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

Thursday, January 5, 2023 
6:30 p.m. 

 
AGENDA 

 
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 School Board Meeting – December 1, 2022 
 

IV. Recognition and Celebrations 
A. None 

 
V. Correspondence 

A. Resignation letter received from Christina Bourdelais, Nurse at River View 
Community and Laura E. Richards School  

B. Resignation letter received from Amy Melendez, District Ed Tech I at Helen 
Thompson School, effective December 14, 2022 
 

VI. Committee Reports 
A. Capital Area Technical Center Advisory Committee – No Meeting 
B. Curriculum Committee – December 13, 2022 
C. Dropout Prevention Committee – No Meeting  
D. Finance Committee Meeting: 

• October 25, 2022  

• November – No Meeting 

• December – 20, 2022 
E. Policy Committee – December 1, 2022 

 
First Reading 

• KCB  Community Involvement in Decision Making 
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• KCD  Public Gifts/Donations to the Schools 

• KDA  Public Information Program 

• KDD  Media Relations 

• KE   Public Concerns and Complaints 

• KHB  Advertising in the Schools 

• KHC  Distribution and Posting of Community Materials 

• KHD  Public Solicitation on School Property 

• KI   Visitors to the Schools 

• LDA  Student Teaching and Internships 

• ACAC  Service Animals in the Schools 

• ACAC-R  Service Animals in the Schools – Administrative Procedure 

• DB   Annual Budget 

• DBI  Budget Implementation/Fund Transfers 

• DDA  Funds from Federal and Other Grant Sources 

• DFA  Revenues from Investments 

• DFF  Student Activities Funds 

• DH   Bonded Employees and Officers – RESCIND 

• DIDA  Fixed Asset Policy 
 

Second Reading 

•    GAHS Student Handbook - Dances 

• GCGA  Substitute Teachers 

• AC   Nondiscrimination Equal Opportunity and Affirmative 
  Action 

• ACAA  Harassment and Sexual Harassment of Students 

• ACAA-R  Student Discrimination Harassment and Title IX Sexual 
   Harassment Complaint Procedures 

• ACAB  Harassment and Sexual Harassment of School Employees 

• ACAB-R  Employee Discrimination Harassment and Title IX Sexual 
  Harassment Complaint Procedures 

• GCFB  Recruiting and Hiring of Administrative Staff 

• JJEA  Participation in Academic Oriented Competition 

• JJI   Philosophy of Athletics 

• JJIB  Sponsorship and Evaluation of Athletic Programs 

• JJIBA  Hiring and Evaluation of Coaches 

• JJIBB  Sportsmanship 

• JJIBC  Relations with Booster Groups 

• JKB  Detention of Students 

• JLCA  Physical Examinations of Students 

• JLCAA  Students with HIV/Aids – RESCIND 

• JLCD-R  Medication Administration on School Field Trips 

• JLCE  First Aid and Emergency Medical Care 

• JLCE-R  First Aid - Administrative Procedure 

• JLDBD/JLFA Child Sexual Abuse Prevention and Response 

• JLDBG  Reintegration of Students from Juvenile Correctional  
   Facilities 

• JLF-E  Reporting Child Abuse and Neglect – Reporting Form 

• JLF-R  Reporting Child Abuse and Neglect – Administrative 
   Procedure 

• JLIB  Student Dismissal Precautions 

• JO   Employment of Students 
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• JRA  Student Education Records and Information 

• JRA-E  Annual Notice of Student Education Records & Information  
   Rights 

• JRA-R  Student Education Records & Information Rights -  
   Administrative Procedures    

 
F. Student Representatives Report 
G. Administrator Reports 
H. Wellness Committee – No Meeting 

 
VII. Ad Hoc Committees 

A. Hoch Field Committee  
 

VIII. General Information 
A. Dominick Foster, Social Studies Teacher transfer from Gardiner Regional Middle 

School to Social Studies Teacher at Gardiner Area High School  
 

IX. Nominations  
A. Caroline Hamzavi, Elementary Art Teacher, Helen Thompson and Laura E. 

Richards Schools - $40,128 
 

X. New Business 
A. Consider applying for a waiver to the Department of Education for the Gardiner 

Regional Middle School closure on Friday, December 9, 2022 due to illness. 
B. Consideration to hire a fourth Elementary School Nurse effective immediately 
C. Motion to approve the Transfer of Funds for the Nurse position to be made at a 

later date 
 

XI. Old Business  
A. Update of the status of the Gardiner Area High School trip to Peru 
B. Update on Strategic Planning Process 

 
XII. Reports 

A.  Board Chair 
● None 

 
B. Superintendent 

● District Emergency Radios 
 

XIII. Executive Session 
A. Executive Session to discuss negotiations with the Gardiner Teachers’ 

Association – 1 M.R.S.A. 405 § (6)(D) 
 

XIV. Adjournment  

















Finance Committee                                                                                

October 25, 2022 

 

MSAD 11 
FINANCE COMMITTEE MEETING 

                                    MERLE E. PEACOCK, JR. BOARD ROOM 
Tuesday, October 25, 2022 

5:30 p.m. 
 

Committee Members:  Rebecca Fles, Committee Chair; Nicole Madore, Chris McLaughlin 

Diane Potter, Patricia Hopkins, Superintendent; Andrea Disch, Business Manager 

 

Absent:  James Lothridge, Jack Pitteroff  

 

THE MEETING IS AVAILABLE FOR VIEWING AT 10.25.2022 FINANCE COMMITTEE MEETING.  

 

 

Director Fles called the meeting to order at 5:35 p.m.  

 

A. REGIONAL ADULT EDUCATION PROGRAM - DISCUSSION 

Adult Education Director, Josh Farr, provided a rough draft of a proposal for a Regional Adult Ed Program.  The 

Committee briefly discussed the feasibility of a regionalized program and agreed to allow the district to further 

investigate and begin conversations.  

 

B. REVOLVING RENOVATION FUND 

The Superintendent shared with the Committee that due to the additional work required in submitting the School 

Revolving Renovation Fund (RRF) Application, the district would not be submitting its application for the FY 2023 

application cycle.  

 

C. ESSER II /ESSER III (ARP)  

The Superintendent provided an outline for the redistribution of its remaining ESSER Funds. It was stated the 

redistribution would allow the district to maintain some of positions funded by the grant for a third year.  

 

D. FUEL /ELECTRICITY - UPDATE 

The Business Manager stated the district has accepted a two-year contract for its electricity supply. 

The contract will add approximately $180,000 annually to the district budget. The Finance Committee was reminded 

the district’s current supply contract expires in December. In regards to the district’s use of natural gas, the Business 

Manager stated Summit Natural Gas was seeking a 200% rate hike.  It was stated that she is currently in 

conversation with Competitive Energy Services to explore the district’s options in the event that the rate hike is 

approved by the Public Utilities Commission (PUC). Among the options being discussed is the conversion of the 

district’s burners. The Business Manager stated she will keep the Committee updated.  

 

 

The Finance Committee Meeting adjourned at 6:55 