staff 
C. The Pledge of Allegiance 
D. Public Comment 

 
III. Review and Approval of Agenda/Minutes 

A. Prioritization of items and alteration of the established agenda format sequence 
as needed. 

B. Approval of Agenda 
C. Approval of Minutes of Previous Meetings:  

● Regular Board Meeting – November 4, 2021  
 

IV. Recognition and Celebrations 
A. None 

 
V. Correspondence 

A. Resignation letter received from Brian Schaab, Speech/Language Pathologist, 
District Position 
 

VI. Committee Reports 
A. Capital Area Tech Center Advisory – No Meeting 
B. Curriculum Committee – November 9, 2021 
C. Dropout Prevention Committee – November 23, 2021 – Unavailable at posting 

time 
D. Finance Committee – November 16, 2021 - Unavailable at posting time 
E. Policy Committee – November 9, 2021 

 
 1st Reading 

 Policies: 
● BED  Remote Participation in School Board Meetings 
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● JGAA  Assignment of Students to Classes – Five Year Olds 
● JGAB  Assignment of Students to Classes – Transfers and Home 

   School 

● JI   Student Rights and Responsibilities 
● JICB  Care of School Property by Students 
● JICC  Student Conduct on School Buses 
● JICC-R  Student Conduct on School Buses – Rules 
● KF   Community Use of School Facilities and Grounds 

School Facilities Fees and Rates 
Facilities Use Application 

 
2nd Reading 
Policies: 
● BDD  Board-Superintendent Relationship 
● BEDG  Minutes 
● BHC  Board Communications with Staff 
● BIC  Board Member Freedom of Access Law Training 
● BIC-E  Certification of Completion of Freedom of Access Training 
● CB-R  Superintendent of Schools Job Description 
● CBI  Evaluation of the Superintendent 
● CHCAA  Student/Staff Handbooks 
● CHD  Administration in the Absence of Policy 
● DJH  Purchasing and Contracting: Procurement Staff Code of  

Conduct 

● ECAD  Security Camera System 
● GBEBB  Staff Conduct with Students – MSMA Version - 

Required to be included in employee, student, and 
volunteer handbooks 

● GBGB  Workplace Bullying – New Policy 
● GBJ  Personnel Records and Files 
● GCOC  Evaluation of Administrative Staff 
● GCRD  Tutoring for Pay 
● JFAA  Admission of Resident Students 
● JFAB  Admission of Non-Resident Students 
● JFABD  Admission of Homeless Students – MSMA Version 

(Replace existing JFABD) 
● JFABD-R  Admission of Homeless Students – MSMA Version 
● JFC  Dropout Prevention – Student Withdrawal From School 
● JKAA  Use of Physical Restraint and Seclusion – DW Version 

(Replace existing JKAA)  
Needs to be included in Student handbook 

● JKAA-R  Procedures on Physical Restraint and Seclusion – DW  
Version Needs to be included in Student Handbook 

● JLCD  Administration of Medication to Students 
 

Rescind: 
● GBEB  Staff Conduct with Students/Staff-Student Relations   

 
Job Description: 
● School Board Video Production Specialist (Stipend) 

 
F. Student Representatives Report 
G. Wellness Committee – November 1, 2021 
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VII. Ad Hoc Committees 

A. Hoch Field Committee 
 

VIII. General Information 
A. Mark Biggs, Health and Physical Education Department Chair, Gardiner Area 

High School 
B. Jamie Riggins, Long-term Substitute Nurse, District Position 

  
IX. Nominations 

A. None 
 

X. New Business 
A. MSAD 11 Annual Audit Presentation by Hank Farah, Runyon, Kersteen, and 

Ouellette 

 
XI. Old Business 

A. Health Advisory Committee 
● Universal Mask Mandate 
● Pool Testing 

B. Winter Sports 

• MPA Recommended Guidelines 
 

XII. Reports 
A.  Board Chair 

● NSBA – Board Meeting December 3 – 5, 2021 
● Board Committee Assignments 

 
B. Superintendent 

● US Department of Education – ARP Funds 
 

XIII. Executive Session 
A. Executive Session to discuss labor issues - 1 MRSA § 405 (6)(D) 

 
XIV. Adjournment  
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REMOTE PARTICIPATION IN SCHOOL BOARD MEETINGS 

The MSAD 11 School Board allows members of the Board to participate in a public 

meeting of the Board by remote methods in limited circumstances as provided in 1 

MRSA §403-B. 

For the purpose of this policy, “remote methods” means telephonic or video technology 

allowing simultaneous reception of information and may also include other means 

necessary to provide reasonable accommodations to individuals with disabilities. Remote 

participation by board members cannot be by text-only means such as email, text 

messages, or chat functions. 

Members of the Board are expected to be physically present for board meetings except 

when being physically present is not practicable due to the existence of an emergency or 

other issue that requires the Board itself to meet by remote methods. 

An emergency may be a State-declared emergency, where there has been a 

declaration of a state of emergency by the Governor that applies to the district, or a 

local emergency (e.g., adverse weather conditions) or urgent issue requiring Board 

action.  

The Board Chair, in consultation with the Superintendent, will determine whether 

there is a local emergency or urgent issue that requires a remote meeting of the 

Board. 

The opportunity for the public to comment at Board meetings (20-A MRSA §1002(20)) 

applies to remote public meetings. If the Board allows or is required to provide an 

opportunity for public participation/public input during the meeting, an effective means 

of communication between the members of the Board and the public must be provided 

(e.g., submitting comments or questions by chat, raising hand on Zoom/Google Meet, 

submitting written comments to the Superintendent’s office at least 24 hours in advance). 

Individuals with disabilities seeking a reasonable accommodation should contact the 

Board Chair or Superintendent of Schools as far in advance of the Board meeting as 

practicable. 

Members of the public participating in public meetings of the board are expected to 

comply with the guidelines for public participation provided in the Board’s policy 

BEDH, or in such rules as the Board may develop specifically for remote meetings.  

Notice of all Board meetings is required (1 MRSA § 406). When the public may attend 

by remote methods, notice must include the means by which members of the public may 

access the meeting using remote methods. The notice must also identify a location for 

members of the public to attend in person. The Board may not determine that public 

attendance at a meeting will be limited solely to remote methods except under the 

conditions in subparagraph 1 above (emergency or urgent issue meetings). 
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A member of the Board who participates remotely in a public meeting of the Board is 

considered present for purposes of a quorum and voting. 

All votes taken during a public meeting of the Board using remote methods must be taken 

by roll call vote that can been seen and heard if using video technology, and heard if 

using only audio technology, by the other members of the board and the public. 

The Board will make all documents and other materials to be considered by the Board 

available, electronically or otherwise, to members of the public who attend remotely to 

the same extent customarily available to members of the public who attend public 

meetings of the Board in person, as long as additional costs are not incurred by the Board. 

Remote participation is not permitted for meetings where voters of MSAD 11 meet to 

vote as a legislative body, such as budget meetings. 

 

Legal Reference: 1 MRSA § 403-B, 406 

 20 MRSA §1001(20)   

 

Cross Reference: BEC – Executive Session 

 BE – Board Meetings 

 BEDA – Notification of Board Meetings 

 BEDB – Agenda 

 BEDD – Rules of Order 

 BEDH – Public Participation at Board Meetings 

 BIC – Board Member Compensation 

 KE – Public Concerns and Complaints 

 

Adopted: ________ 
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PLEASE NOTE   MSMA sample policies and other resource materials do not necessarily reflect official 
Association policy.  They are not intended for verbatim replication.  Sample policies should be used as a 
starting point for a board’s policy development on specific topics.  Rarely does one board’s policy serve 
exactly to address the concerns and needs of all other school units.  MSMA recommends a careful 
analysis of the need and purpose of any policy and a thorough consideration of the application and 
suitability to the individual school system. 
 MSMA sample policies and other resource materials may not be considered as legal advice and 
are not intended as a substitute for the advice of a board’s own legal counsel. 
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ASSIGNMENT OF STUDENTS TO CLASSES—FIVE-YEAR-OLDS 

 

Maine law permits children who are at least five years old on October 15 of the school 

year to enroll in school.  The intent is that these students begin their school careers in 

Kindergarten at this age. 

 

However, it is recognized that exceptions to this initial placement may be justified under 

limited circumstances.  In such rare cases, enrolling five-year-old students may be placed 

in first grade at the discretion of school officials in accordance with the following: 

 

 A. Social and emotional maturity should have been demonstrated such as to 

predict success in grade one; 

 

 B. The decision of placement lies with the Principal, appealable to the 

Superintendent whose decision shall be final; 

 

 C. The right must be reserved to the school to administer testing as appropriate 

to making a proper determination of placement; 

 

 D. Any such placement is to be conditioned upon demonstrated success and 

reviewed at appropriate intervals; 

 

 E. A student who was enrolled in a public kindergarten in another state and 

was promoted to first grade may enroll in first grade; and 

 

 F. All exceptional placements are to be reported to the Superintendent. 

 

The Superintendent shall promulgate regulations/procedures to implement this policy. 

 

Legal Reference: 20-A MRSA § 5201 

 

Cross Reference: IKE - Promotion, and Retention of Students 

   JFAA - Admission of Resident Students 

   JFAB – Admission of Non-Resident Students 

 

Adopted: August 4, 1994 

 

Revised: January 8, 2009; March 3, 2016 

 
 



File:  JGAB 
 

 

ASSIGNMENT OF STUDENTS TO CLASSES: 

TRANSFER STUDENTS AND HOME SCHOOLING STUDENTS 

 

The principal of the school in which a transfer or formerly home-schooled student is 

enrolling will be responsible for assigning the incoming student to a class or grade. 

 

The principal shall be responsible for determining the value of the student’s prior 

educational experience toward meeting the content standards of the Learning Results.  In 

assessing the value of the student’s prior educational experience, the principal may 

consider performance on standardized tests, academic records, portfolios, projects, 

writing samples, performances, and other demonstrations of achievement. consistent with 

the Local Assessment System.  The school district may require an incoming student to 

participate in tests or other assessments to aid in this determination.  For incoming high 

school students, tests or assessments may be required to determine whether a student has 

met course prerequisites or credit requirements for graduation.  In addition, such tests and 

assessments may be used to determine when instructional intervention may be 

appropriate. 

 

The principal/designee should meet with the student’s parents and, as appropriate, with 

the guidance counselor, Director of Special Services, and/or other professional staff 

before making a class/grade assignment decision. 

 

The principal’s decision shall be final. 

 

 

Legal Reference: 20-A MRSA § 5001(4)  

Ch. 127 §§ 5.03, 6.02, 7.02(A)(5) (Me. Dept. of Ed. Rules) 

 

Adopted: January 8, 2009 

 

Revised: March 3, 2016 
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STUDENT RIGHTS AND RESPONSIBILITIES 

 

Students have certain legal rights under federal/state constitutions and statutes as interpreted in 

pertinent court decisions.  In connection with these rights are responsibilities that must be 

assumed by students.  Among these rights and responsibilities are the following: 

 

 A. Civil rights, including the right to equal educational opportunity and freedom 

from discrimination; the responsibility not to discriminate against others; 

 

 B. The right to attend free public schools in accordance with provisions of Maine 

statutes and policies of the MSAD #11 Board; the responsibility to attend school 

as required by law; 

 

 C. The right to due process with respect to suspension, expulsion, or an 

administrative decision which a student believes has injured his/her rights; the 

responsibility to observe school rules and regulations essential for permitting 

others to learn at school; 

 

 D. The right to free inquiry and expression and to voice grievances; the responsibility 

to observe reasonable rules regarding these rights and to express themselves in a 

manner that does not materially or substantially disrupt the operation of the school 

or conflict with the school’s basic educational mission; 

 

 E. The right to privacy regarding the content of student records—as defined by the 

Family Educational Rights and Privacy Act—and the right to dress as he/she 

pleases within reasonable guidelines related to health, safety, and the avoiding of 

potential disruption; and 

 

 F. The right to be free from unreasonable searches and seizures; the responsibility to 

comply with school rules and policies. 

 

It is the MSAD #11 Board’s belief that as part of the educational process, all students should be 

made aware of their legal rights and also of the legal authority of the MSAD #11 Board to make 

or delegate authority to its staff to make rules and regulations regarding the orderly operation of 

the schools.  As such, this policy shall be included in school handbooks or otherwise 

communicated to students and parents at the beginning of each school year.  The MSAD #11 

Board expects all staff to abide by this policy in order to most effectively achieve mutual respect 

of rights and the acceptance of responsibility. 

 

This MSAD #11 Board policy is designed for educational and informational purposes and is not 

intended to create, expand, or restrict any student rights or responsibilities. 

 

Cross Reference: JIC - Student Conduct 

   JIH - Student Searches, Interrogations and Arrests 

   JK - Student Discipline 

 

Adopted: January 8, 2007 

Revised: March 3, 2016 
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CARE OF SCHOOL PROPERTY BY STUDENTS 

 

Textbooks, other school property, and facilities are available to students for their use.  

Each student is responsible for loss or damage beyond normal wear.  Students will be 

billed for the replacement costs of such materials. 

 

If reimbursement is not forthcoming within a reasonable time: 

 

 A. Damage to school property may be recovered in a civil action to obtain the 

permitted “double the damage;” or 

 

 B. Costs of lost, destroyed or damaged school books and instructional 

appliances may be recovered by requesting the municipal assessor to 

include the value in the next municipal tax of the delinquent parent. 

 

The Superintendent shall see that students and parents are notified annually of their 

responsibilities under this policy, such as by publication in pupil/parent handbooks. 

 

Legal Reference: 20-A MRSA §§ 6805-6807 

 

Adopted: Prior to 1985 

 

Revised: August 7, 1986; August 4, 1994; January 8, 2009; March 3, 2016 
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STUDENT CONDUCT ON SCHOOL BUSES 

 

The law does not relieve parents of students from the responsibility of supervision before 

the child boards the bus in the morning and after the child leaves the bus at the end of the 

school day. 

 

Once a child boards the bus—and only at that time—does he/she do they become the 

responsibility of the school system.  Such responsibility shall end when the child is 

delivered to the regular bus stop at the close of the school day. 

 

In view of the fact that a bus is an extension of the classroom, the MSAD #11 Board 

requires children to conduct themselves in the bus in a manner consistent with established 

standards for classroom behavior. 

 

In cases when a child does not conduct him/herself themselves properly on a bus, such 

instances are to be brought to the attention of the Director of Operations and Maintenance 

and the building Principal by the bus driver.  The Director of Operations and 

Maintenance or the Building Principal will inform the parents immediately of the 

misconduct and request their cooperation in checking the child’s behavior. 

 

Children who become a serious disciplinary problem on the school bus may have their 

riding privileges suspended by the Director of Operations and Maintenance or the 

Building Principal.  In such cases, the parents of the children involved become 

responsible for seeing that their children get to and from school safely. 

 

Legal Reference: 20-A MRSA § 5401 

 

Cross Reference: EEA - Student Transportation Services 

 

Adopted: Prior to 1985 

 

Revised: August 7, 1986; October 19, 1994; January 8, 2009; March 3, 2016 
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STUDENT CONDUCT ON BUSES RULES 

The right of students to ride on the bus depends upon their behavior and the observance 

of the rules contained herein.  Any action which endangers safe operation of the bus may 

cause the suspension of the student’s right to ride on the bus.  Drivers are authorized to 

enforce the rules and to make other suggestions in line with good citizenship. 

Students are expected to observe the following rules:  

A. The driver is in full charge of the bus and the students at all times.  This is to 

include the transportation portion of a field and athletic trips.  The safety of all 

rests on the driver’s shoulders.  Students and all other passengers will obey the 

driver promptly and respectfully. 

B. When the bus is in motion, students are not to stand or move about.  Students are 

to face forward and always keep the aisle clear.  Students are to remain seated 

while approaching their school or their designated bus stop home until the bus 

comes to a full stop. 

C. All students will be ready in the morning 10 minutes before the time the school 

bus usually arrives at the pick-up point.  The bus cannot wait for those who are 

tardy and will not honk the horn. 

D. During the morning pick-up, students shall be discharged only at the regular 

designated stops at their schools.  Permission shall not be granted to allow students 

to leave the bus at any other place. 

E. During the afternoon drop-off, the driver shall unload students at their designated 

bus stop or otherwise authorized through the transportation office or signed note 

from school. 

F. Normal conversation among students is allowed on the bus.  Loud, boisterous 

speech, swearing, shouting out of the windows, and throwing caps, books, paper, 

or other objects shall not be tolerated. 

G. Students shall not extend any part of their body or item their arms or head out the 

windows. 

H. Students are asked to refrain from unnecessary conversation with the driver. 
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I. There shall not be any eating or drinking on the bus while the bus is in motion.  If 

a bag lunch is necessary for a field trip or for athletic competition, the passengers 

will have an appropriate amount of time to eat on the bus.  However, the bus shall 

not leave until the passengers have finished.  The time appropriated for the meal 

shall be figured into the field trip to allow the bus to return on schedule. 

J. Students shall help keep the bus clean.  A waste container is provided at the front 

of the bus. 

K. Above all, courteous treatment of the driver and other students will be the rule. 

L. Students who cross the road shall cross in front of the bus on the signal from the 

driver when he/she has determined that all traffic has stopped and it is safe. 

M. No passengers shall be permitted to enter the bus with a gun, weapon, or 

pyrotechnics. 

N. Drivers shall not be permitted to transport with passengers any animals, (exception 

assistance animals) firearms, explosives, or anything of a dangerous nature. 

O. No passenger shall be allowed to use or board the bus, or any other vehicle that is 

being used for a school sponsored function with electronic smoking devices, 

tobacco, chewing tobacco, lighters, or matches on a school bus or any other 

vehicle that is being used for a school sponsored function.  Vape??? 

P. No passenger shall be permitted to enter the bus who is under the influence or in 

possession of alcohol or drugs. 

Q. Drivers may assign seats in the bus and passengers will take the assigned seats. 

R. Any and all damage done to seats or other equipment on or in the bus will be paid 

for by the responsible party or parties. 

S. Students will be permitted to carry on the bus personal items that can fit into a 

book bag or grocery style bag.  No more than two bags per student will be allowed 

at any one time. 

T. All musical instruments which are deemed too large to be transported safely in the 

student’s seat will be placed in a location that the driver designates as appropriate. 
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U. Electronic usage while on the bus: Cell Phones will be limited to emergency calls 

or texts.  Music can be listened to via Bluetooth or wired headphones only.  No 

photography or videography.  

Disciplinary Consequences for Inappropriate Behavior 

A breach of these rules may result in suspension of bus privileges. 

A. First Offense:  The bus driver will speak with the student about his/her their 

behavior. 

B. Second Offense:  The bus driver will provide the Director of Operations and 

Maintenance or Assistant with a completed behavior report.  The Director of 

Operations and Maintenance Transportation office and/or the Building Principal 

will speak to the student, parents and/or guardians shall be notified and 

appropriate disciplinary action will be taken. 

C. Third Offense:  The bus driver will provide the Director of Operations and 

Maintenance or Assistant with a completed behavior report.  The Director of 

Operations and Maintenance or Assistant and/or the Building Principal and the bus 

driver will meet with the student and his/her their parents/guardians.  The 

student’s bus riding privileges will be suspended for a period of time deemed 

appropriate. 

***Steps 1 and 2 may be omitted for any serious violation or any repeated violation.*** 

  

Adopted:     January 8, 2009 

Revised:      March 3, 2016 
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COMMUNITY USE OF SCHOOL FACILITIES AND GROUNDS 

The MSAD 11 School Board recognizes that the primary purpose for use of its facilities is to 

deliver its education programs. The School Board also recognizes the capital investment the 

community has made in its school buildings and facilities. The School Board believes that such 

facilities should be available for use by the MSAD 11 community as provided herein for short-

term social, community, service and recreational purposes when such uses will/may not interfere 

with school programs or activities. For the purpose of this policy, references made to school 

facilities and grounds include all buildings, auditoriums, gymnasiums, playing fields, walkways 

and parking lots. 

MSAD 11 retains the right at all times to make individual decisions regarding the use of school 

facilities and may revoke permission for use of its facilities at any time without prior notice or 

liability. 

The Superintendent/designee shall be responsible for the overall implementation of this policy 

and for developing any necessary administrative procedures concerning facility use. Each 

building administrator is responsible for administering this policy on a day-to-day basis and shall 

report to the Superintendent/designee. 

PRIORITY USE OF FACILITIES 

The use of school facilities for school educational activities and authorized extracurricular 

activities shall, at all times, take precedence over any community use of said facilities. The 

building administrator is authorized to approve and schedule the use of school facilities by non-

school organizations in accordance with this policy and related procedures and will adhere to all 

conditions of the policy.  At all times, use of school facilities as needed by any of the District’s 

municipalities for the purpose of voting in municipal elections or in the event of a weather or 

civil emergency when school buildings are required for official emergency management use shall 

take precedence. Once an event is scheduled, no organization except MSAD 11 may ‘bump’ 

another organization, regardless of priority list ranking. The School Board shall define 

facilities use categories and priorities as defined therein: 

I. School educational programs and sanctioned co- and extracurricular activities 

(MSAD 11 activities always take priority. Should the need occur, an MSAD 11 event 

may ‘bump’ other scheduled events if deemed necessary by the Building 

Administrator. these uses take precedence over all other uses). 

II. Benefactors to MSAD 11 (organizations that exist solely to raise money to support 

MSAD 11 - Booster’s, PTO’s, Alumni Association) must have a governance board, 

provide quarterly financials to the district and have a minimum of two names on a 

checking account. 

III. Municipal/civic functions and programs (Municipalities, Lion’s Club, Rotary, 

Legion). 

IV. Non-profit organizations serving students in the school district. MSAD 11 School 

Board approved student feeder programs comprising  at least 80% of MSAD 11 
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students (Gardiner Youth Football, Basketball, Field Hockey, and Cheering, Boys and 

Girls Club sports, Gardiner Youth Fire Soccer, and Cal Ripken Baseball). 

V. Non-student related service groups and non-profit organizations located in the school 

district. Organizations and groups that support the youth in the area, but are not 

exclusively for MSAD 11 students (Gold Ball, Dance). 

VI. Non-resident groups and individuals. Non-student related groups and non-profit 

organizations located within MSAD 11 (religious organizations) 

VII. Non-resident groups and individuals and profit-making businesses/groups.  

 

The building administrator and business manager will have sole discretion to determine which 

priority category organizations/individuals wishing to use the MSAD 11 facilities falls under. 

 

It is not the intention of the MSAD 11 School Board to make its facilities available to 

commercial/business enterprises or for private functions such as weddings, parties, or similar 

events; nor is it the MSAD 11 School Board’s intent to make its facilities available to individuals 

or groups outside the MSAD #11 community. 

 

Prohibited Conduct 

 

The following conduct is prohibited: 

 

1. No school facility shall be made available to any group or individual advocating 

unconstitutional or illegal acts, or are contrary to the best interest of the MSAD 11 School 

District or the welfare of students and employees as determined by the building 

administrator and/or business manager. 

2. Possession or consumption of alcoholic beverages, illegal drugs, marijuana, or tobacco 

products on school property, including all buildings, athletic fields, parking lots and 

recreational fields. 

3. The possession of weapons (knives, guns, etc.). 

4. Usage of the district’s facilities after 11:30 p.m., unless previously approved by the 

superintendent. 

5. Any activity which, in the opinion of school officials, would cause or be substantially 

likely to cause damage to school property (for example, playing fields should not be used 

during inclement weather or when their use will damage their condition for school 

purposes). 

6. No school facility shall be made available for any purpose that may present a risk of 

damage to school buildings, grounds, or equipment, which includes: use of open flames, 

including candles, fireworks or other special effects. 

7. Parking on landscaped areas. Vehicles must be parked in designated areas only. 

8. Animals, other than those cited in Policies IMG and IMGA, are not allowed on school 

property except with prior authorization from the building administrator. 

 

Conditions of Use 

 

1. Applicants must complete a written Facilities Use Form at least two (2) three (3) weeks 

in advance requesting to use school facilities. The Facilities Use Form includes a release 
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and indemnity provision and an agreement that the applicant will comply with all MSAD 

11 policies and rules. Those organizations submitting requests in under three (3) weeks of 

the event, due to extenuating circumstances, will be considered on an individual basis. 

2. No community application for use of school facilities, other than auditoriums, shall be 

approved more than six (6) months in advance of the intended use. Applications for use 

of school auditoriums may be approved up to twelve (12) months in advance. 

3. The School Board shall approve a schedule of fees for use of school facilities utilizing 

actual cost as data in the determination of and are subject to change without notice.   

4. If the building administrator deems necessary for school personnel to be present at an 

event, school personnel shall be paid at the expense of the user. 

5. The hours during which school facilities are used will, to the extent possible, coincide 

with the hours during which custodians are regularly scheduled. At the discretion of the 

building administrator and business manager, lessees may be required to pay for custodial 

services if the event requires custodial support over and above the normal custodial 

schedules and duties. 

6. It is the responsibility of the persons or organizations using school facilities to leave them 

in the same condition in which they were obtained. If this is not done to the satisfaction 

of the building administrator, a charge may be levied for any required clean-up costs, in 

excess of any fees otherwise applicable. In addition, failure to comply with this 

requirement may result in the revocation of use privileges. 

7. In addition to rental fees, lessee shall be required be pay a refundable security fee based 

on the number of anticipated attendees. The security fee shall be refunded in its entirety 

provided the facilities are left in the same condition in which they were obtained. It is the 

sole discretion of the building administrator to make this determination. All fees and 

classifications will be determined at the discretion of the MSAD 11 Building 

Administrator and Business Manager and MUST BE PAID TWO (2) WEEKS IN 

ADVANCE of the rental. Failure to pay will result in the contract being null and void. 

8. All individuals or groups using school facilities are responsible for the preservation of 

order and must meet all requirements of state statutes, ordinances, conditions and policies 

and procedures of the MSAD 11 School District. Failure to comply with this requirement 

will result in the revocation of use privileges. 

9. Lessees not covered by the MSAD 11 School District liability policy will be required to 

provide a certificate of insurance. Lessees must provide a copy of their certificate of 

insurance covering the period under contract naming MSAD 11 as an additional insured 

prior to the event. 

10. All applicants granted use of the school district facilities shall hold the MSAD 11 School 

District free and without harm from any loss or damage liability or expense that may 

arise during or be caused in any way by such use or occupancy of district facilities. The 

applicant further agrees to make restitution promptly for any loss or damage occurring 

during use of said facilities and equipment. 

11. Use of equipment is limited to the items specified on the application form and a fee or 

deposit may be assessed for said use. Installing decorations or scenery, moving 

equipment or other furniture is prohibited unless special permission is obtained in 

advance from the building administrator. 

12. The person or organization designated on the Facilities Use Form shall be the only group 

using the facility for the specified event or activity. The duly authorized representative of 
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the organization or group must be at least twenty-one (21) years of age, shall assume 

responsibility of the activity and shall remain present throughout the activity. 

13. All fees, rentals and payment for staff services shall be made payable to MSAD 11. 

Tipping of custodians or other school personnel is not permitted. Under no conditions 

shall payment be made directly to staff members. 

14. For community events with a projected attendance of 500, the building administrator, in 

conjunction with the appropriate law enforcement, will determine the need for police 

security. Payment for police services will be the responsibility of the individual or group 

using the facility for the specified event of activity. 

15. Community adults and children are free to use outdoor grounds and facilities for 

recreation when not otherwise scheduled. Formal approval of buildings and grounds 

rentals will only be granted to recognized organizations and groups. 

16. All injuries and accidents must be reported immediately to the building administrator. 

17. All school facilities will be closed on all Federal and State holidays, unless the building 

administrator and/or superintendent grant prior approval. 

18. Any event advertising must make it clear that the event is not school-sponsored. 

19. Users must comply with all life safety code requirements and school safety rules. 

20. The building administrator has the sole discretion to determine whether equipment may 

be stored on school premises. Equipment stored on school premises are stored at the 

owner’s risk. MSAD 11 does not accept responsibility for damages to or loss of property 

stored on school premises. 

 

Guidelines for Kitchen Use 

 

Only School Nutrition Services (SNS) staff members are authorized to prepare and serve meals.  

 

Organizations desiring to purchase and provide pre-cooked foods for meals that are to be served 

in support of their function may do so. With the exception of Priority I Organizations, the fee 

schedule will apply. 

 

Use of kitchen equipment and facilities by anyone other than SNS staff without the approval of 

the SNS Director and the building administrator is prohibited. Once approval to use the kitchen 

is granted, SNS personnel must supervise the use of kitchen equipment to prepare or serve food. 

 

In the event supervising staff is needed, fees as listed in the policy's fee schedule will be charged. 

 

Guidelines Governing the Food and Concession Stand 

 

Requests to operate food and concessions stands must be made at the time the rental application 

is submitted. Applicable public health and licensing requirements must be met at all times.  

(Reference policy EFE – Competitive Food Sales) 

 

 

Contractual Obligations 
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The user shall not assign or transfer its permit to use school facilities to any other person/ 

organization without the express permission of the appropriate school official. An agreement to 

use school facilities may be canceled or amended by the user for good cause provided that seven 

(7) days notice is given to the building administrator. Failure to cancel the use of a facility 

seven (7) days in advance of usage will result in the organization being charged all expenses 

associated with the rental and may result in the loss of future usage. The right to cancel or 

amend an agreement to use school facilities at any time is reserved by the appropriate school 

official. On any day that schools are closed for inclement weather or other emergencies, use of 

school facilities will be determined at the discretion of the building principal and/or 

superintendent. Users are responsible for notifying their membership of such circumstances. 

 

The Superintendent, or his/her their designee, has the sole authority to determine whether the 

facility should be closed for reasons of public safety and will be held harmless in this situation. 

Notification will be made as soon as possible. Contracts in force for periods during which the 

school is closed for reasons of public safety are canceled automatically without penalty to either 

party. Every effort will be made to reschedule any canceled event to a mutually acceptable date. 

 

Suspension of Privileges 

 

Violations of any of these rules and regulations shall be grounds for the suspension of a user's 

privilege to use school facilities for such period of time as deemed fitting by the appropriate 

school official. 

 

 

Cross Reference:  Facilities Rental Contract and Facilities Fees and Rates 

   ADC – Tobacco Use 

EFE – Competitive Food Sales – Sales of Food in Competition with the 

School Food Service Program 

 

Adopted:  Prior to 1985 

 

Revised:  January 9, 1992; December 1, 1994; June 7, 2007; August 2, 2012, December 6, 

2012, March 2, 2016; September 5, 2019 

 



MSAD 11 SCHOOL FACILITIES FEES and RATES 
March 1, 2022 

Draft Update –10/20/21 

 

Facility 
 

*See additional applicable fees 
**See additional charge for day and 
weekend long events 

School 
 

 
 

Priority I 

Benefactors 
to MSAD 11 

 
 

Priority II 

Municipal/Civic 
Functions & 

Programs 
 

Priority III 

Approved 
MSAD 11 

Student Feeder 
Programs 
Priority IV 

Other Area 
Youth 

Organizations/ 
Groups 

 
Priority V 

Non-Student 
Groups and 

Resident 
Non-Profits 
Priority VI 

Non-
Resident 

Groups and 
For-Profit 

Priority VII 

Hoch Field  No Rental 
Fee* 

No Rental 
Fee* 

No Rental Fee* No Rental 
Fee*** 

$75/hr $110/hr $110/hr 

Athletic Field Complex 
(High School & Middle School) 

No Rental 
Fee* 

No Rental 
Fee* 

No Rental Fee* No Rental 
Fee*** 

$50/hr $75/hr $100/hr 

Elementary Fields No Rental 
Fee* 

No Rental 
Fee* 

No Rental Fee* No Rental 
Fee*** 

$25/hr $35/hr $50/hr 

Field Lights (may only be used if a MSAD 11 
site coordinator is available to work) 

No Rental 
Fee* 

$75/hr $75/hr $100/hr $100/hr $150/hr $200/hr 

Tennis Courts No Rental 
Fee* 

No Rental 
Fee* 

No Rental Fee* No Rental 
Fee*** 

$25/hr $50/hr $100/hr 

Gymnasium (High School) No Rental 
Fee* 

No Rental 
Fee* 

No Rental Fee* No Rental 
Fee*** 

$50/hr $75/hr $100/hr 

Gymnasium (Middle School) No Rental 
Fee* 

No Rental 
Fee* 

No Rental Fee* No Rental 
Fee*** 

$50/hr $75/hr $100/hr 

Gymnasium (Elementary School) No Rental 
Fee* 

No Rental 
Fee* 

No Rental Fee* No Rental 
Fee*** 

$50/hr $75/hr $100/hr 

ATM Room (High School) No Rental 
Fee* 

No Rental 
Fee* 

No Rental Fee* No Rental 
Fee*** 

$15/hr $20/hr $25/hr 

Computer Room No Rental 
Fee* 

No Rental 
Fee* 

No Rental Fee* No Rental 
Fee*** 

N/A** N/A** N/A** 

Classroom/Library No Rental 
Fee* 

No Rental 
Fee* 

No Rental Fee* No Rental 
Fee*** 

$15/hr $20/hr $25/hr 

Music Room No Rental 
Fee* 

No Rental 
Fee* 

No Rental Fee* No Rental 
Fee*** 

N/A** N/A** N/A** 

Cafeteria No Rental 
Fee* 

No Rental 
Fee* 

No Rental Fee* No Rental 
Fee*** 

$50/hr $75/hr $100/hr 

Kitchen (may only be used if MSAD 11 Child 
Nutrition staff are available to work) 

No Rental 
Fee* 

No Rental 
Fee* 

No Rental Fee* No Rental 
Fee*** 

$50/hr $75/hr $100/hr 

Little Theatre (High School)  No Rental 
Fee* 

No Rental 
Fee* 

No Rental Fee* No Rental 
Fee*** 

$100/hr $125/hr $250/hr 

 
Priority I - MSAD 11 educational programs and sanctioned co- and extracurricular activities (MSAD 11 activities always take priority. Should the need occur, 

an MSAD 11 event may ‘bump’ other scheduled events if deemed necessary by the Building Administrator.) 
Priority II - Benefactors to MSAD 11 (organizations that exist solely to raise money to support MSAD 11 - Booster’s, PTO’s, Alumni Association) must have a 

governance board, provide quarterly financials to the district and have a minimum of two names on a checking account. 



MSAD 11 SCHOOL FACILITIES FEES and RATES 
March 1, 2022 

Draft Update –10/20/21 

Priority III - Municipal/Civic functions and programs (Municipalities, LIon’s Club, Rotary, Legion) 
Priority IV - MSAD 11 School Board approved student feeder programs comprised of at least 80% of MSAD 11 students (Gardiner Youth Football, Basketball, 

Field Hockey, and Cheering, Boys and Girls Club sports, Gardiner Youth Fire Soccer, and Cal Ripken Baseball) 
Priority V - Organizations and groups that support the youth in the area, but are not exclusively for MSAD 11 students (Gold Ball, Dance) 
Priority VI - Non-student related groups and non-profit organizations located within MSAD 11 (religious organizations) 
Priority VII - Non-resident groups and individuals and profit making businesses or groups 
 
*All organizations utilizing/renting any of the facilities may be subject to additional applicable fees, including: site coordinator, custodial, maintenance, kitchen, 
security, or technical staff fees. Once an event is scheduled, no organization except MSAD 11 may ‘bump’ another organization, regardless of priority list 
ranking. 
 
**Spaces deemed as N/A are not available for public use or rental. 
 
***Organizations classified in Priority IV that use any of the MSAD 11 buildings for a day-long or weekend events, regardless of the number of hours, for 
tournaments or other similar events will be charged a non-refundable fee of $50/day to cover the use of the facility, plus a minimum of 2 hours/day for 
custodial services. 
 
****Organizations classified in Priority IV that use Hoch Field for a day-long or weekend events, regardless of the number of hours, for tournaments or other 
similar events, will be charged $75/ hour for the first 4 hours and $50/hour for each subsequent hour. 
 
Applications must be submitted to the appropriate Building Administrator 3 weeks in advance of the event. All fees and classifications will be determined at 
the discretion of the MSAD 11 Building Administrator and Business Manager and MUST BE PAID 2 WEEKS IN ADVANCE of the rental. Failure to pay will result 
in the contract being null and void. Those organizations submitting requests in fewer than 2 weeks of the event, due to extenuating circumstances, will be 
considered on an individual basis. Additional fees may be collected following the event should the event last longer than initially indicated or if additional 
cleaning by MSAD 11 staff is required. 
 
Other Fees: 
Hoch Field/Field Lights   $35/hr 
Auditorium Technician  $17/hr      
Lighting/Electrical  $35/hr      
Technology/Projection  $40/hr      
Custodial/Maintenance  $35/hr (2 hours minimum) 
Kitchen    $32/hr (2 hours minimum) 
 
Events requiring police services, as determined by the building administrator/business manager in conjunction with the Gardiner Police Chief, will be billed 
directly through the Gardiner Police Department. Fees may vary based on the responding officer’s rate of pay. 
 
All checks are payable to MSAD 11 (non-payment of an invoice will result in an organization not being able to use the facility in the future). Cancellations 
must be made 7 days in advance of the event. Failure to cancel the use of a facility 7 days in advance of usage may result in the organization being charged 
all expenses associated with the rental and may result in the loss of future usage. 

Organizations that do not clean up after an event will be charged 
additional hours for custodial time to clean. 
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MSAD 11 SCHOOLS 
FACILITIES USE APPLICATION 

____________________________________________________________________________________ 
● Pursuant to School Board Policy KF, applicants must complete a Facilities Use Form at least two (2) three (3) weeks in advance of the event and payment must be 

received two (2) weeks in advance of the event. 
● The Superintendent reserves the right to cancel any event scheduled in school facilities if weather or other conditions warrant. 
● Facilities may only be used during contracted times. 
● When required, a Certificate of Insurance naming MSAD 11 as additional insureds must be supplied prior to the Application approval.  

____________________________________________________________________________________ 

Applicant Information 
______________________________________________________________  __________________________ 
Name of Group/Organization         Date of Application 

 
________________________________________________________________________ _______________________________________ 
Contact Person         Position/Title 
________________________________________ _________________________________ _______________________________ 
Email address     Telephone     Cell Phone 
_______________________________________________  _________________________ _________ _______________ 
Street       City/Town    State  Zip Code 

____________________________________________________________________________________ 

Facility Information 
_________________________________________________ _______________________________________________________________ 
School       Facility Requested 
________________________________________________________________________________ _______________________________ 
Description of Activity          Number of Attendees 
______________________________________________________________________________________________________________________ 
Special Requests, including custodial needs, tables, chairs, etc. 

 
Requested Dates 

 Date of Event Set-Up / Breakdown Times 
Start                                                                 End 

Meeting / Event Times 
Start                                                                End 

1    

2    

3    

____________________________________________________________________________________ 

The undersigned party renting school facilities under this agreement does hereby agree to indemnify Maine School Administrative District No. 11 from all 
claims resulting from renting of said facilities, which indemnification would include but not be limited to payment of attorney’s fees, and the undersigned further 
agrees to hold Maine School Administrative District No. 11 harmless from all claims resulting from the use of said facilities by the undersigned. In addition, if 
required, the undersigned agrees to provide Maine School Administrative District No. 11 as named insured, which insurance should be in the amount of at 
least $1,000,000. 
 
Damages that are incurred will be the responsibility of the contracting party. 
 
Signing below indicated acceptance of the rules noted in the attached. Lessee agrees to abide by the policies and conditions of rental as set forth by the Maine 
School Administrative District No. 11 Board of Directors. 
 

Is this a School Board sanctioned student activity group?  ☐ Yes   ☐ No 

        
Check one of the following:     SIGNATURE REQUIRED    

☐ School 

☐ Benefactors  

☐ Municipal/Civic       ______________________________________________  ______________ 

☐ Approved Student Feeder Programs    Signature of Applicant     Date

  

☐ Youth Supporting Organizations 

☐ Resident Non-Student and Non-Profit Groups   ______________________________________________   ______________  

☐ Non-Resident For Profit     Signature of Building Administrator    Date 
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MSAD 11 FACILITIES 
ESTIMATED RENTAL FEES 

 
 

FACILITY RENTAL FEE 
 See MSAD 11 School Facilities Fees & Rates 
 
 Athletic Field Complex   _____________ hours @ $____________ hour  $______________ 
 Hoch Field Lights    _____________ hours @ $____________ hour  $______________ 
 Tennis Courts    _____________ hours @ $____________ hour  $______________ 
 Gymnasium (High School)   _____________ hours @ $____________ hour  $______________ 
 Gymnasium (Middle School)   _____________ hours @ $____________ hour  $______________ 
 Gymnasium (Elementary School)  _____________ hours @ $____________ hour  $______________ 
 ATM Room (High School)   _____________ hours @ $____________ hour  $______________ 
 Computer Lab    _____________ hours @ $____________ hour  $______________ 
 Classroom / Library    _____________ hours @ $____________ hour  $______________ 
 Music Room    _____________ hours @ $____________ hour  $______________ 
 Cafeteria     _____________ hours @ $____________ hour  $______________ 
 Little Theatre (High School)   _____________ hours @ $____________ hour  $______________ 
 Kitchen*     _____________ hours @ $____________ hour  $______________  
 *SNS Personnel must supervise the use of the kitchen equipment to prepare or serve food. Additional fee will be charged 
 

Other Fees 
 Hoch Field Site Coordinator   _____________ hours @ $______35.00_ hour  $______________ 

Auditorium Technician   _____________ hours @ $______17.00_ hour  $______________ 
 Lighting Electrical    _____________ hours @ $______35.00_ hour  $______________ 
 Projection    _____________ hours @ $______40.00_ hour  $______________ 

Custodial/Maintenance   _____________ hours @ $______35.00   hour  $______________ 
      2 hour minimum 

 School Nutrition Services (SNS)  _____________ hours @ $______32.00_ hour  $______________  
      2 hour minimum 
 

 Open / Close Fee    _____________ hours @ $______50.00_ hour  $______________  
 Required for events taking place outside of normally scheduled custodial coverage.  
 

 Security / Police Required ☐ 
 Lessee will be billed directly through the Gardiner Police Department. Fees may vary based on the responding officer’s rate of pay. 
 

 Estimated Attendees _____________________       $_______________ 
  
 

Priority 3 Day-Long/Weekend Events 
 

 Number of Days ($50 non-refundable fee/day) ________      $_______________ 
Custodial     _____________ hours @ $______35.00   hour  $_______________ 

      2 hour minimum 

 
 

         Total Estimated Cost $____________ 
 
 

                    Balance $____________ 
                   
 
 
 

The Estimated Facilities Rental Fee includes the total of all known fees. It does not include additional charges that may be assessed for additional custodial / 
maintenance / SNS services. The estimate is not a guarantee of total charges. 
 
 
 

CONDITIONS OF USE        ________ Initial for understanding 
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● Applicants must complete a written Facilities Use Form at least two (2) three (3) weeks in advance requesting to use school facilities. The Facilities 
Use Form includes a release and indemnity provision and an agreement that the applicant will comply with all MSAD 11 policies and rules. Those 
organizations submitting requests under three (3) weeks of the event, due to extenuating circumstances, will be considered on an individual basis. 

● Once an event is scheduled, no organization except MSAD 11 may ‘bump’ another organization, regardless of priority list 
ranking. 

● No Community application for use of school facilities, other than auditoriums, shall be approved more than six (6) months in advance of the 
intended use. Applications for use of school auditoriums may be approved up to twelve (12) months in advance. 

● The School Board shall approve a schedule of fees for use of school facilities utilizing actual cost as data in determination of and are subject to 
change without notice. 

● If the building administrator deems necessary for school personnel to be present at the event, school personnel shall be paid at the expense of the 
user. 

● The hours during which school facilities are used will, to the extent possible, coincide with the hours during which custodians are regularly 
scheduled. At the discretion of the building administrator and business manager, leases may be required to pay for custodial services if the event 
requires custodial support over and above the normal custodial schedules and duties. 

● It is the responsibility of the persons or organizations using school facilities to leave them in the same condition in which they were obtained. If this 
is not done to the satisfaction of the building administrator, a charge may be levied for any required clean-up costs, in excess of any fees otherwise 
applicable. 

● All individuals or groups using school facilities are responsible for the preservation of order and must meet all requirements of state statutes, 
ordinances, conditions and policies and procedures of the MSAD 11 School District. Failure to comply with this requirement will result in the 
revocation of use privileges. 

● Lessees not covered by the MSAD 11 School District liability policy will be required to provide a certificate of insurance. Lessees must provide a 
copy of their certificate of insurance coverage the period under the contract naming MSAD 11 as an additional insured prior to the event. 

● Applicants granted use of school district facilities shall hold the MSAD 11 School District free and without harm, from any loss or damage liability or 
expense that may arise during or be caused in any way by such use or occupancy of district facilities. The applicant further agrees to make 
restitution promptly for any loss or damage occurring during use of said facilities and equipment. 

● Use of equipment is limited to the items specified on the application form and a fee or deposit may be assessed for said use. Installing decorations 
or scenery, moving equipment or other furniture is prohibited unless special permission is obtained in advance from the building administrator. 

● The person or organization designated on the Facilities Use Form shall be the only group using the facility for the specified event or activity. The 
duly authorized representative of the organization or group must be at least twenty-one (21) years of age, shall assume responsibility of the activity 
and shall remain present throughout activity. 

● All fees, rentals and payment for staff services shall be made payable to MSAD 11. Tipping of school personnel is not permitted. Under no 
conditions shall payment be made directly to staff members. Non-payment of an invoice will result in an organization not being able to use the 
facility in the future. 

● For community events with a projected attendance of 500, the building administrator, in conjunction with the appropriate law enforcement, will 
determine the need for police security. Payment for police services will be the responsibility of the individual or group using the facility for the 
specified event of activity. 

● Community adults and children are free to use outdoor grounds and facilities for recreation when not otherwise scheduled. Formal approval of 
buildings and grounds rentals will only be granted to recognized organizations and groups. 

● All injuries and accidents must be reported immediately to the building administrator. 
● All school facilities will be closed on all Federal and State holidays, unless the building administrator and / or superintendent grant prior approval. 
● The building administrator has the sole discretion to determine whether equipment may be stored on school premises. Equipment stored on school 

premises are stored at the owner’s risk. MSAD 11 does not accept responsibility for damages to or loss of property stored on school premises.  
 

GUIDELINES FOR KITCHEN USE       ________ Initial for understanding 
 
● Only School Nutrition Services (SNS) staff members are authorized to prepare and serve meals. Organizations desiring to purchase and provide 

pre-cooked foods for meals that are to be served in support of their function may do so. With the exception of Priority I Organizations, the fee 
schedule will apply. 

● Use of kitchen equipment and facilities by anyone other than SNS staff without the approval of the SNS Director and the building administrator is 
prohibited. Once approval to use the kitchen is granted, SNS personnel must supervise the use of the kitchen equipment to prepare or serve food. 
Additional fees, as listed in the policy’s fee schedule will be charged. 

 

GUIDELINES GOVERNING THE FOOD AND CONCESSION STAND   ________ Initial for understanding 
 
● Requests to operate food and concessions stands must be made at the time the rental application is submitted. Applicable public health and 

licensing requirements must be met at all times. (Reference policy EFE – Competitive Food Sales) 

 
 
 CONTRACTUAL OBLIGATIONS       ________ Initial for understanding 
 

● The user shall agree to hold MSAD 11 free, harmless, and indemnified from any claims, suits or causes of action arising from or out of its use of a 
school facility. 
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● The user shall not assign or transfer its permit to use school facilities to any other person / organization without the express permission of the 
appropriate school official. An agreement to use school facilities may be canceled or amended by the user for good cause provided that seven (7) 
days’ notice is given to the building administrator. Failure to cancel the use of a facility seven (7) days in advance of usage will result in the 
organization being charged all expenses associated with the rental and may result in the loss of future usage.  The right to cancel or 
amend an agreement to use school facilities at any time is reserved by the appropriate school official. On any day that schools are closed for 
inclement weather or other emergencies, use of school facilities will be determined at the discretion of the building principal and / or 
superintendent. Users are responsible for notifying their membership of such circumstances. 

● The Superintendent, or his / her their designee, has the sole authority to determine whether the building should be closed for reasons of public 
safety and will be held harmless in this situation. Notification will be made as soon as possible. Contracts in force for periods during which the 
school is closed for reasons of public safety are cancelled automatically without penalty to either party. Every effort will be made to reschedule any 
canceled event to a mutually acceptable date.  

 

 RESPONSIBILITY FOR CARE, CUSTODY AND CONTROL OF SCHOOL FACILITIES    
             ________ Initial for 
understanding 

● The user shall not drive nails, tacks or screws into the floors, walls, ceiling, desks or any other school property. 
● The user shall not paint, wallpaper, mark or deface any property. 
● The user shall not wire or connect electrical equipment (such as stage lighting equipment) or adjust the heat or air conditioning controls, unless 

specifically approved in advance by the appropriate school official. 
● The user shall not sell or serve food or drink or operate concessions in connection with the rental of the school facilities without permission from the 

building administrator other than renting the school cafeterias by special arrangement. 
● The user shall wear appropriate athletic shoes when using gymnasiums or tennis courts for athletic or recreational purposes. 
● The user shall remove its property such as decorations, theater props, and equipment from school premises, after use. 
● The user shall leave the school premises when its lease term has expired. 
● No school property shall be in use after 11:30 p.m., unless previously approved by the superintendent. 
● The user shall leave the school premises, including parking lot, in a secure, clean, neat, and orderly manner. 
● The user shall become familiar with and shall comply with the fire codes of the city / town and state applicable to each facility being used. 
● The user shall protect all floors when moving chairs, furniture and / or equipment. 

 

PROHIBITED CONDUCT        ________ Initial for understanding 
 

 The following conduct is prohibited: 
● No school facility shall be made available to any group that advocates unconstitutional or illegal acts or are contrary to the best interest of the MSAD 

11 School District or the welfare of students and employees. 
● Possession or consumption of alcoholic beverages, illegal drugs, marijuana, or tobacco products on school grounds. School facilities include all 

buildings, athletic fields, parking lots, and recreational areas. 
● The possession of weapons (knives, guns, etc.). 
● Smoking anywhere on the school district grounds or in the district’s facilities. Policy ADC 
● Usage of district’s facilities after 11:30 p.m., unless previously approved by the superintendent. 
● Any activity which, in the opinion of the school officials, would cause or be substantially likely to cause damage to school property (for example, 

playing fields should not be used during inclement weather or when their use will damage their condition for school purposes). 
● Parking on landscaped areas. Vehicles must be parked in designated areas only. 
● Animals, other than those cited in Policies IMG and IMGA, are not allowed on school property except with prior authorization from the building 

administrator. 
● Use of open flames, including candles, fireworks or other special effects. 

 

SUSPENSION OF PRIVILEGES       ________ Initial for understanding 
 
● Violations of any of these rules and regulations shall be grounds for the suspension of a user’s privilege to use school faci lities for such period of 

time as deemed fitting by the appropriate school official. 
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BOARD-SUPERINTENDENT RELATIONSHIP 

 

The MSAD #11 Board believes that exercising its legislative function through policymaking is 

its most important responsibility.  The MSAD #11 Board is also responsible for setting the 

direction for the school district and evaluating progress toward goals. 

 

The management of the schools is the function of the Superintendent.  The MSAD #11 Board 

holds the Superintendent responsible for complying with all applicable laws, rules and 

regulations; for administering MSAD #11 Board policies and decisions; for the operation of the 

schools and educational program; for the system of supervision and evaluation of staff; and for 

keeping the MSAD #11 Board informed about school operations, problems and opportunities.  

The MSAD #11 Board recognizes that the Superintendent may delegate certain responsibilities 

to other personnel.  Such delegation does not relieve the Superintendent of the final 

responsibility for actions taken. 

 

The MSAD #11 Board, collectively and as individual members, shall: 

 

 A. Recognize the Superintendent as the educational leader of the school district; 

 

 B. Provide direction for the Superintendent through written policies, objectives and 

goals for the school district; 

 

 C. Give the Superintendent full administrative authority and support for properly 

discharging his/her their professional duties, while holding him/her responsible 

for acceptable results; 

 

 D. Hold all MSAD #11 Board meetings in the presence of the Superintendent, except 

as otherwise permitted by law or when the Superintendent voluntarily excuses 

him/herself themselves at the request of the Board. The Superintendent will attend 

all meetings of standing and/or advisory meetings, as requested by the Board 

Chair. 

 

 E. Refer complaints, criticisms, and requests to the Superintendent or other 

appropriate personnel and discuss them at MSAD #11 Board meetings only after 

administrative solutions have been exhausted; and 

 

 F. Evaluate the Superintendent and provide appropriate opportunities for the 

Superintendent to share his/her their perceptions regarding the working 

relationship between the MSAD #11 Board and Superintendent.  
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Legal Reference: 1 MRSA § 401 et seq. 

   20-A MRSA §§ 1001 et seq.; 1051 et seq.; 13201; 13301 

 

Cross Reference: BBA - School Board Powers and Responsibilities 

   BCA - Board Member Code of Ethics 

   CB - School Superintendent 

   CB-R - Superintendent Job Description 

   CBI - Evaluation of the Superintendent 

 

Adopted: Prior to 1985 

 

Revised: June 5, 1986; November 1, 1990; October 1, 1992; June 15, 2006 

  January 8, 2015 
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MINUTES 

 

The Superintendent, in his/her their role as MSAD #11 Board Secretary, shall prepare and 

maintain accurate minutes of all meetings of the Board. 

 

The minutes shall reflect the type of meeting (regular, special, or emergency), the date, time, and 

place of the meeting, and the names of the members present, those absent with excuse (if any), 

and those absent without excuse (if any). 

 

The minutes shall include, at a minimum:  the wording of motions and resolutions; the name of 

the Board member making the motion; the name of the Board member seconding the motion (if a 

second is required); the action taken; and the vote. 

 

When a Board member abstains from voting because of a conflict of interest as defined by law, 

his/her abstention and reason for doing so shall be recorded in the minutes. 

 

Draft (unapproved) minutes of meetings will be distributed to all MSAD #11 Board members 

prior to the meeting at which they are to be presented for approval.  Draft (unapproved) minutes 

will be made available to the media upon request and may be inspected and copied by members 

of the public at the Office of the Superintendent.  Draft (unapproved) minutes shall be stamped 

“draft” to indicate their status. 

 

MSAD #11 Board meeting minutes shall be acted upon by the Board at its next regular meeting.  

The Board’s action on the minutes will be reflected in the minutes of the meeting at which they 

are approved. 

 

Approved minutes shall be permanently filed in the Office of the Superintendent, where they 

shall be available to the public for inspection and copying during normal business hours. Copies 

of the Board minutes will also be posted on the District’s website. 

 

 

Legal Reference: 1 MRSA §§ 402(3), 408 

 20-A MRSA §§ 1004, 1055 

 30-A MRSA § 2605 

 

Cross Reference: BBBDA - Board Declared Vacancy Caused by Absenteeism 

 BEDI - Board Relations with the Media  

 

Adopted: Prior to 1985 

 

Revised: June 5, 1986; November 1, 1990; October 1, 1992; June 15, 2006;  

  December 7, 2017 
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BOARD COMMUNICATIONS WITH STAFF 

 

A clear understanding of responsibilities and relationships between and among the MSAD #11 

Board and school personnel is essential for a smoothly running and efficient school system.  It 

should be remembered that the MSAD #11 Board, school administrators, teachers, and all others 

responsible for any phase of the work of the school system have a common and basic 

responsibility—the welfare of the children in the schools.  This responsibility must guide all of 

the MSAD #11 Board’s considerations and decisions. 

 

RELATIONSHIPS 

 

Board and Superintendent 

 

The relationship of the MSAD #11 Board and the Superintendent can best be described as 

one of teamwork.  They must function cooperatively as some of their functions are not 

readily separable.  However, the primary functions are separable and should be clearly 

understood by each.  The MSAD #11 Board is the legislative body of the school unit.  It 

exercises its mandated management of the schools through the formation of policies. The 

Board is the governing body of the school unit and has the responsibility for adopting 

policies and providing for the care and management of the schools. 

 

The Superintendent is the executive officer ex officio secretary of the Board and the chief 

administrative officer.  The Superintendent is responsible for the day to day administration of 

the school unit and for ensuring that the operations of the school unit conform to Board 

policies and applicable laws. The MSAD #11 Board recognizes this and wishes to make this 

clear to all staff members and to all citizens. 

 

All communications or reports to the MSAD #11 Board, or to any committee of the MSAD 

#11 Board from principals, supervisors, teachers, or other employees shall be submitted 

through the Superintendent. 

 

Board and Principal 

 

The School Principal has no direct administrative relations with the MSAD #11 Board.  

His/her Their relations to the MSAD #11 Board are through the Superintendent, for the 

Board recognizes that the Superintendent is the person to whom it must look for professional 

leadership within the schools.  A spirit of cooperation and mutual helpfulness must prevail 

between the Superintendent and the Principal if the best results are to be realized.  For 

instance, the Principal and the Superintendent must cooperate in the selection of school staff 

because the Principal is in the best position to know the kind of person needed for a 

particular type of service in the school.  However, the Principal must make recommendations 

to the Superintendent and not to the MSAD #11 Board.  At all times the Principal must 

remember that all matters which require Board action must be presented to the MSAD #11 

Board by the Superintendent.         

  

Board and Teachers and other School Employees 
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The relationship of the teacher to the MSAD #11 Board is indirect.  The teacher is directly 

responsible to the Principal/Assistant Principal and through him/her the Principal/Assistant 

Principal to the Superintendent, and then to the Board.  However, this does not mean that the 

teacher does not have access to the Superintendent or to the MSAD #11 Board.  Conditions 

may arise when direct access may be obtained through channels established for grievances. 

 

Other school employees, depending on their position, are directly responsible to the 

Principal/Assistant Principal or to the supervisor to whom the employee reports, and through 

the Principal or supervisor to the Superintendent, and then to the Board. 

 

Direct access between employees and the Board may be obtained through channels 

established for grievances or through applicable Board policies. 

 

BOARD COMMUNICATIONS WITH STAFF 

 

The Board will communicate regularly with school staff on matters of current interest and 

importance to the school community at such times and through such methods as the Board deems 

appropriate. 

 

Individual employees and employee organizations are expected to utilize communication 

channels established through Board policies, administrative procedures, and collective 

bargaining agreements, and not to circumvent the chain of command and their direct supervisors. 

 

Communications with staff are the responsibility of the Board as a whole. Individual board 

members should refrain from initiating communications or conversations with staff members on 

their own.  

      

Legal Reference: 20-A MRSA §§ 1(28); 1001(21); 1051; 13201-13202 

 

Cross Reference: BEDH – Public Participation in Board Meetings 

   KE – Public Concerns and Complaints 

 

Adopted: June 15, 2006 

 

Revised: December 3, 2015; March 4, 2021 
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BOARD MEMBER FREEDOM OF ACCESS LAW TRAINING 

 

In accordance with Maine law every Board member, whether elected or appointed, the 

Superintendent and Assistant Superintendent must complete a course of training on the 

requirements of Maine’s Freedom of Access law as it relates to public records and proceedings 

not later than the 120th day after the date he/she they take the oath of office to assume his/her 

their duties as an elected official.  The Superintendent and Assistant Superintendent must 

complete the training no later than the 120th day of their hire. 

 

Freedom of Access training must be repeated within 120 days of taking the oath of office each 

time a Board member is elected to serve a new term. 

 

At a minimum, the training course must include instruction in: 

 

A. The general legal requirements of the Freedom of Access law regarding 

Public records and public proceedings; 

 

B. Procedures and requirements regarding complying with a request for a public 

Record under the Freedom of Access law; and 

 

C. Penalties and other consequences for failure to comply with the Freedom of 

Access law. 

 

A Board member may meet the training requirement by conducting a thorough review of all the 

information made available by the State of Maine on the Frequently Asked Questions portion of 

its Freedom of Access website, or by completing any other training course that includes all of 

this information. 

 

The Frequently Asked Questions portion of the State’s Freedom of Access website may be found 

at www.maine.gov/foaa/faq/ 

 

Each Board member shall attest by means of a written or electronic record that he/she has they 

have completed the training and provide a copy of such record to the Superintendent’s Office.   

 

To facilitate documentation of training, the Superintendent will make available to Board 

members copies of the State’s sample Certificate of Completion of Freedom of Access Training 

form. 

 

Legal Reference: 1 MRSA §§ 411, 412 

 

Cross Reference: BID New Board Member Orientation 

   KDB Public’s Right to Know/Freedom of Access 

 

 

Adopted: November 6, 2008 

 

Revised: December 3, 2015; March 4, 2021 

http://www.maine.gov/foaa/faq/
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CERTIFICATION OF COMPLETION OF FREEDOM OF ACCESS TRAINING 

REQUIRED BY 1 MRSA § 412 

 

 

I, ______________________________________________, hereby certify that I have met the 
 (Name of elected official, Superintendent, or Asst. Superintendent) 

 

Training requirements set forth in MRSA § 412 on ______________________________ by 

                                                                                              (Date of training) 

 

Completing the following training. 

 

 ☐ A thorough review of all of the information made available on the Frequently 

  Asked Questions portion of the State Freedom of Access website, 

  www.maine.gov/foaa/faq 

 

 ☐ Another training course that includes this information, identified as follows: 

 

___________________________________________________________________________ 

(Title of course) 

 

___________________________________________________________________________ 

(Name of course provider) 

 

Dated this ______day of _______________________, 20___. 

 

 

 

___________________________________________________________ 

(Signature) 

 

 

____________________________________________________________ 

(Printed name) 

 

 

____________________________________________________________ 

(Elected office or Public Official Role) 

 

NOTE: Training must be completed within 120 days after an elected official takes the oath of 

office. 

 

Adopted: November 6, 2008 

 

Revised: January 7, 2016; April 1, 2021 

http://www.maine.gov/foaa/faq
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SUPERINTENDENT OF SCHOOLS JOB DESCRIPTION 

 

I. JOB GOAL 

 

To provide leadership in developing and maintaining the best possible educational 

programs and services for the students of our school system.  To lead, guide, and direct 

every member of the administrative, instructional, and support services teams in setting 

and achieving the highest standards of excellence in educational programs and operating 

systems.  To be responsible for a system of supervision and evaluation for all staff 

designed to meet the goals of the school system.  To oversee and administer the use of all 

facilities, property, and funds in the best interests of students and the school system. 

 

II. MINIMUM JOB REQUIREMENTS 

 

A. Superintendent Certification (010) Maine Department of Education (or 

certifiable). 

B.        Minimum of Certificate of Advanced Study 

C.       Minimum of Five Years of Administrative Experience 

D. Such alternatives to the qualifications listed in B. and C. as the MSAD #11 Board 

may find appropriate and acceptable. 

 

REPORTS TO:  MSAD #11 School Board 

 

SUPERVISES: All administrative and supervisory personnel of the school system. 

 

PERFORMANCE RESPONSIBILITIES AND CRITERIA 

 

The criteria for performing the job responsibilities of the Superintendent include the 

ability to function effectively in the following categories: A) Communication; B) 

Community Relations; C) Curriculum; D) School/Community Involvement; E) 

Leadership; F) Organizational Management; G) Personnel Management; H) School 

Facility Management; I) School Finance/Budgeting; J) School Improvement; K) Staff 

Development; L) Superintendent/Board Relations; and M) Supervision/ Evaluation. 

 

 A. Communication—Able to communicate clearly with staff, parents, students and 

community, both verbally and in writing. 

 

  1. Keeps the public informed of the status of the schools. 

 

  2. Conducts meetings of administrators, teachers and other staff members as 

necessary for the discussion of matters concerning the improvement and 

welfare of the schools. 

 

  3. Communicates to all staff members, directly or through delegation, actions 

of the M #11 Board relating to personnel matters and receives from 

employees communications to be made to the MSAD #11 Board. 
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  4. Confers as appropriate with professional and lay groups concerning the 

school program and transmits suggestions to the MSAD #11 Board and 

others, as appropriate.  

 

 B. Community Relations—Recognizes the importance of both stimulating and 

reflecting community needs/wants regarding education.  Demonstrates ability to 

involve the community in developing and implementing goals.  Views the 

community/school relationship as a partnership. 

 

  1. Establishes and maintains a program of public relations to keep the public 

well informed of the activities and needs of the school  

   system, effecting a wholesome and cooperative working relationship 

between the schools and the community. 

 

  2. Communicates with and understands the needs and perspectives of various 

community groups. 

 

  3. Attends, or delegates a representative to attend, meetings of municipal 

agencies at which matters pertaining to the school system appear on the 

agenda or are expected to be raised. 

 

  4. Keeps the public informed about current educational practices, educational 

trends, and the policies, practices, successes and challenges of the schools. 

 

 C. Curriculum—Strong commitment to leading the effort to define and deliver an 

effective, consistent curriculum PK-12. 

 

  1. Administers the development and maintenance of educational programs 

designed to meet the needs of the community and to carry out the policies 

of the MSAD #11 Board. 

 

  2. Conducts reviews of the total school program and advises the MSAD #11 

Board on recommendations for the educational advancement of the 

schools. 

 

  3. Recommends to the MSAD #11 Board, through the use of appropriate 

personnel, adoption of courses of study, curriculum, teaching materials, 

etc. 

 

  4. Oversees timely revisions of curriculum and courses of study. 

 

D. School/Community Involvement—Visible in the schools, aware of current issues 

and activities in the schools, and shows an interest in community affairs. 
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  1. Visits schools and classrooms as appropriate.  Attends a reasonable 

number of student/staff events. 

 

  2. Seeks to stay informed about issues and activities in the schools. 

 

  3. Has a reasonable level of knowledge of administrators, staff, and students. 

 

  4. Has a reasonable level of knowledge about community events, concerns, 

accomplishments, and direction. 

 

 E. Leadership—Able to motivate, lead, guide and direct people.  Committed to 

implementing the Mission and Vision Statement of the school system.   

 

  1. Facilitates the development of and implements a collaborative educational 

vision and assists the MSAD #11 Board in setting priorities for the school 

unit.   

 

  2. Serves as the educational leader of the school unit.  Performs job 

responsibilities using the Mission and Vision Statement as a guide. 

 

  3. Communicates the educational vision and priorities effectively to staff, 

students, and community. 

 

  4. Attend conventions and conferences to keep abreast of latest educational 

trends. 

 

  5. Ensures that policies, procedures and school rules promote a safe, 

respectful, and healthy school environment. 

 

 F. Organizational Management—Uses a systematic approach to managing and 

improving the schools.  Excellent organizational skills, working knowledge of 

school law, and proven ability to resolve organizational conflicts. 

 

  1. Administers, as chief school executive, the development, maintenance, 

and improvement of the educational program. 

 

  2. Maintains, directly or through delegation, such personnel records, pupil 

accounting records, business records and other records as required by law 

and/or MSAD #11 Board policy.  

 

  3. Files, or causes to be filed, all reports required by state or federal 

laws/regulations. 

 

  4. Advises the MSAD #11 Board of the need for new and revised policies 

and ensures that all policies of the MSAD #11 Board are implemented. 
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  5. Makes administrative decisions necessary for the effective and efficient 

operations of the schools.  Acts on own discretion when emergency action 

is necessary in matters not covered by MSAD #11 Board policy.  Reports 

such emergency actions to the MSAD #11 Board and recommends policy 

for future guidance. 

 

  6. Develops and implements rules and procedures for staff and students as 

necessary to comply with MSAD #11 Board policies, and state and federal 

laws/regulations. 

 

  7. Delegates to other staff, at own discretion, the exercise of any powers and 

duties, with the knowledge that such delegation does not relieve the 

Superintendent of final responsibility for any actions taken.  

 

  8. Recommends attendance boundaries for all schools and the transfer of 

students from one building to another in the interest of good 

administration of the instructional program.  Implements MSAD #11 

Board policies and state laws/regulations for the promotion, retention and 

acceleration of students. 

 

  9. Makes recommendations to the MSAD #11 Board concerning the 

transportation of students in accordance with MSAD #11 Board policies, 

state laws/regulations, and student safety considerations. 

 

 G. Personnel Management—Excellent people skills.  Ability to recruit and retain 

high quality staff.  Strong personnel management practices and understanding of 

collective bargaining issues. 

 

  1. Develops and implements a hiring process that complies with applicable 

state and federal laws and attracts the most qualified candidates. 

 

  2. Nominates to the MSAD #11 Board for employment the most qualified 

and competent teachers and administrators. 

 

  3. Employs the most qualified and competent support staff.   

 

  4. Develops job descriptions for all staff, subject to MSAD #11 Board review 

and approval. 

 

  5. Assigns and transfers employees as the interests of the school system 

require and reports such actions to the MSAD #11 Board for information 

and record. 

  6. Participates, as deemed appropriate by the MSAD #11 Board, in 

negotiations with recognized employee bargaining units. 
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  7. Handles employee grievances or problems in accordance with applicable 

MSAD #11 Board policies, collective bargaining agreements, and/or 

state/federal laws and regulations. 

 

  8. Establishes and implements personnel policies and procedures for non-

union staff. 

 

9. Ensures that the MSAD #11 Board complies with meet and consult 

requirements on educational policy issues. 

 

10. Establishes personnel procedures that provide information that may be 

used to advance the quality of the school unit, such as exit interviews for 

departing employees, employee focus group discussions on specific 

aspects of job performance and duties, questionnaires and/or other means 

of eliciting staff member feedback. 

 

 H. School Facility Management—Good understanding of facilities management, 

including development of long-term maintenance plans, and budgeting/planning 

for future building needs. 

 

  1. Makes recommendations to the MSAD #11 Board on the location and size 

of new school sites and additions to existing sites; the location and size of 

new buildings on sites; plans for new school buildings; appropriates for 

sites and buildings; and improvements, alterations and changes in 

buildings and equipment. 

 

  2. Develops and implements short and long-term maintenance plans for 

school buildings and grounds, delegating particular duties as the 

Superintendent deems appropriate.  

 

  3. Includes maintenance and other facilities/equipment needs in budget 

planning. 

 

  4. Develops and implements guidelines and procedures governing the use 

and care of school facilities and property. 

 

  5. Recommends to the MSAD #11 Board sales of surplus property no longer 

needed and authorizes the proper execution of such sales. 

 

 I. School Finance/Budgeting—Strong working knowledge of school finance, 

including budget development and management.  Ability to effectively 

communicate with the Board, staff, community and local municipal officials.  

Clear understanding of federal, state, and local funding issues. 

  1. Demonstrates the ability to perform effective financial forecasting and 

long and short-term financial planning. 
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  2. Supervises the preparation and presentation of the annual budget and 

recommends it to the MSAD #11 Board for approval. 

 

  3. Establishes and maintains efficient procedures and effective controls for 

all expenditures of school funds in accordance with the adopted budget. 

 

  4. Clearly explains proposed budgets, needs and priorities to the MSAD #11 

Board, community and local municipal officials. 

 

  5. Conducts all financial operations and purchasing within MSAD #11 Board 

policies and applicable state/federal laws/regulations. 

 

  6. Maintains appropriate financial accounts and ensures that audits are 

performed on an annual basis. 

 

  7. Provides prior notice to the MSAD #11 Board when there is a need to 

depart from MSAD #11 Board policy in any financial matter. 

 

 J. School Improvement—Commitment to supervise and evaluate school programs in 

the spirit of continuous improvement; understanding of educational practices, 

research, and national/state/local initiatives, including Maine’s Learning Results; 

and ability to frame issues for discussion, reach timely decisions, and implement 

change. 

 

  1. Develops, implements, and monitors the change process to improve the 

educational program. 

 

  2. Is familiar with current research and educational issues. 

 

  3. Involves the staff and community in plans to improve the educational 

program. 

 

  4. Ensures that there is a comprehensive system of student assessment in 

place. 

 

  5. Informs and advises the MSAD #11 Board about educational programs 

and instructional practices in the schools. 

 

  6. Communicates effectively with staff, students and the community about 

educational trends, curriculum needs and instructional programs. 

 

  7. Ensures that the educational program complies with MSAD #11 Board 

policies and applicable state and federal laws/regulations. 

  8. Ensures that administrators and teachers communicate student progress 

and school curricula to parents on a regular basis. 
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 K. Staff Development—Committed to and fosters continuous staff improvement.  

Emphasizes both system-wide and individual development. 

 

  1. Fosters an environment that encourages continuous learning and 

improvement on the part of school staff. 

 

  2. Develops and implements an effective system of staff development 

focused on improving the educational and operational programs of the 

schools, with appropriate input from the MSAD #11 Board, administration 

and staff. 

 

  3. Provides reasonable opportunities for staff to participate in conferences, 

visitations and coursework within the framework of the school unit’s 

budget. 

 

  4. Ensures that all staff are involved in the school unit’s staff development 

opportunities. 

 

  5. Informs the MSAD #11 Board of staff development priorities, needs, and 

activities. 

 

 L. Superintendent/Board Relations—Understands that the Superintendent is 

responsible for management of the schools under the MSAD #11 Board’s policies 

and is accountable to the MSAD #11 Board.  Supports and facilitates the work of 

the MSAD #11 Board.  Maintains open communication with the Board. 

 

  1. Supervises and ensures compliance with all laws, regulations and MSAD 

#11 Board policies. 

 

  2. Keeps the MSAD #11 Board informed about programs, activities, 

accomplishments, problems, and needs of the schools. 

 

  3. Presents information and recommendations necessary to assist the MSAD 

#11 Board in performing its duties effectively, including the need for 

policy on particular subjects. 

 

  4. Schedules and attends meetings of the MSAD #11 Board. 

 

  5. Serves as Secretary to the MSAD #11 Board as required by law. 

 

  6. Serves as an ex officio member of all MSAD #11 Board committees, 

attending meetings as specified by the MSAD #11 Board. 

 

  7. Advises and recommends action by the MSAD #11 Board as appropriate 

concerning student and staff disciplinary issues. 
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  8. Assists the MSAD #11 Board in developing annual and long-range goals 

for the school system. 

 

  9. Represents the school unit with the media and other groups as deemed 

appropriate by the MSAD #11 Board. 

 

  10. Performs such other tasks as may be assigned by the MSAD #11 Board. 

 

 M. Supervision/Evaluation—Understands the importance of accountability for staff 

and self.  Uses an evaluation process that establishes clear performance standards 

and follows through to resolve performance issues. 

 

  1. Develops and implements an effective system of supervision and 

evaluation for all staff, based on MSAD #11 Board policies and with 

appropriate input from administration and staff. 

 

  2. Oversees methods of teaching, supervision, evaluation and administration 

in the schools. 

 

  3. Disciplines employees as necessary and reports such actions to the MSAD 

#11 Board as appropriate. 

 

  4. Recommends salary changes or dismissal/nonrenewal of administrators 

and teachers to the MSAD #11 Board for final action.   

 

TERMS OF EMPLOYMENT 

 

Work year shall be twelve (12) months.  Length of contract, salary, and benefits shall be 

determined by the MSAD #11 Board and Superintendent under the Superintendent’s 

individual contract. 

 

EVALUATION 

 

Performance shall be evaluated in accordance with the provisions of the MSAD #11 

Board’s policy on evaluation of the Superintendent. 

 

Cross Reference: CBI - Evaluation of Superintendent 

 

Adopted: November 6, 2008 

 

Reviewed: April 1, 2010; August 3, 2017 
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EVALUATION OF THE SUPERINTENDENT 

 

The MSAD #11 School Board will evaluate the performance of the Superintendent as a regular 

and scheduled activity no less than once every three years.  The primary purposes of the 

evaluation will be to continually improve administrative leadership, to strengthen the working 

relationship of the MSAD #11 School Board and Superintendent governance team, and to assist 

the MSAD #11 School Board in reviewing issues associated with the Superintendent’s 

employment. 

 

Guidelines 

 

 A. The Superintendent should be involved in developing the evaluation form and 

standards or reviewing the existing evaluation form and standards. 

 

 B. The evaluation(s) should be at a regularly scheduled time and place, in an 

executive session in which all MSAD #11 School Board members are present. 

 

 C. The Superintendent should prepare for the evaluation by conducting a self-

evaluation. 

 

 D. The MSAD #11 School Board should prepare for the evaluation as follows: 

 

  1. MSAD #11 School Board members will submit individual written 

assessments to the Chair, using the evaluation form and standards, with 

supporting comments giving specific examples related to conduct and/or 

performance. 

 

  2. The Chair will develop a composite evaluation from members’ written 

opinions. 

 

  3. The MSAD #11 School Board will meet in executive session to review the 

composite evaluation and materials related to the Superintendent’s 

performance.  The Superintendent may be invited to, or excluded from, 

this session at the MSAD #11 School Board’s discretion. [Note: The 

Superintendent must be present for any discussion that may lead to or 

result in allegations, charges or investigation of misconduct.] 

 

 E. The MSAD #11 School Board will meet with the Superintendent in executive 

session to review the evaluation: 

 

1. The MSAD #11 School Board as a whole will meet with the 

Superintendent to discuss the evaluation, which should include the 

composite (or: summary) of individual MSAD #11 School Board 

members’ written assessments as agreed upon by the MSAD #11 School 

Board. 
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 2. The evaluation should include a discussion of strengths as well as areas 

identified for improvement. 

 

  3. As no form or set of guidelines can encompass the totality of the 

Superintendent’s responsibilities, the evaluation discussion may include 

items not described in the evaluation form. 

 

  4. The MSAD #11 School Board’s evaluation should be supported by 

specific examples of the Superintendent’s conduct/performance and 

should represent the perspective of the majority of the MSAD #11 School 

Board. 

 

  5. The Superintendent shall be given the opportunity to provide feedback to 

the MSAD #11 School Board regarding his/her perceptions of the working 

relationship between the Superintendent and the MSAD #11 School Board 

and other issues the Superintendent identifies as relevant to his/her job 

responsibilities and performance. 

 

 F. The MSAD #11 School Board will meet in executive session to discuss issues 

such as compensation, benefits, and extension of contract which are directly 

related to the Superintendent’s evaluation and employment.  The Superintendent 

may be invited to, or excluded from, this session at the MSAD #11 School 

Board’s discretion.   

 

 G. The MSAD #11 School Board will meet with the Superintendent in executive 

session to discuss compensation, benefits, extension of contract and other matters 

relevant to the Superintendent’s employment. 

 

H. Following the completed evaluation process, the MSAD #11 School Board Chair 

shall provide the Superintendent with a written summary of the key elements of 

the evaluation review.                                               

 

Performance Objectives 

 

Using the Superintendent’s evaluation(s) for the year and the priorities established by the MSAD 

#11 School Board, the MSAD #11 School Board and the Superintendent will establish mutually 

agreed upon and clearly understood performance goals for the ensuing year.  Progress toward 

these goals will be included as part of the next MSAD #11 School Board evaluation of the 

Superintendent. 

 

Cross Reference: BDD - Board-Superintendent Relationship 

   CB - School Superintendent 

   CB-R - Superintendent Job Description 

 

Adopted: August 6, 1992 

Revised: November 6, 2008; April 1, 2010; August 3, 2017 
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STUDENT HANDBOOKS 

 

 

In order to inform students, parents and staff members of pertinent MSAD #11 Board 

policies, regulations, and school rules and procedures, the administration shall publish 

and annually revise student handbooks containing information about the school district as 

a whole and the individual schools.  The contents of student handbooks must conform to 

MSAD #11 School Board policies, administrative procedures, and state and federal laws 

and regulations.   

 

The MSAD #11 Board (OR School Administrators) shall conduct an annual review of the 

student handbooks.  All first editions of handbooks and any substantive revisions are to 

be reviewed by legal counsel and approved by the MSAD #11 Board prior to publication. 

 

Handbooks shall be distributed to all students made available the first week of each 

school year and to new students when they enroll. 

 

 

Adopted: June 5, 1986 

 

Revised: October 1, 1992; November 6, 2008; April 1, 2010; August 3, 2017 
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ADMINISTRATION IN THE ABSENCE OF POLICY 

 

In cases when action must be taken within the school system and the MSAD #11 Board has 

provided no guidelines for administrative action through policy, the Superintendent shall have 

the power to act. 

 

The Superintendent shall inform the MSAD #11 Board of the need for policy on such topics 

actions taken and make recommendations for policy to provide future guidance. 

 

Cross Reference: CB - School Superintendent 

   CB-R - Superintendent Job Description 

 

Adopted: Prior to 1985 

 

Revised: June 5, 1986; October 1, 1992; November 6, 2008; April 1, 2010; August 3, 2017 
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PURCHASING AND CONTRACTING:  PROCUREMENT STAFF CODE OF CONDUCT 

 

Conflict of Interest 

 

All employees of MSAD #11 shall perform their duties in a manner free from conflict of interest 

to ensure that the school district’s business transactions are made in compliance with applicable 

laws and regulations and in a manner that maintain public confidence in the schools.  No 

employee, officer, or agent of the school district may shall participate in the selection, award, or 

administration of a contract supported by a federal award if he or she has they have a real or 

apparent conflict of interest. 

 

A conflict of interest would arise when the employee, officer, or agent – or any member of his or 

her their immediate family, his or her their partner, or an organization which employs or is about 

to employ any of the parties indicated herein – has a financial or other interest in or a tangible 

personal benefit from a firm considered for a contract. For the purpose of this policy, “immediate 

family” is defined as spouse, brother, sister, parent, son, or daughter.  

 

Conflict of Interest Disclosure 

 

All employees, officers, or agents with real or apparent conflicts of interest as defined above 

must disclose the conflict of interest to the Superintendent who will investigate the 

circumstances of the transaction.  The Superintendent will exercise due diligence in investigating 

the circumstances of the transaction and, if necessary, will make reasonable efforts to find 

alternatives to the proposed transaction or arrangement that would not give rise to a conflict of 

interest.  If the Superintendent determines that the proposed transaction is in the best interest of 

MSAD #11 and is fair and reasonable, he or she they may proceed with the transaction.  In the 

event the Superintendent may have a conflict of interest, an ad hoc subcommittee of the School 

Board will investigate and make a determination regarding the transaction. 

 

Staff Gifts and Solicitations 

 

The employees, officers, and agents of MSAD 11 may neither solicit nor accept gratuities, 

favors, or anything of monetary value from contractors or parties to subcontractors. Employees, 

officers and agents of the school district may accept unsolicited items of nominal value such as 

those that are generally distributed by a company or organization through its public relations 

program. 

 

Violations 

 

Employees of MSAD #11 who violate this code of conduct may be subject to discipline, up to 

and including termination of employment and, if appropriate, referral to law enforcement. 

 

 

Legal Reference: 34CFR 74.40 – 74.48; and 80.36 (Education Department General  

 Administrative Regulations (EDGAR) (for federal awards made prior to 

12/26/2014)  
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 2 CFR §200.318 (Uniform Administrative Requirements – General 

Procurement Standards) (for federal awards made on or after 12/26/2014)  

   DOE Administrative Letter 6 – 9/18/2006 – NCLB Fiscal Compliance 

 

Cross Reference: BCB - Board Member Conflict of Interest 

   DJ - Bidding/Purchasing Requirements 

   DJ-R – Bidding/Purchasing Requirements – Administrative Procedure 

   GBI - Staff Gifts and Solicitations 

   KCD - Public Gifts/Donations to the Schools 

 

Adopted:  May 6, 2010 

 

Revised:  March 3, 2011; August 3, 2017 
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SECURITY CAMERA SYSTEM 

 

 

The MSAD 11 School Board authorizes the use of security cameras for the purpose of enhancing 

school safety and security. The Board’s goals are to promote and foster a safe, secure teaching 

and learning environment for students and employees; to promote public safety for community 

members who visit or use school property; and to safeguard facilities and property. 

 

Security cameras may be placed in parking lots, school entryways, and other areas on school 

grounds. Security cameras may also be placed in areas of common use within buildings, 

including but not limited to, school foyers, the school office, hallway, cafeterias, libraries, and 

gymnasiums.  

 

Security cameras may be used for the following purposes: 

 

1.  To investigate suspected violations of Board policies or school, or other inappropriate 

conduct. 

 

2.  To monitor activities on school property to protect safety and to enforce school rule, 

policies and the law. 

 

3.  By law enforcement to address school safety issues or to investigate possible criminal 

behavior. 

 

Notices will be posted in public entryways to the building and other conspicuous locations 

informing persons that the buildings and ground are monitored by security cameras. 

 

The Superintendent may develop and implement any necessary administrative procedures 

regarding the use of security cameras. 

 

 

Cross Reference: EBCA   Comprehensive Emergency Management 

   ECAD  Security Camera System – Administrative Procedure 

   JRA   Student Records and Information 

 

Adopted:  September 7, 2019 
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STAFF CONDUCT WITH STUDENTS 

 
The MSAD #11 Board expects all staff members, including teachers, coaches, counselors, 

administrators, and others to maintain the highest professional, moral, and ethical standards in 

their conduct with students.  For the purposes of this policy, staff members also include school 

volunteers. 

 

The purpose of this policy is to ensure that interactions and relationships between staff members 

and students are based upon mutual respect and trust; an understanding of the appropriate 

boundaries between adults and students in and outside of the educational setting; and consistency 

with the educational mission of the schools. 

 

The Board understands that staff members may interact with and have friendships with families 

of students outside of school.  This policy is not intended to prohibit such interactions, provided 

that professional boundaries are maintained at all times.   

 

Staff members are expected to be sensitive to the appearance of impropriety in their conduct with 

students and are encouraged to discuss issues with the building principal or their supervisor 

whenever they are unsure whether particular conduct may constitute a violation of this policy.  

 

Unacceptable Conduct 

 

Examples of unacceptable conduct by staff members that are expressly prohibited include 

but are not limited to the following: 

 

 A. Any type of sexual or inappropriate physical contact with students or any other 

conduct that might be considered harassment under the Board’s policy on 

Harassment and Sexual Harassment of Students; 

 

 B. Singling out a particular student or students for personal attention and friendship 

beyond the normal teacher-student relationship; 

 

 C. For non-guidance/counseling staff, encouraging students to confide their personal 

or family problems and/or relationships.  If a student initiates such discussions, 

staff members are expected to be supportive but to refer the student to appropriate 

guidance/counseling staff.  In either case, staff involvement should be limited to a 

direct connection to the student’s school performance; 

 

 D. Engaging in sexual banter, allusions, jokes, or innuendos with students; 

 

 E.  Asking a student to keep a secret; 

  

 F. Disclosing personal, sexual, family, employment concerns, or other private 

matters to one or more students; 

 

 G. Addressing students with terms of endearment, pet names, or otherwise in an 

overly familiar manner; and 
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 H. Permitting students to address you by your first name, nickname or otherwise in 

an overly familiar manner. 

 

 I. “Friending” students or engaging in any other interactions on social media or 

through digital applications (outside of any school-approved activity); 

 

 J. Communicating with students on non-school matters through phone calls, email, 

text messages, Messenger or any other digital methods, or by notes, letters or any 

other means (unless the student’s parent approves of the activity, e. g, in the 

context of employment or participation in community activities); 

 

Before engaging in the following activities, staff members should consult with the building 

principal or their supervisor, as appropriate: 

 

 K. Being alone with individual students out of the view of others; 

 

 L. Driving students home;   

 

 M. Inviting or allowing students to visit the staff member’s home; 

 

 N. Visiting a student’s home, unless on official school business that is known and 

agreed to by the parent; 

 

 O. Exchanging personal gifts (beyond the customary student-teacher gifts); and/or 

 

 P. Socializing or spending time with students (including but not limited to activities 

such as going out for meals or movies, shopping, traveling, and recreational 

activities) outside of school-sponsored events except as participants in organized 

community activities. 

 

Reporting Violations 

 

 Students and/or their parents/guardians are strongly encouraged to notify the 

Superintendent or building principal if they believe a teacher or other staff member may 

be engaging in conduct that violates this policy. 

 

 Staff members must promptly notify the Superintendent or building principal if they 

become aware of a situation that may constitute a violation of this policy. 

 

Disciplinary Action 

 

 Staff violations of this policy may result in disciplinary action up to and including 

dismissal.   

 

 Violations involving sexual or other abuse will also result in referral to the Department of 

Human Services and/or law enforcement in accordance with the Board’s policy on 

Reporting Child Abuse and Neglect. 

 

 

 



File: GBEBB 

Page 3 of 3 

School Unit Obligation to Report to Maine Department of Education (MDOE) 

 

 Any staff member holding a credential should be aware that violation of this policy may 

result in revocation or suspension of a certificate if it endangers the health, safety or 

welfare of a student.  

 

 The Superintendent/designee will notify the MDOE immediately if a credential holder  is 

disciplined, suspended or terminated as a result of a “covered investigation” (as defined 

in 20-A MRSA § 13025) in which the school unit determined that a student’s health, 

safety or welfare was endangered. 

 

 As soon as practicable, the school unit will provide to the MDOE any final report 

produced in support of the school unit’s decision to discipline, suspend or terminate the 

credential holder.  The credential holder may submit a written rebuttal to the report to the 

MDOE. 

 

 The Superintendent/designee will notify the MDOE immediately if a credential holder 

who is the subject of a covered investigation leaves the school unit’s employment for any 

reason prior to the conclusion of the covered investigation. 

  

 [NOTE: As defined in 20-A MRSA § 13025, “covered investigation” means “an 

investigation by a school entity into the conduct of a holder of a credential that a 

school entity has a reasonable expectation would affect the credential holder’s 

employment or contracted service because the alleged conduct involves alcohol, 

illegal drugs, physical abuse, emotional abuse, inappropriate contact between a 

credential holder and a student, stalking, or similar behavior that endangers the 

health, safety or welfare of a student.”] 

 

Dissemination of Policy 

  

 This policy shall be included in all employee, student and volunteer handbooks. 

 

Legal Reference:  20-A MRSA § 13025 

 

Cross Reference: ACAA - Harassment and Sexual Harassment of Students 

   GCSA - Staff Computer/Internet Use 

   JLF - Reporting Child Abuse and Neglect 

 

Adopted: ________ 
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WORKPLACE BULLYING 

 

The Board is committed to providing a respectful, safe, and inclusive workplace for 

employees, one that is free from bullying conduct. All employees and students in the 

school unit, as well as parents, community members, and others involved with the 

schools are prohibited from engaging in workplace bullying as defined in this policy. 

 

DEFINITION 

 

For the purposes of this policy, “workplace bullying” means intentional behavior that a 

reasonable person would expect to interfere with an employee’s work performance or 

ability to work. Generally, workplace bullying will involve repeated conduct. However, a 

single incident of egregious conduct could constitute workplace bullying.  

 

Examples of workplace bullying include, but may not be limited to: 

 

• Humiliating, mocking, name-calling, insulting, maligning, or spreading rumors 

about an employee; 

• Shunning or isolating and employee or encouraging others to do so; 

• Screaming or swearing at an employee, slamming doors or tables, aggressively 

invading an employee’s personal space; placing an employee in reasonable fear of 

physical harm; or other types of aggressive or intimidating behavior; 

• Targeted practical jokes; 

•  Damaging or stealing an employee’s property; 

• Sabotaging an employee’s work or purposely misleading an employee about work 

duties (e.g., giving incorrect deadlines or intentionally destroying an employee’s 

work; 

• Harassing and/or retaliating against an employee for reporting workplace bullying;  

• Cyberbullying, which is defined in Maine law as bullying occurring through the 

use of technology or any electronic communication, including but not limited to, a 

transfer of signs, signals, writing, images, sounds, data, or intelligence of any 

nature transmitted by the use of any electronic device, including, but not limited 

to, a computer, telephone, cellular telephone, text messaging device, or personal 

digital assistant. 

 

EXCLUSIONS 

 

Workplace bullying does not include the following: 

 

• When supervisors set reasonable performance goals or provide verbal or written  

counseling, direction, feedback, or discipline to employees in the workplace when 

the intent is to address unsatisfactory work performance or violations of law or 

school policy; 
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• When supervisors make personnel decisions designed to meet the operational or 

financial needs of the school unit or the needs of students. Examples include, but 

are not limited to changing shifts, reassigning work responsibilities, taking steps 

to reduce overtime costs, transferring or reassigning employees to another 

building or position. 

 

• Discrimination or harassment based on protected characteristics (race, color, sex, 

sexual orientation, gender identity, religion, ancestry or national origin, age, 

familial status, disability, or genetic information). Such conduct is prohibited 

under separate policies and complaints shall be addressed under ACAB-R – 

Employee Discrimination/Harassment and Title IX Sexual Harassment Complaint 

Procedure. 

 

• Disrespectful conduct by students directed at school employees that can be 

addressed through enforcement of classroom rules, school rules, and applicable 

Board policies. 

 

REPORTS AND INVESTIGATIONS 

 

Employees who believe they have been bullied in the workplace, and other persons who 

believe they have witnessed an incident of an employee being bullied in the workplace, 

are expected to report the issue to the building administrator. 

 

If the report is about the building administrator, the report should be made to the 

Affirmative Action Officer.  

 

The building administrator or the Affirmative Action Officer shall promptly notify the 

superintendent of all workplace bullying reports.  

 

Any workplace bullying report about the Superintendent should be made to the Board 

Chair. 

 

All reports of workplace bullying shall be investigated promptly and documented in 

writing. The person who was the subject of the alleged workplace bullying and the 

person alleged to have engaged in workplace bullying will be notified of the outcome of 

the investigation, consistent with confidentiality and privacy laws. 

 

DISCIPLINARY ACTION 

 

Any employee who is found to have engaged in workplace bullying will be subject to 

disciplinary action up to and including termination of employment. 

 

Students who are found to have engaged in bullying of an employee will be subject to 

disciplinary action in accordance with applicable student discipline procedures. 
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Parents and others who are found to have engaged in bullying of an employee will be 

dealt with in a manner appropriate to the particular circumstances. 

 

APPEALS 

 

If dissatisfied with the resolution of the matter, the subject of the alleged workplace 

bullying or the person alleged to have engaged in workplace bullying may file a written 

appeal within five (5) business days with the superintendent stating the reason for the 

appeal. The superintendent will review the matter and issue a written decision within ten 

(10) business days. The Superintendent’s decision shall be final. 

 

If the matter involves employees covered by a collective bargaining agreement, any 

disagreement with the results of the investigation may be resolved through the 

agreement’s dispute resolution process.  

 

RETALIATION PROHIBITED 

 

Retaliation for reporting workplace bullying is prohibited. Employees and students found 

to have engaged in retaliation shall be subject to disciplinary action. 

 

SUPERINTENDENT’S RESPONSIBILITY 

 

The Superintendent shall be responsible for implementing this policy and for the 

development of any necessary procedures to enforce it. 

 

Legal References: 20-A MRSA §1001(21); 6544(2)(C) 

 

Cross References: AC  Nondiscrimination, Equal Opportunity and Affirmative 

Action 

 ACAB  Harassment/Sexual Harassment of School Employees 

 ACAB-R  Discrimination/Harassment and title IX /Sexual   

 Harassment of School Employees 

 

Adopted: _______ 
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PERSONNEL RECORDS AND FILES 

 

MSAD #11 shall maintain records of current and former employees in the Office of the 

Superintendent in accordance with state and federal laws and regulations. 

 

Directory Information 

 

As required by law, a record of directory information for each employee shall be open to 

inspection and copying by any person.  Directory information shall contain: 

 

 A. Name of employee; 

 

 B. Date(s) of employment by the school district; 

 

 C. Regular and extra-curricular duties, courses, subjects taught, and any other 

responsibilities since the start of employment by the school district; 

 

 D. Post-secondary education institution(s) attended; 

 

 E. Major and minor field(s) of study as recognized by those institutions; and 

 

 F. Degrees received and dates degrees were awarded. 

 

Confidential Information 

 

As required by law, all information (except Directory Information) about an employee, 

applicant for employment, or an employee/applicant’s immediate family shall be kept 

confidential if it relates to the following: 

 

 A. All information, working papers, and examinations used in the evaluation 

or selection of applicants for employment; 

 

 B. Medical information of any kind, including information pertaining to 

diagnosis or treatment of mental or emotional disorders; 

 

 C. Performance evaluations, personal references and other reports and 

evaluations reflecting on the quality or adequacy of the employee’s work or 

general character compiled and maintained for employment purposes; 

 

 D. Credit information; 

         

 E. The personal history, general character or conduct of the employee or any 

member of the employee’s immediate family; 
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 F. Complaints, charges of misconduct, replies thereto and memoranda and 

other materials pertaining to disciplinary action; 

 

 G. Social Security number; 

 

H. Any teacher action plan and support system documents and reports 

maintained for certification purposes; and  

 

 I. Criminal history record information. 

 

Personnel Files 

 

Personnel files will contain a cumulative history of the staff member’s employment, 

including formal or informal employee work evaluations and reports relating to the 

employee’s character, credit, work habits, compensation and benefits. 

 

Other Confidential Personnel Records 

 

The school district must maintain the following confidential employee records separate 

from the personnel files: 

 

 A. Medical information of any kind; and 

 

 B. Teacher action plan and support system documents and reports maintained 

for certification purposes. 

 

Disciplinary Action Information 

 

Any written record of a decision involving an employee disciplinary action by the School 

Board shall not be included within any category of confidential information. 

 

Procedures for Review of Personnel Files 

 

For the purpose of this section, a personnel file shall include, but not be limited to, any 

formal or informal employee evaluations and reports relating to the employee’s character, 

credit, work habits, compensation and benefits that are maintained by the school district 

for employment purposes. 

 

 A. The Superintendent shall, upon written request and within five (5) business 

days provide the employee, former employee, or his/her their duly 

authorized representative(s) with an opportunity to review and copy his/her 

their personnel file, if the Superintendent has a personnel file for that 

employee. 
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 B. Reviews of personnel files shall take place at the location where the 

personnel files are maintained and during normal office hours. 

 

 C. The cost of any copying is to be paid by the person requesting the copy.  

 

 D. Access to confidential college placement records and letters of reference 

will be granted only to the Superintendent/designee.  

 

Access to Personnel Files 

 

Access to personnel files may be given to the following persons without the consent of 

the employee. 

 

 A. The Superintendent or his/her their designee, the employee’s principal or 

other supervisor(s).  Personnel files are not accessible to individual MSAD 

#11 School Board members. 

 

  Relevant portions of a personnel file may be summarized and/or shared 

with the MSAD #11 Board by the Superintendent when consideration is 

being given to performance evaluation, continuation of employment or 

disciplinary action. 

 

 B. The general public shall have access only to the Directory Information as 

outlined above. 

 

Access to personnel files will not be granted to any other persons except under the 

following circumstances: 

 

 A. When the employee gives written consent for the release of his/her their 

records.  The written consent must specify the record(s) to be released and 

to whom they are to be released.  Each request for consent must be handled 

separately; blanket permission for release of information will not be 

accepted; and 

 

 B. Upon advice of counsel, when subpoenaed or under court order. 

         

Records Management 

 

The Superintendent has overall responsibility for maintaining and preserving the 

confidentiality of all employee/applicant records. The Superintendent may designate a 

staff member who shall be responsible for granting or denying access to records 

according to the guidelines in this policy. 
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Written reports shall be maintained in personnel files to document compliance with 

federal and state laws and regulations and MSAD #11 School Board policies regarding 

employee evaluations.  Once a document is properly placed in a personnel file, it shall 

remain in the file permanently. 

 

Records Retention 

 

The school district will retain all personnel records and files in accordance with 

applicable laws and regulations. 

 

Legal Reference: 20-A MRSA § 6101 

   20-A MRSA § 13015 

   26 MRSA § 631 

Chapter 10, Rules for Disposition of Local Government Records 

(Maine State Archives) 

Americans with Disabilities Act of 1990, 42 U.S.C. 

Family and Medical Leave Act of 1993, 29 U.S.C. 2611 et seq. 

 

Cross Reference: GBJC - Retention of Application Materials 

KDB - Public’s Right to Know/Freedom of Information 

 

Adopted: July 8, 1993 

 

Revised: February 1, 2007; January 7, 2016 
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EVALUATION OF ADMINISTRATIVE STAFF 

 

The Superintendent shall implement and supervise an evaluation system for all 

administrative personnel.  A report shall be made to the board as appropriate on the 

performance of all administrators, with recommendations regarding their employment 

and/or salary status. 

 

Formal evaluations for Principals, Assistant Principals, the Director of Special Services, 

and the Assistant Director of Special Services shall be conducted in accordance with the 

timeframe in the Leader Evaluation and Professional Growth (LEPG) model. The other 

administrators will be evaluated using the 2 plus 2 model utilizing the same timeframe 

established in the LEPG model. The evaluations shall be conducted according to the 

following guidelines: 

 

 A. Evaluative criteria for each position shall be in written form and made 

permanently available to the administrator; 

 

 B. Evaluations shall be completed by the Superintendent or immediate 

supervisor; 

 

 C. Results of the evaluations shall be put in writing and shall be discussed 

with the administrator; 

 

 D. The administrator being evaluated will have the right to attach a 

memorandum to the written evaluation; and 

 

 E. Results of all evaluations shall be kept in confidential personnel files 

maintained at the Superintendent’s office. 

 

Legal Reference: Ch. 125 §§ 4.02(E)(3), 8.08 (Me. Dept. of Ed. Rule) 

   Chapter 508 §§ Title 20-A 

   20-A MRSA §§13701-13706; 13802 

Me. Dept. of Ed. Rule Ch. 125 §§ 4.02(E) (3), 8.08) 

Me. Dept. of Ed. Rule Ch. 180 

 

 

Adopted: August 6, 1992 

 

Revised: February 1, 2007; December 7, 2017 

 
 



File:  GCRD 
 

 

 

TUTORING FOR PAY 

 

To ensure that all students receive reasonable assistance without charge from their own 

teachers and to avoid placing a teacher in a position of a conflict of interest, teachers shall 

not tutor for pay any student they have in class or upon whose evaluation or assignment 

they will be called upon to pass. 

 

No tutoring for which a teacher receives a fee will be permitted in the school building or 

on school time. 

 

Adopted: Prior to 1985 

 

Revised: June 5, 1986; August 5, 1993; February 1, 2007; December 7, 2017 
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ADMISSION OF RESIDENT STUDENTS 

 

MSAD #11 shall admit as students those of legal school age whose parents or guardians 

legally reside within the district.  Adequate proof of residence shall be required.  The 

MSAD #11 Board reserves the right to verify residency through appropriate means for 

any enrolled student or any family applying for enrollment. 

 

“Residence” means bona fide residence—one’s actual residence maintained in good 

faith—and does not include a temporary or superficial residence established for the 

purpose of free school attendance in this unit district.  It shall be considered the place 

where important family activity takes place—the place where the family eats, sleeps, 

relaxes and plays.  It is a place which can be called a “home.”  While it is possible for an 

individual to maintain property and pay taxes in more than one location or community, 

for purposes of student eligibility for school attendance, “residence” shall mean where 

the parent maintains a home as defined above. 

 

Guardianship shall be substantiated by a copy of a court order or probated will appointing 

the resident as guardian of the student.  No student shall be accepted for enrollment or 

allowed to continue in enrollment on the basis of guardianship established by a power of 

attorney.  

 

(Note: 20-A MRSA § 5205 outlines exceptions that apply in determining a student’s right 

to attend a school in a school unit.) 

 

Resident students entering school for the first time shall be admitted upon presentation of 

an original birth certificate to the Principal, along with a record of required 

immunizations and pertinent health records.  PhotoCopies shall be made and retained in 

the student’s file. 

 

New resident students who are transferring into the school system shall be admitted on 

the basis of age, health and academic records received from the previous school.  

However, original documentation may be required if deemed necessary to appropriately 

determine a student’s eligibility for enrollment and assignment. 

 

Legal Reference: 18-A MRSA § 5201, et seq. 

20-A MRSA §§ 5202 et seq., 6002 

   Maine Commissioner of Ed. Administrative Letter No. 13, 10/9/97 

 

Cross Reference: JFAB – Admission of Non-Resident Students 

 

Adopted: August 4, 1994 

 

Revised: January 8, 2009; March 3, 2016 
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ADMISSION OF NON-RESIDENT STUDENTS 

 

Individual non-resident students may be accepted under any of the following conditions if 

approved by the Superintendent: 

 

 A. Under an agreement with another local school administrative district for students 

in grades 9-12 upon payment of the tuition fee allowed by state law; 

 

 B. Following receipt of a written parental request and formal approval by the 

Superintendent on a space/program-available basis, upon payment of the tuition 

fee allowed by state law.  Reapplication shall be made annually.  Behavior, 

cooperation and suitability of programming shall be considered; 

 

 C. Upon recommendation of the high school principal, the Superintendent may 

authorize enrollment of a foreign exchange student assigned to a household in the 

community served by the school district and under the auspices of a recognized 

foreign exchange program.  Such enrollment shall be without assessment of 

tuition; 

 

 D. Upon special permission granted by the Superintendent, to provide continuity of 

program for a student whose family provides evidence of intent to move to the 

community shortly after a school year begins, or moves from the community near 

the end of a school year; and 

 

 E. In accordance with Maine law related to the assignment of students for school 

purposes, such as:  state wards; students for whom the Superintendent determines 

it is in the student’s best interest to attend; students placed by state agencies; 

homeless children of school age; students living at light, fog warning or life 

stations; temporary residents; a transfer student when the two Superintendents 

approve in the student’s best interest. 

 

Retroactive tuition will be assessed for students found to be nonresidents and ineligible for 

enrollment under law or MSAD #11 Board policy. 

 

All requirements regarding age, health examinations, immunizations, etc., which apply to 

resident students shall also apply to non-resident students accepted for enrollment in this school 

system. 

 

Legal Reference: 20-A MRSA § 5203 et seq. 

   8 USC § 1101 

 

Cross Reference: JFAA - Admission of Resident Students 

 

Adopted: January 8, 2009 

 

Revised: March 3, 2016 
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EDUCATION OF HOMELESS STUDENTS 

 

MSAD #11 recognizes its statutory obligation to provide a free public education to 

homeless children and youth.  Homeless students will not be segregated or stigmatized on 

the basis of their homelessness.  In cooperation with other school units, MSAD #11 will 

provide homeless students with suitable programs that assure equal access to education.  

Such education shall be provided according to the best interests of the homeless student, 

meaning that, to the extent feasible, the student’s education shall continue in the school 

the student last attended before becoming homeless, unless doing so is contrary to the 

wishes of the student’s parents or guardian. 

 

MSAD #11 shall file with the Maine Department of Education, as part of its annual Title 

I Plan, a description of services that will be provided to homeless children.  The 

Superintendent will designate a Liaison for Homeless Children and Youth who will 

coordinate the school unit’s services for homeless students.  The Liaison will be 

responsible for identifying and enrolling homeless students so they receive the 

educational services for which they are eligible. 

 

The Superintendent is authorized to develop and implement any administrative 

procedures necessary to carry out this policy, consistent with applicable statutes and 

regulations. 

 

Legal Reference: 42 U.S.C. § 11431 et seq. (The McKinney-Vento Homeless 

Assistance Act) 

   20-A M.R.S.A. §§ 13-A, 261 and 5205 

   Me. Dept. of Educ. Rule Ch. 14  

 

Adopted: _________ 
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EDUCATION OF HOMELESS STUDENTS 

 

This administrative procedure implements the Board’s policy JFABD – Education of 

Homeless Students.  

A. Homeless Education Liaison  

The Superintendent shall designate a Homeless Education Liaison (“Homeless Liaison”). 

The Homeless Liaison is responsible for coordinating school unit services for homeless 

students and for unaccompanied homeless students. All questions regarding enrollment, 

programming and services for homeless students will be referred to the Homeless 

Liaison. The Homeless Liaison is expected to consult with school administrators and the 

Superintendent in making determinations of homelessness, enrollment and programming 

decisions for students. The Homeless Liaison shall ensure that MSAD #11 meets all other 

requirements under federal and state law/regulations.  

B. Definitions  

1. Homeless student. A homeless student means a student eligible to attend 

preschool, elementary, or secondary school who:  

  a. Lacks a fixed, regular and adequate night-time residence; and  

  b. Includes:  

(1) Students who are sharing the housing of other persons due to loss 

of housing, economic hardship, or a similar reason; are living in 

motels, hotels, trailer parks, or camping grounds due to the lack 

of alternative adequate accommodations; are living in emergency 

or transitional shelters; or are abandoned in hospitals;  

(2) Students who have a primary night-time residence that is a public 

or private place not designated for or ordinarily used as a regular 

sleeping accommodation for human beings;  

(3) Students who are living in cars, parks, public spaces, abandoned 

buildings, substandard housing, bus or train stations, or similar 

settings; and  

(4) Migratory students who are living in circumstances described in 

1) through (3). 

2. Unaccompanied homeless student. An unaccompanied homeless student is a 

homeless student, as defined above, who is not in the physical custody of a 

parent or guardian.  
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C. Determination of Homelessness  

1. If a student seeks to enroll in MSAD #11 as a homeless student, the Homeless 

Liaison shall be informed as soon as possible by the building administrator or 

designee.  

2. The Homeless Liaison shall take the following steps:  

a. Meet with the student’s parent or guardian, or in the case of an 

unaccompanied homeless student (a student not in the physical custody 

of a parent or guardian), with the student. 

b. Determine whether the student is a “homeless student” or 

“unaccompanied homeless student” as defined in the Act, in consultation 

with appropriate administrators. In making this determination, the 

Homeless Liaison will gather relevant information, including, but not 

limited to, information about the student’s and parent/guardian’s current 

and past living situations, the reasons for the student’s current living 

situation, the availability of other living arrangements for the student, 

and records required for enrollment.  

c. If the student is determined to be homeless, the parent/guardian (or 

student if an unaccompanied homeless student) will be informed of the 

enrollment options available to the student and transportation services 

available.  

3. If it is determined that the student is not homeless, the parent/guardian (or 

student if an unaccompanied homeless student) will be provided with a written 

explanation of the school’s decision, including information regarding the right 

to appeal the decision (as explained in section I below).  

D. Student Enrollment 

MSAD #11 will facilitate the student’s enrollment in school, according to the student’s 

best interest (as explained in subparagraph 2 below). 

 1. Enrollment options could include: 

a. Continuing the student’s enrollment in the student’s “school of origin” 

(the public school the student attended when permanently housed or, if 

the student was not attending school when he/she became homeless) for 

the duration of homelessness in any case in which a family becomes 

homeless between academic years or during an academic year and for the 

remainder of the academic year, if the student becomes permanently 

housed during an academic year, or  

b. Attending the public school in the attendance area where the student is 

now actually living. 
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2. The student is to be enrolled in a school according to the student’s “best 

interests,” which will include student-centered factors such as the impact of 

mobility on achievement, education, health, and safety of the student. 

Furthermore, the Homeless Liaison shall presume that keeping the student in 

the school of origin is in the student’s best interest, except when doing so is 

contrary to the request of the child's parent/guardian, or (in the case of an 

unaccompanied homeless student) the student’s own wishes. When applicable, 

the Homeless Liaison will consider information about the student’s disability in 

the determination of “best interests.” The Homeless Liaison will also consider 

the views of the school administrative unit of current residence. 

3. If a student is to be enrolled in a school other than the school of origin or the 

school requested by the parent/guardian (or the unaccompanied homeless 

student), the Homeless Liaison shall provide the parent/guardian (or 

unaccompanied homeless student) with a written explanation, including 

information regarding the right to appeal the decision (see below).  

4. A student determined to be homeless shall be immediately enrolled in a MSAD 

#11 school, if found to be in the student’s best interests, even if the student is 

unable to produce records normally required for enrollment (such as academic 

records and immunization records) or pending any appeal of a school 

enrollment decision.  

5. In the event a dispute arises over enrollment in a school, the student shall be 

immediately enrolled in the school in which enrollment is sought, pending final 

resolution of the dispute.  

E. Educational and Transportation Services  

Homeless students shall be provided services comparable to those offered to other 

students in the same school, including:  

1. Educational services for which the student is eligible, including but not limited 

to preschool, special education, gifted and talented programs, vocational 

programs, college readiness, school choice options, before and after school 

programs, school meals through the National School Lunch Program, Title I and 

limited English proficiency programs, and other school-based support services.  

2. Transportation services. If requested by the parent/guardian (or in the case of an 

unaccompanied homeless student, the liaison), homeless students must be 

provided with daily transportation to or from the school of origin. If the student 

continues to live in the area served by the school unit in which the school of 

origin is located, that school unit must provide or arrange for the student’s 

transportation to or from the school of origin. If the student continues to attend 

the school of origin and the student begins living in an area served by another 

school unit, the school unit of origin and the school unit of residence must agree 

upon a method to apportion the responsibility and costs for providing 
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transportation to and from the school of origin. If the school units cannot agree 

upon a method, the responsibility and costs for transportation are to be shared 

equally. 

F. Coordination with Other School Units and Agencies  

The Homeless Liaison shall be responsible for coordinating with local social service and 

other agencies and other school units as necessary to ensure that homeless children and 

youth have access to education and related support services. The Homeless Liaison will 

provide referrals to homeless families/children for health care services, dental services, 

mental health and substance abuse services, housing services, and other appropriate 

services as necessary.  

G. Recordkeeping and Student Privacy  

The Homeless Liaison shall ensure proper recordkeeping of information required under 

federal and state regulations. Information regarding a student’s living situation is subject 

to federal and state privacy laws, such as the Federal Education Records and Privacy Act 

(FERPA).  

H. Public Notice  

The Homeless Liaison is responsible for providing all required notices and any other 

information required to be shared or distributed with parents/guardians (or 

unaccompanied homeless students) by law. The Homeless Liaison will identify the 

appropriate method to distribute and post information so that it is readily accessible to the 

public.  

I. Dispute Resolution  

1. MSAD #11 Appeal Procedure  

a.  If a parent/guardian (or unaccompanied homeless student) is dissatisfied 

with the determination by the Homeless Liaison that a student is not 

homeless or with the enrollment decision, he/she may appeal the 

decision in writing to the Superintendent within five (5) school days. 

b.  The Superintendent shall review pertinent records and conduct further 

investigation if deemed appropriate. The Superintendent shall notify the 

parent/guardian (or unaccompanied homeless student) of his/her 

decision in writing within twenty (20) school days. c. If the 

parent/guardian (or unaccompanied homeless student) is dissatisfied 

with the Superintendent’s decision, he/she may ask the Homeless 

Liaison to forward the appeal to the Department of Education for final 

resolution. This request must be made within five (5) school days of the 

parent/guardian’s receipt of the decision.  

2. Maine Department of Education Dispute Resolution Process 
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a.  When disagreement remains after the MSAD #11 appeal procedure, the 

Homeless Liaison will assist the parent/guardian, or unaccompanied 

homeless student in assembling an appeal packet for submission to the 

State Homeless Education Coordinator of the Maine Department of 

Education, if requested. Appeals to the Maine Department of Education 

will be handled as specified in Maine Department of Education Rule 

Chapter 14, including an Initial State Review by the State Homeless 

Education Coordinator and a final appeal, if requested, by the 

Commissioner of Education.  

b.  Disputes among school units. In situations where there is a 

disagreement between MSAD #11 and another school unit over a 

determination of eligibility or best interest, MSAD #11 may request 

informal assistance from the State Homeless Education Coordinator. 

Should the disagreement persist, MSAD #11 or the other school unit 

may initiate the dispute resolution process specified in Maine 

Department of Education Rule Chapter 14. In such a case, the Homeless 

Liaison will assist the parent/guardian (or unaccompanied homeless 

student) in assembling any documents they wish to submit, if requested.  

 

Cross References:  JFABD – Admission of Homeless Students 

   JRA – Student Records and Information 

 

 

Adopted: 
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DROPOUT PREVENTION 

STUDENT WITHDRAWAL FROM SCHOOL 

 

The MSAD #11 Board believes that a high school diploma signifies the minimum 

preparation for success in life.  Therefore, the MSAD #11 Board strongly urges school 

administrators, staff, parents, and members of the community to encourage students to 

remain in school through high school. 

 

Dropout Prevention Committee 

 

In order to reduce the school dropout rate, the Superintendent shall establish a Dropout 

Prevention Committee to study the problem of dropouts, habitual truancy, and the need 

for alternative programs, kindergarten to grade 12.  The Committee will meet at least 

annually, make recommendations for addressing the problem, and submit a plan of action 

to the MSAD #11 Board in accordance with the provisions in Maine law. 

 

The Committee will consider the following when developing its plan:  reasons why 

students drop out of school; maintenance of continuing contacts with recent dropouts in 

order to extend opportunities for alternate educational programs, counseling, and referral; 

education of teachers and administrators about the dropout problem; use of human 

services programs to help dropouts; the Board’s policies on suspension, expulsion, and 

other disciplinary action; and discriminatory practices and attitudes within the unit. 

 

Committee Membership 

 

As required by law, the Dropout Prevention Committee shall be composed of the 

following members: 

 

 A. A member of the MSAD #11 Board selected by the MSAD #11 Board; 

 

 B. A school administrator selected by the Superintendent; 

 

 C. A teacher and a school counselor selected by the teachers’ organization; 

 

 D. A parent selected by the local organized parent group or by the MSAD #11 

Board if no such group exists; 

 

 E. A school attendance coordinator from the school system selected by the 

Superintendent; 
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 F. A high school student selected by the Dropout Prevention Committee 

members selected in paragraphs A to E; 

 

 G. A dropout selected by the Dropout Prevention Committee members 

selected in paragraphs A to E; and 

 

 H. A community resident of the district selected by the Dropout Prevention 

Committee members selected in paragraphs A to E. 

 

The MSAD #11 Board recognizes the importance of success as a motivator and as a 

factor in a student’s commitment to education.  Students who have been identified as 

being at risk of dropping out should be encouraged to participate in the alternative 

educational programs that are offered in this school district or in other instructional, 

vocational or social service programs for which they may be eligible. 

 

Student Withdrawal From School 

 

School administrators shall arrange for regular contacts to be made with students who 

have withdrawn from school for the purpose of informing them of the process for 

readmission, making them aware of alternatives in the community for continuing their 

education and stating the school district’s willingness to assist them in their educational 

efforts. 

 

Legal Reference: 20-A MRSA §§ 5001-A; 5051-A; 5102-5104-A 

 

Cross Reference: IHBH - Alternative Education Programs 

JEA - Compulsory Attendance 

 

Adopted: August 4, 1994 

 

Revised: January 8, 2009; March 3, 2016 
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USE OF PHYSICAL RESTRAINT AND SECLUSION 
 

The MSAD #11 School Board has adopted this policy and the accompanying procedures to implement 

the standards for use of physical restraint and seclusion with students, as required by state law and 

regulations, and to support a safe school environment.  Physical restraint and seclusion, as defined by 

this policy, may only be used as an emergency intervention when the behavior of a student presents an 

imminent risk of serious physical injury to the student or others. 

 

State law and MDOE Rule Chapter 33 do not restrict or limit the protections available to 

school officials under 20-A M.R.S.A. § 4009, but those protections do not relieve school 

officials from complying with this policy/procedure. 

 
The Superintendent has overall responsibility for implementing this policy and the accompanying 

procedure, but may delegate specific responsibilities as they deems appropriate.   
 

1. Definitions  

 

The following definitions apply to this policy and the accompanying procedure: 

 

A. 1.  Physical restraint: A personal restriction that immobilizes or reduces the ability of a 

student to move their arms, legs, or head freely.   

 

 2.  Physical restraint does not include any of the following: 

 

a. Physical escort: A temporary, voluntary touching or holding of the hand, wrist, 

arm, shoulder or back to induce a student to walk to a safe location. 

 

b. Physical prompt: A teaching technique that involves voluntary physical contact 

with the student and that enables the student to learn or model the physical 

movement necessary for the development of the desired competency. 

 

c. The use of adaptive devices or mechanical supports to achieve proper body 

position, balance or alignment to allow greater freedom of movement than would 

be possible without the use of such devices or supports. 

 

d. The use of vehicle safety restraints when used as intended during the transport of a 

student in a moving vehicle.  

 

B. 1.  Seclusion: The involuntary isolation or confinement of a student alone in a room or 

clearly defined area from which the student does not feel free to go or is physically 

denied exit.  

 

 2.  Seclusion does not include: 

 

a. A timeout, an intervention where a student requests, or complies with an adult 

request for, a break.  
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2. Procedures for Implementing Physical Restraint and Seclusion 

 

The requirements for implementing physical restraint and seclusion, as well as incident notices, 

documentation and reporting are included in the accompanying procedure, JKAA-R. 

 

3. Annual Notice of Policy/Procedure 

 

MSAD #11 shall provide annual notice to parents/legal guardians of this policy/procedure by means 

determined by the Superintendent/designee.   

 

4. Training Requirements 

 

A. All school staff and contracted providers shall receive an annual overview of this 

policy/procedure.   

 

B. MSAD #11 will ensure that there are a sufficient number of administrators/designees, 

special education and other staff who maintain certification in a restraint and seclusion 

training program approved by the Maine Department of Education.  A list of certified 

staff shall be updated annually and maintained in the Superintendent’s Office, in each 

school office and in the school unit’s Comprehensive Emergency Management Plan.   

 

5. Parent/Legal Guardian Complaint Procedure 

 

A parent/legal guardian who has a complaint concerning the implementation of this policy/procedure 

must submit it in writing to the Director of Special Services as soon as possible.  The 

Superintendent/designee shall investigate the complaint and provide written findings to the 

parent/legal guardian within twenty (20) business days of receiving the complaint, if practicable.   

 

A parent/legal guardian who is dissatisfied with the result of the local complaint process may file a 

complaint with the Maine Department of Education.  The Department of Education will review the 

results of the local complaint process and may initiate its own investigation at its sole discretion.  The 

Department shall issue a written report with specific findings to the parent/legal guardian and the 

school unit within 60 calendar days of receiving the complaint.   

 

Legal References:  20-A M.R.S.A. §§ 4014, 4502(5)(M); 4009  

         Me. DOE Reg., ch. 33  

 

Cross References: JKAA-R – Procedures on Physical Restraint and Seclusion 

JK – Student Discipline 

   KLG/KLG-R – Relations with Law Enforcement  

   KLGA/KLGA-R – Relations with School Resource Officers 

EBCA – Comprehensive Emergency Management Plan 
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PROCEDURES ON PHYSICAL RESTRAINT AND SECLUSION 
 

These procedures are established for the purpose of meeting the obligations of MSAD #11 under 

state law/regulations and Board Policy JKAA governing the use of physical restraint and 

seclusion.  These procedures shall be interpreted in a manner consistent with state law and 

regulations. 

 

1. Physical Restraint 

 

To the extent possible, physical restraint will be implemented by staff certified in a training 

program approved by the Maine Department of Education.  If untrained staff have intervened 

and initiated a physical restraint in an emergency, trained staff must be summoned to the scene to 

assume control of the situation if the emergency continues. 

 

This procedure does not preclude law enforcement personnel from implementing physical 

restraints consistent with their professional responsibilities. 

 

A. Permitted Uses of Physical Restraint 

 

1. Physical restraint may be used only when the behavior of a student 

presents an imminent risk of serious physical injury to the student or 

others, and only after other less intrusive interventions have failed or been 

deemed inappropriate.  The physical restraint must end immediately upon 

the cessation of the imminent risk of serious physical injury to the student 

or another person, and should involve the least amount of force necessary 

to protect the student or other person. 

 

 “Serious physical injury” is a physical injury that a reasonable person 

would consider to be serious for the victim if it were to occur.    

 

2. Prescribed medications, harnesses, seat belts and other assistive or 

protective devices may be used as permitted by law and described in 

Policy JKAA. 

 

3. Parents/legal guardians may be requested to provide assistance with their 

child at any time. 

 

B. Prohibited Forms and Uses of Physical Restraint 

 

1. Physical restraint used for punitive purposes; as a therapeutic or 

educational intervention; for staff convenience; or to control challenging 

behavior. 

 

2. Physical restraint used solely to prevent property destruction or disruption 

of the environment in the absence of a risk of serious physical injury. 
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3. Physical restraint that is life threatening, restricts breathing or restricts 

blood flow to the brain, including prone restraint. 

 

4. Physical restraint that relies on pain for control, including but not limited 

to joint hyperextension, excessive force, unsupported take-downs (e.g., 

tackles), the use of any physical structure (e.g., wall, railing or post), 

punching and hitting. 

 

5. Physical restraint that is contraindicated based on the child’s disability, 

health care needs, or medical or psychiatric condition if documented in:   

 

• A health care directive or medical management plan; 

• A school-approved behavior plan; 

• An IEP or an Individual Family Service Plan (IFSP); or 

• A school-approved 504 or ADA plan. 

 

6. Aversive procedures, and mechanical and chemical restraints. 

 

 a.  Aversive procedures are defined as the use of a substance or 

stimulus, intended to modify behavior, which the person 

administering it knows or should know is likely to cause physical 

and/or emotional trauma to a student, even when the substance or 

stimulus appears to be pleasant or neutral to others.  Such 

substances and stimuli include but are not limited to infliction of 

bodily pain (e.g., hitting, pinching, slapping); water spray; noxious 

fumes; extreme physical exercise; costumes or signs.   

 

b. Mechanical restraints are defined as any restraint that uses a device 

to restrict a student’s freedom of movement.  Such restraints do not 

include adaptive devices or mechanical supports to achieve proper 

body position, balance or alignment to allow greater freedom of 

movement, or the use of vehicle safety restraints when used as 

intended during the transport of a student in a moving vehicle.   

 

c. Chemical restraints are defined as the use of drug or medication 

that is not prescribed as the standard treatment of a student’s 

medical or psychiatric condition by a licensed physician or other 

qualified health professional acting under the scope of the 

professional’s authority under state law that is used on a student to 

control behavior or restrict freedom of movement.  

 

 C. Monitoring Students in Physical Restraint 

 

1. At least two adults must be present at all times when physical restraint is 

used except when, for safety reasons, waiting for a second adult to arrive 

is precluded by the particular circumstances. 

 

2. The student must be continuously monitored until they no longer present a 

risk of injury or harm to the student or others. 
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3. If an injury occurs, applicable school policies and procedures should be 

followed. 

 

D. Termination of Physical Restraint 

 

1. The staff involved in the use of physical restraint must continually assess 

for signs that the student in physical restraint is no longer presenting an 

imminent risk of serious physical injury to themselves or others, and the 

physical restraint must be discontinued immediately after it is determined 

that the imminent risk of serious physical harm has ended. 

 

a. The time a student is in physical restraint must be monitored and 

recorded. 

 

b. If physical restraint continues for more than ten (10) minutes, an 

administrator/designee shall determine whether continued physical 

restraint is warranted, and shall continue to monitor the status of 

the physical restraint every ten (10) minutes until the restraint is 

terminated. 

 

 c. If attempts to release the student from physical restraint have been  

  unsuccessful and the student continues to present behaviors  

 that create an imminent risk of serious physical injury to the 

student or to others, then staff may request additional assistance 

from other school staff, parents, medical providers, or other 

appropriate persons or organizations. 

 

2. Seclusion 

 

To the extent possible, seclusion will be implemented by staff certified in a training program 

approved by the Maine Department of Education.  If untrained staff have intervened and initiated 

seclusion in an emergency, trained staff must be summoned to the scene as soon as possible.   

 

A “timeout” where a student requests, or complies with an adult request, for a break is not 

considered seclusion under this procedure.  Seclusion also does not include any situation where 

others are present in the room or clearly defined area with the student (including but not limited 

to classrooms, offices and other school locations). 

 

 A. Permitted Uses and Location of Seclusion 

 

1. Seclusion may be used only as an emergency intervention when the 

behavior of a student presents an imminent risk of serious bodily injury to 

the student or others, and only after other less intrusive interventions have 

failed or been deemed inappropriate.  The seclusion must end immediately 

upon the cessation of the imminent risk of serious physical injury to the 

student or another person.  “Serious physical injury” is a physical injury 

that a reasonable person would consider to be serious for the victim if it 

were to occur.    
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2. Seclusion may be achieved in any part of a school building with adequate 

light, heat, ventilation and of normal room height.   

 

 a. Seclusion may not take place in a locked room. 

 

 b. If a specific room is designated as a seclusion room, it must be a 

minimum of sixty (60) square feet; have adequate light, heat and 

ventilation; be of normal room height; contain an unbreakable 

observation window in a wall or door; and must be free of 

hazardous material and objects which the student could use to self-

inflict bodily injury. 

 

3. Parents/legal guardians may be requested to provide assistance with their 

child at any time. 

 

B. Prohibited Uses of Seclusion 

 

1. Seclusion used for punitive purposes; as a therapeutic or educational 

intervention; for staff convenience; or to control challenging behavior. 

 

2. Seclusion used solely to prevent property destruction or disruption of the 

environment in the absence of an imminent risk of serious physical injury. 

 

3. Seclusion that is life threatening. 

 

4. Seclusion that is contraindicated based on the child’s disability, health 

care needs, or medical or psychiatric condition if documented in:   

 

• A health care directive or medical management plan; 

• A school-approved behavior plan; 

• An IEP or IFSP; or 

• A school-approved 504 or ADA plan. 

 

C. Monitoring Students in Seclusion 

 

1. At least one adult must be physically present at all times to continuously 

monitor a student in seclusion.  The adult, while not present in the room or 

defined area, must be situated so that the student is visible at all times. 

 

2. The student must be continuously monitored until they no longer presents 

an imminent risk of serious physical injury to the student or to others. 

 

3. If an injury occurs, applicable school policies and procedures should be 

followed. 
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D. Termination of Seclusion 

 

1. The staff involved in the seclusion must continually assess for signs that 

the student is no longer presenting an imminent risk of serious physical 

injury to the student or others, and the seclusion must be discontinued as 

soon as the imminent risk ceases. 

 

a. The time a student is in seclusion must be monitored and recorded. 

 

b. If seclusion continues for more than ten (10) minutes, an 

administrator/designee shall determine whether continued 

seclusion is warranted, and shall continue to monitor the status of 

the seclusion every ten (10) minutes until the seclusion is 

terminated. 

 

c. If attempts to release a student from seclusion have been 

unsuccessful and the student continues to present behaviors that 

create an imminent risk of serious physical injury to the student or 

to others, then staff may request additional assistance from other 

school staff, parents, medical providers, or other appropriate 

persons or organizations. 

 

4. Notification and Reports of Physical Restraint and Seclusion Incidents 

 

For the purposes of this procedure, an “incident” consists of all actions between the time a 

student begins to create an imminent risk of serious physical injury and the time the student 

ceases to pose that imminent risk and returns to their regular programming. 

 

A. Notice Requirements 

 

After each incident of physical restraint or seclusion: 

 

 1. A staff member involved in the incident shall make an oral notification to 

the administrator/designee as soon as possible, but no later than the end of 

the school day. 

 

 2. An administrator/designee shall notify the parent/legal guardian about the 

physical restraint or seclusion (and any related first aid provided) as soon 

as practical, but within the school day in which the incident occurred.  The 

administrator/designee must utilize all available phone numbers or other 

available contact information to reach the parent/legal guardian.  If the 

parent/legal guardian is unavailable, the administrator/designee must leave 

a message (if the parent/legal guardian has a phone and message 

capability) to contact the school as soon as possible.  The parent/legal 

guardian must be informed that written documentation will be provided 

within seven (7) calendar days. 
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 3. If the physical restraint or seclusion incident occurred outside the school 

day, the notifications must be made as soon as possible and in accordance 

with the school unit’s usual emergency notification procedures.  

 

4. If serious bodily injury or death of a student occurs during the 

implementation of physical restraint or seclusion, the MSAD #11’s 

emergency notification procedures shall be followed and an 

administrator/designee shall notify the Maine Department of Education 

within twenty-four (24) hours or the next business day. 

 

B. Incident Reports 

 

Each use of physical restraint or seclusion must be documented in an incident report.  The 

incident report must be completed and provided to an administrator/designee as soon as 

practical, and in all cases within two (2) school days of the incident.  The parent/legal 

guardian must be provided a copy of the incident report within seven (7) calendar days of 

the incident. 

 

The incident report must include the following elements: 

 

 1. Student name; 

 

 2. Age, gender and grade; 

 

 3. Location of the incident; 

 

 4. Date of the incident; 

 

 5. Date of report; 

 

 6. Person completing the report; 

 

 7. Beginning and ending time of each physical restraint and/or seclusion; 

 

 8. Total time of incident; 

 

 9. Description of prior events and circumstances; 

 

 10. Less restrictive interventions tried prior to the use of physical restraint 

and/or seclusion and, if none were used, the reasons why; 

 

 11. The student behavior justifying the use of physical restraint or seclusion; 

 

 12. A detailed description of the physical restraint or seclusion used; 

 

 13. The staff person(s) involved, their role in the physical restraint or 

seclusion, and whether each person is certified in an approved training 

program; 
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 14. Description of the incident, including the resolution and process of 

returning the student to their program, if appropriate; 

 

 15. Whether the student has an IEP, 504 Plan, behavior plan, IHP (individual 

health plan) or any other plan. 

 

 16. If a student and/or staff sustained bodily injury, the date and time of nurse 

or other response personnel notification, and any treatment administered; 

 

 17. The date, time and method of parent/legal guardian notification; 

 

 18. The date and time of administrator/designee notification. 

 

 19. Date and time of staff debriefing. 

 

Copies of the incident reports shall be maintained in the student’s file and in the school office. 

 

5. School Unit Response Following the Use of Physical Restraint or Seclusion 

 

A. Following each incident of physical restraint or seclusion, an 

administrator/designee shall take these steps within two (2) school days (unless 

serious bodily injury requiring emergency medical treatment occurred, in which 

case these steps must take place as soon as possible, but no later than the next 

school day): 

 

 1. Review the incident with all staff persons involved to discuss: (a) whether 

the use of physical restraint or seclusion complied with state and school 

board requirements and (b) how to prevent or reduce the need for physical 

restraint and/or seclusion in the future. 

 

 2. Meet with the student who was physically restrained or secluded to 

discuss: (a) what triggered the student’s escalation and (b) what the 

student and staff can do to reduce the need for physical restraint and/or 

seclusion in the future. 

 

B. Following the meetings, staff must develop and implement a written plan for 

response and de-escalation for the student.  If a plan already exists, staff must 

review it and make revisions, if appropriate.  For the purposes of this procedure, 

“de-escalation” is the use of behavior management techniques intended to cause a 

situation involving problem behavior of a student to become more controlled, 

calm and less dangerous, thus reducing the risk of injury or harm. 

 

6. Procedure for Students with Three Incidents in a School Year 

 

The school unit will make reasonable, documented efforts to encourage parent/legal guardian 

participation in the meetings required in this section, and to schedule meetings at times 

convenient for parents/legal guardians to attend. 
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A. Special Education/504 Students 

 

 1. After the third incident of physical restraint and/or seclusion in one school 

year, the student’s IEP or 504 Team shall meet within ten (10) school days 

of the third incident to discuss the incident and consider the need to 

conduct an FBA (functional behavioral assessment) and/or develop a BIP 

(behavior intervention plan), or amend an existing one. 

 

B. All Other Students 

 

 1. A team consisting of the parent/legal guardian, administrator/designee, a 

teacher for the student, a staff member involved in the incident (if not the 

administrator/designee or teacher already invited), and other appropriate 

staff shall meet within ten (10) school days to discuss the incidents. 

 

 2. The team shall consider the appropriateness of a referral to special 

education and, regardless of whether a referral to special education is 

made, the need to conduct an FBA (functional behavioral assessment) 

and/or develop a BIP (behavior intervention plan). 

 

7. Cumulative Reporting Requirements 

 

A. Reports Within the School Unit 

 

 1. Each building administrator must report the following data on a quarterly 

and annual basis: 

 

  a. Aggregate number of uses of physical restraint; 

 

  b. Aggregate number of students placed in physical restraint; 

 

  c. Aggregate number of uses of seclusion; 

 

  d. Aggregate number of students placed in seclusion; 

 

e. Aggregate number of students with disabilities having IEPs or 

504/ADA plans who are placed in physical restraint; 

 

f. Aggregate number of students with disabilities having IEPs or 

504/ADA plans who are placed in seclusion; 

 

  g. Aggregate number of serious physical injuries to students related 

to the use of physical restraints; 

 

  h. Aggregate number of serious physical injuries to students related 

to the use of seclusion; 

 

i. Aggregate number of serious physical injuries to staff related to the 

use of physical restraints; and 
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  j. Aggregate number of serious physical injuries to staff related to the 

use of seclusion. 

 

 2. The Superintendent shall review the cumulative reports and identify any 

areas that could be addressed to reduce the future use of physical restraint 

and seclusion. 

 

B. Reports to Maine Department of Education 

 

 1. The Superintendent shall submit an annual report to the Maine Department 

of Education on an annual basis that includes the information in Section 

7.A.1 above. 

 

Legal Reference:  20-A M.R.S.A. §§ 4014, 4502(5)(M); 4009    

         Me. DOE Rule., ch. 33  

 

 

Cross Reference: JKAA-R – Procedures on Physical Restraint and Seclusion 

JK – Student Discipline 

   KLG/KLG-R – Relations with Law Enforcement  

   KLGA/KLGA-R – Relations with School Resource Officers 

EBCA – Comprehensive Emergency Management Plan 
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                                   ADMINISTRATION OF MEDICATION TO STUDENTS 

 

The MSAD #11 School Board discourages the administration of medication to students during 

the school day when other options exist but recognizes that in some instances it may be 

necessary for a student to have medication administered to him/her them while the student is in 

attendance at school.  The school will not deny educational opportunities to students requiring 

the administration of medication in order to remain in attendance and participate in the 

educational program. 

 

The intent of this policy is to promote the safe administration of medications to students by 

school personnel and to provide for authorization of student emergency self-administration of 

medication from asthma inhalers and epinephrine autoinjectors.   

 

This policy also authorized the adoption of a “collaborative practice agreement” for the purposes 

of stocking and administering of epinephrine autoinjectors by the school nurse or designated 

trained school personnel to any student during school or a school-sponsored activity under 

emergency circumstances involving anaphylaxis. 

 

This policy also authorizes the adoption of a “collaborative practice agreement” to provide for 

the possession and administration of naloxone hydrochloride by the school nurse or designated 

trained school personnel to students, staff, or visitors during school or a school-sponsored 

activity or otherwise on school grounds in emergency circumstances involving an opioid 

overdose or apparent opioid overdose. 

           

The Board encourages collaboration between parents/guardians and the schools in matters 

involving student medication. 

 

The Board disclaims any and all responsibility for the diagnosis, prescription of treatment, and 

administration of medication for any student, and for any injury arising from a student’s self-

administration of medication. 

 

I. DEFINITIONS 

 

“Administration” means the provision of prescribed medication to a student according to the 

orders of a health care provider. 

 

“Collaborative practice agreement” means a written and signed agreement between a physician 

licensed in Maine or a school health advisor, as defined in 20-A MRSA § 6402-A, and a school 

nurse that provides for the prescription of epinephrine autoinjectors by the physician or school 

health advisor and administration of epinephrine injectors by the school nurse or designated 

school personnel to students during school or a school sponsored activity under emergency 
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circumstances involving anaphylaxis; or as defined in 20-A MRSA § 6307 that  provides for the 

prescription of naloxone by the physician or school health advisor  and the administration of 

naloxone by the school nurse or designated school personnel to students, staff, or visitors during 

school or a school-sponsored activity or otherwise on school grounds under emergency 

circumstances involving an opioid overdose or apparent opioid overdose. 

 

“Designated school personnel” are unlicensed school personnel who have completed such 

training in administration of medication as may be required by Maine statutes or DOE rules and 

who have been authorized by the school nurse to administer medication.  

 

“Health care provider” means a medical/health practitioner who has a current license in the State 

of Maine with a scope of practice that includes prescribing medication. 

 

“Indirect supervision” means the supervision of an unlicensed school staff member when the 

school nurse or other health care provider is not physically available on site but immediately 

available by telephone. 

 

“Medication” means prescribed drugs and medical devices that are controlled by the U.S. Food 

and Drug Administration and are ordered by a health care provider. It includes over-the-counter 

medications prescribed through a standing order by the school physician or prescribed by the 

student’s health care provider.  For the purpose of this policy, “medication” includes epinephrine 

and naloxone hydrochloride, but does not include medical marijuana. 

 

 

“Parent” means a natural or adoptive parent, a guardian, a primary caregiver or a person acting 

as a parent of a child with legal responsibility for the child’s welfare.  (“Primary caregiver” is a 

parent, guardian, or legal custodian under Maine’s medical marijuana law, (22 MRSA § 2423-

A91)(E).) 

 

“School Nurse” means a registered professional nurse with Maine Department of Education 

certification for school nursing.   

 

“Self-Administration” is when the student administers medication independently to him/herself 

themselves under the indirect supervision of the school nurse. 

 

“Unlicensed school personnel” are the persons who do not have a professional license that allows 

them, within the scope of that license, to administer medication. but have received appropriate 

training from a registered professional nurse or physician.  

 

II.   ADMINISTRATION OF MEDICATION BY SCHOOL PERSONNEL 

 

A.  Parental Request 
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In the event that no reasonable alternative exists, the parent/guardian may request in 

writing that medication be administered to the student during the school day.  The written 

request must include an acknowledgement and agreement that unlicensed personnel may 

administer the medication as per the health care provider’s instructions.  In addition, the 

request shall indicate that information regarding the student’s medication may be shared 

with appropriate school personnel.  Parents must provide the reason (diagnosis) requiring 

the administration of medication.  

 

Requests shall be valid for the current school year only. 

 

B.  Health Care Provider’s Order 

 

All parental requests must be accompanied by a written order from the student’s health 

care provider substantiating the fact that the administration of a particular medication 

during the school day is necessary for the student’s health and attendance in school.  Such 

order must include: 

1. The student’s name; 

2. The name of the medication; 

3. The dose; 

4. The route of administration (e.g.; oral, inhaled, topical); 

5. Time of administration (e.g.; every four  hours, before meals); 

6. Any special instructions; and 

7. The name of the prescribing health care provider. 

 

It is the responsibility of the school nurse to clarify any medication order that he/she they 

believe to be inappropriate or ambiguous.  In accordance with Department of Education 

Rule Chapter 40 § 2(B), the school nurse may decline to administer a medication if he/she 

they believe such administration would jeopardize student safety.  In this case, the school 

nurse must notify the parent, the student’s health care provider and the school 

administrator (i.e., building principal or designated administrator). 

 

C.  Renewal of Parent Permission Requests/Forms and Health Care Provider Orders 

 

Written parental permission requests/forms and health care provider orders must be 

renewed at least annually.  Health care provider orders must be renewed whenever there 

are changes in the order. 

 

D.  Delivery and Storage of Medication (with the exception of marijuana -- see Section 

H) 
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The student’s parents shall deliver any medication to be administered by school personnel 

to the school in its original container and properly labeled.  In the event that this is not 

practical, the parent must contact the school to make alternate arrangements. 

 

No more than a 20 day (one month) supply of medication shall be kept at the school, 

excluding inhalers and epinephrine autoinjectors.  The parent is responsible for the 

replenishment of medication kept at school.   

 

If the health care provider’s order/prescription is for a medication regulated by Schedule II 

of the Controlled Substances Act (21 USC § 812) (e.g., Ritalin and Adderall) no more 

than a 10 day or not more than a 20 day supply, in unique and unusual circumstances as 

determined collaboratively by the school nurse and building principal, shall be kept at 

school.  

 

The parent is responsible for notifying the school of any changes in or discontinuation of a 

prescribed medication that is being administered to the student at school.  The parent must 

remove any medication no longer required or that remains at the end of the school year. 

 

The school nurse shall be responsible for developing and implementing procedures for the 

appropriate and secure storage of medications kept at school, and all medications shall be 

stored in accordance with this procedure.   

 

E.  Recordkeeping 

 

School personnel and the student’s parent shall account for all medication brought to 

school.  The number of capsules, pills or tablets, and/or the volume of other medications 

brought to school shall be recorded.   

 

School staff administering medication shall document each instance the medication is 

administered including the date, time, and dosage given. 

 

The school nurse shall maintain a record including the parent’s request, physician’s order, 

student’s name, date of birth, diagnosis, name of the medication, dose, time and frequency 

the medication is to be given, details of the specific medications (including the dosage and 

timing of medication, special instructions and documentation of each instance the 

medication is administered.   

 

Records shall be retained according to the current State schedules pertaining to student 

health records. 
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F.  Confidentiality  

 

To the extent legally permissible, staff members may be provided with such information 

regarding medication and its administration as may be in the best interest of the student.  

 

G.  Administration of Medication 

 

Medication may be administered during the school day by licensed medical personnel 

acting within the scope of their licenses.   

 

The school nurse, under the administrative supervision of the Superintendent, will provide 

direction and oversight for the administration of medication to students. 

 

All unlicensed personnel (principals, teachers, educational technicians, school secretaries 

administrative assistants, coaches, bus drivers, etc.) who administer medication must 

receive training before being authorized to do so. 

 

Based upon the documentation of training and competency in the administration of 

medication, the school nurse will make recommendations to the Superintendent/designee 

pertaining to authorization of unlicensed personnel persons to administer medication.  

Training that shall be acceptable for the purpose of authorization of unlicensed personnel is 

addressed under the section of this policy titled “Required Training of Unlicensed 

Personnel to Administer Medication.  

 

H.  Administration of Medical Marijuana in Schools  

 

 The Maine Medical Use of Marijuana Act governs administration of medical marijuana in 

schools in Maine. The Department of Administration and Financial Services (“DAFS”) is 

the regulatory agency charged with implementing the Maine Medical Use of Marijuana 

Act. The Maine Medical Use of Marijuana Program, located within DAFS, is charged with 

the administrative duties associated with implementations, such as issuance of registration 

cards. 

 

The following procedure must be followed for the administration of medical marijuana to 

students at school: 

 

1. The student’s parent/legal guardian/legal custodian shall obtain a copy of the MSAD 

#11 Request/Permission to Administer Medical Marijuana in School Form and Board 

Policy JLCD from the school nurse. 
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2. The parent/legal guardian/legal custodian and the student’s authorized medical provider 

(physician, certified nurse practitioner or physician assistant) shall complete and sign 

the Request/Permission Form and attach a copy of the student’s current written 

certification for the use of medical marijuana. The original certification must be shown 

to the school nurse processing the request. A copy will be retained by the school.  

3. The parent/legal/guardian/legal custodian must designate the caregiver who will 

administer medical marijuana to the student in school (including for students over the 

age of 18). The designated caregiver must be registered with the Maine Medical 

Marijuana Program. The original registry identification care and caregiver designation 

from must be shown to the school nurse processing the request. Copies will be retained 

by the school. 

4. If the designated caregiver is not a parent/legal guardian/legal custodian of the student, 

the designated caregiver must also submit verification that he/she is they are authorized 

by the State to administer marijuana to the student on school grounds. 

5. Arrangements will be made between the school administration and the designated 

caregiver to schedule the administration of medical marijuana in a manner that will 

minimize disruption to school operations and the student’s education program and that 

will not impact other students or employees. The designated caregiver must comply 

with all Board policies and school rules while on school premises to administer medical 

marijuana to a student. 

6. Medical marijuana must be brought to school by the caregiver, and may not be held, 

possessed or administered by anyone other than the caregiver. The student may only 

possess the medical marijuana during the actual administration process. Medical 

marijuana administered in school must be in a non-smokable form (vaporizers are not 

permitted). 

7. The designated caregiver must check-in at the school office upon arrival for the 

administration of medical marijuana. Medical marijuana may only be administered in 

the school nurse’s office. 

8. The designated caregiver must check-out at the school office following administration 

of the medical marijuana and transport any remaining medical marijuana with him/her 

them off school premises. 

 

I.   Administration of Medication During Off-Campus Field Trips and School Sponsored 

Events 

 

The school will accommodate students requiring administration of medications during field 

trips or school sponsored events as follows: 

 

The school nurse, principal, and, as appropriate, the school District’s Section 504/or IEP 

Coordinator, will determine whether an individual student’s participation is contraindicated 
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due to the unstable/fragile nature of his/her their health condition, the distance from 

emergency care that may be required, and/or other extraordinary circumstances.  The 

student’s parent and primary care provider will be consulted in making this determination.  

The decision will be made in compliance with applicable laws, including the IDEA, Section 

504 and the Americans with Disabilities Act (ADA).  

 

The parent must provide the appropriate number of doses needed for the duration of the 

field trip or school sponsored event. The parent will be encouraged to accompany the 

student, if possible, to care for the student and administer medication. 

 

When there are no contraindications to student participation, an appropriately trained staff 

member will be assigned to administer medication.   

 

All provisions of this policy shall apply to medications to be administered during off-

campus field trips and school-sponsored events.  As practicable, the DOE’s “Procedure for 

Medication Administration of School Field Trips” will be followed.   

 

J.  Student self-administration of asthma inhalers and epinephrine autoinjectors 

 

Students with allergies or asthma may be authorized by the building principal, in consultation 

with the school nurse, to possess and self-administer emergency medication from an 

epinephrine autoinjector or asthma inhaler during the school day, during field trips, school-

sponsored events, or while on a school bus.  The student shall be authorized to possess and 

self-administer medication from an epinephrine autoinjector or asthma inhaler if the 

following conditions have been met. 

 

1. The parent (or student if 18 years of age or older) must request, in writing, authorization 

for the student to self-administer medication from an epinephrine autoinjector or asthma 

inhaler.   

2. The student must have the prior written approval of his/her their primary health care 

provider and, if the student is under the age of 18, the prior written approval of his/her 

their parent/guardian.  The written notice from the student’s primary care provider must 

specify the name and dosage of the medication, frequency with which it may be 

administered, and the circumstances that warrant its use.  

3. The student’s parent/guardian must submit written verification to the school from the 

student’s primary care provider confirming that the student has the knowledge and the 

skills to safely possess and use an epinephrine autoinjector or asthma inhaler. 

4. The school nurse shall evaluate the student’s technique to ensure proper and effective use 

of an epinephrine autoinjector or asthma inhaler taking into account the maturity and 



File: JLCD 

Page 8 of 10 

capability of the student and the circumstances under which the student will or may have 

to self-administer the medication. 

5. The parent will be informed that the school cannot accurately monitor the frequency and 

appropriateness of use when the student self-administers medication, and that the school 

unit will not be responsible for any injury arising from the student’s self-medication.  

 

Authorization granted to a student to possess and self-administer medication from an 

epinephrine autoinjector or asthma inhaler shall be valid for the current school year only 

and must be renewed annually.  

 

A student’s authorization to possess and self-administer medication from an epinephrine 

autoinjector or asthma inhaler may be limited or revoked by the building principal after 

consultation with the school nurse and the student’s parents if the student demonstrates 

inability to responsibly possess and self-administer such medication.  

 

To the extent legally permissible, staff members may be provided with such information 

regarding the student’s medication and the student’s self-administration as may be in the 

best interest of the student. 

 

Sharing, borrowing, or distribution of medication is prohibited.  The student’s authorization 

to self-administer medication may be revoked and the student may be subject to 

disciplinary consequences for violation of this policy. 

 

K.  Dispensation of Over-the-Counter Medications 

 

With prior written parent permission, students may receive certain over the counter 

medications at school, (e.g., Tylenol, Ibuprofen, Tums, cough drops, etc.). These over-the-

counter medications will be administered only by the school nurse unless written or verbal 

permission by the student’s parent or guardian is obtained prior to administration.  If 

written or verbal permission is obtained from the student’s parent or guardian, unlicensed 

personnel may administer these over the counter medications. 

                          

L.  Required Training of Unlicensed Personnel to Administer Medication 

 

Unlicensed school personnel who administer medication to students in a school setting (at 

school, on school transportation to or from school, on field trips, or during school-

sponsored events) must be trained in the administration of medication before being 

authorized to carry out this responsibility.  Such training must be provided by a registered 

professional nurse or physician and include the components specified in Department of 
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Education Rules Chapter 40 and other applicable Department of Education standards, 

recommendations, programs, and/or methodologies.   

 

The trainer shall document the training and competency of unlicensed school personnel to 

administer medication.  Based upon a review of the documentation of training and 

competency in the administration of medication, the school nurse will make 

recommendations to the Superintendent/designee pertaining to authorization of such 

unlicensed personnel to administer medication. 

 

Following the initial training, a training review and information update must be held at 

least annually for those unlicensed school personnel authorized to administer medication.  

 

M.  Delegation and Implementation 

 

The Superintendent/designee shall be responsible for developing administrative procedures 

and/or protocols to implement or supplement this policy.  Such procedures/protocols shall 

include direction regarding: 

 

1. Safe transport of medication to and from school; 

2. Administration of medication during field trips and school-sponsored events; 

3. Accountability for medications, particularly those regulated by Schedule II of the 

Controlled Substances Act; 

4. Proper storage of medication at school; 

5. Training of appropriate staff on administration of emergency medications including 

training for  the signs and symptoms of anaphylaxis and the use of epinephrine 

autoinjectors for previously unknown severe allergies; 

6. The procedure to follow the event of a medication reaction; 

7. Access to medications in case of a disaster (i.e. life sustaining medication during a 

school lockdown, or evacuation of students to a different location;   

8. The process for documenting medications; 

9. The process for documenting medications administered;   

10. The process for documenting medication errors; and 

11. The proper disposal of medications not retrieved by parents. 

 

 

Legal Reference:  20-A M.R.S.A. §§ 254(5); 4009(4); 6305 4502 (5)(N); 63065 

22 MRSA §§ 2423-A; 2425-A; 2426 

Maine Public Law, Ch. 452 (2018 Maine Department of Education Rule 

Chapter 40 

Me. Dept. of Ed. Rule Ch. 40 (2016) 

21 USC §801 et. seq. (Controlled Substances Act) 
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28 C.F.R. Part 35 (Americans with Disabilities Act of 1990)  

34 C.F.R. Part 104 (Section 504 of the Rehabilitation Act of 1973)  

34 C.F.R. Part 300 (Individuals with Disabilities Education Act)  

 

Cross Reference:  JLCD-E – Medication Administration on School Field Trips (Me. DOE)  

JLCDA – Medical Marijuana in Schools  

 

Adopted: April 5, 2018 

 

Reviewed:  August 8, 2019 
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STAFF CONDUCT WITH STUDENTS/STAFF-STUDENT RELATIONS 

 

The relationship between the MSAD #11 staff and students must be one of cooperation, 

understanding and mutual respect.  Staff members have a responsibility to provide an 

atmosphere conducive to learning and to motivate each student to perform to his/her 

capacity. 

 

Staff members should strive to secure individual and group discipline, and should be 

treated with respect by students at all times.  By the same token, staff members should 

extend to students the same respect and courtesy that they, as staff members, have a right 

to demand. 

 

Although it is desired that staff members have a sincere interest in students as 

individuals, partiality and the appearance of impropriety must be avoided.  Excessive 

informal and/or social involvement with individual students is prohibited.  Such conduct 

is not compatible with professional ethics and, as such, will not be tolerated. 

 

Staff members are expected to use good judgment in their relationships with students 

both inside and outside the school context. Examples of unacceptable conduct by staff 

members that are expressly prohibited include, but not limited to the following 

guidelines: 

 

A. Any type of sexual or inappropriate physical contact with students or any other 

conduct that might be considered harassment under the Board’s policy on 

Harassment and Sexual Harassment of Students. 

B. Singling out a particular student or students for personal attention and 

friendship beyond the normal teacher-student relationship; 

C. Making derogatory comments to students regarding the school and/or its staff; 

D. Exchanging purchased gifts between staff members and students is 

discouraged; 

E. Staff-sponsored parties at which students are in attendance are prohibited 

unless they are a part of the school’s extracurricular program and are properly 

supervised;  

F. Associating with students at any time in any situation or activity which could 

be considered sexually suggestive or involve the presence or use of tobacco, 

alcohol, or drugs; 

G. Using insults or sarcasm against students as a method of forcing compliance 

with requirements or expectations; 

H. Sexual banter, allusions, jokes, or innuendos with students; 

I. Asking a student to keep a secret; 

J. Disclosing personal, sexual, family, employment concerns, or other private 

matters to one or more students; 
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K. Emailing or texting students using your personal email account or cell phone; 

L. “Befriending” students on social networks (outside of any school-approved 

activity); 

M. Communicating with student on non-school matters via computer, text 

message, phone calls, letters, notes or any other means; 

N. Leaving students unsupervised at any time during the school day; 

O. Sending students on personal errands; 

P. Attempting to counsel, assess, diagnose, or treat a student’s personal problem 

relating to sexual behavior, substance abuse, mental or physical health, and/or 

family relationships. Instead, the student should be referred to the appropriate 

individual or agency for assistance, e.g., guidance counselors, social workers, 

and/or nurses; 

Q. Disclosing information concerning a student, other than directory information, 

to any person not authorized to receive such information.  This includes but is 

not limited to information concerning assessments, ability scores, grades, 

behavior, mental or physical health, and/or family background; or 

R. Transporting a student(s) for other than school related events requires the pre-

approval of the school principal or assistant principal. 

 

Staff members are encouraged to discuss issues with their building principal or supervisor 

when they are unsure whether particular conduct may constitute a violation of this policy. 

 

Students and/or parents are encouraged and staff members are required to notify the 

principal if they believe a staff member may be engaging in conduct that violates this 

policy. 

 

Staff violations of this policy may result in disciplinary action up to and including 

dismissal.  Violations including sexual or other abuse will be referred to the Department 

of Human Services and/or law enforcement authorities in accordance with MSAD #11 

Board policy JLF. 

 

Cross Reference: ACAA – Harassment and Sexual Harassment of Students 

   JLF – Reporting Child Abuse and Neglect 

   JRA – Student Educational Records 

 

Adopted: March 5, 2004 

 

Revised: February 1, 2007; December 7, 2017 



 

 

MAINE SCHOOL ADMINISTRATIVE DISTRICT NO. 11 

 

JOB DESCRIPTION 

 

TITLE:   School Board Video Production Specialist (Stipend) 

 

QUALIFICATIONS: 

 Required: 

1. Member of the Technology Department; or 

2. Demonstrated ability to operate School Board video production equipment and software. 

 

Additional Skills Preferred: 

1. Demonstrates appropriate aptitude for the work to be performed; 

2. Possession of strong oral and written communication skills; 

3. Strong organizational and interpersonal skills; 

4. Strong technology skills; 

5. Ability to work independently with little direct supervision; and 

6. Ability to work positively and collaboratively with administration, staff, students, and 

parents. 

 

REPORTS TO: Superintendent of Schools. 

 

SUPERVISES: N/A 

 

JOB GOAL: Use software and hardware that is provided by the district to record and post 

School Board meetings online. Ensure that the recordings are maintained and 

archived. 

 

DUTIES AND RESPONSIBILITIES: 

1. Operates the video production equipment and software in the School Board Meeting room for all 

School Board meetings and Committee meetings (Finance, Policy, and Curriculum). 

2. Livestreams all events and posts video recordings of all School Board and Committee meetings 

on the District Website/YouTube Channel in a timely manner. 

3. Maintains all School Board and Committee meetings as required by Maine State Archive Record 

Retention laws. 

4. Any other duties related to video production meetings for the School Board as assigned by the 

Superintendent. 

 

PHYSICAL REQUIREMENTS: 

1. Requires stooping, bending, sitting, walking, reaching, squatting, carrying, pushing, climbing, 

and kneeling; 

2. Must be able to work with students and adults; 

3. May require some travel; 

4. Must have the ability to handle emotional/physical stress; 

5. Must work in a noisy and/or crowded work environments; and 

6. Ability to lift 10-25 lbs. 

 



 

 

LEGAL AND ETHICAL DUTIES: 

1. Maintains confidentiality about all aspects of student and staff information; 

2. Demonstrates a respect for the legal and human rights of students; 

3. Meets and follows all laws and regulations at both the State and Federal levels; 

4. Follow health and safety procedures established by the district; 

5. Arrives and departs punctually, notifying appropriate personnel about absences and coverage; 

6. Demonstrates loyalty, dependability, integrity, and other ethical standards; 

7. Follows chain of command for various administrative procedures for student or program 

concerns; and 

8. Observes all School Board Policies and Procedures. 

 

TERMS OF EMPLOYMENT: In accordance with contract as negotiated by the School Board. 

 

EVALUATION: Performance of this job will be evaluated in accordance with School Board 

policy. 

 

To perform this job successfully, MSAD 11 expects that all employees will perform assigned duties diligently, professionally and 

efficiently and in compliance with all School Board’s Policies and Procedures as well as all federal and state laws. The 

requirements are representative of the knowledge, skill, and ability required. 

 

The above job description reflects the general requirements necessary to describe the principle functions or responsibilities of the 

job identified and shall not be interpreted as a detailed description of all work requirements that may be inherent in the job, either 

present or in the future. 

 

Approved by the MSAD 11 School Board: (Indicate Date) 
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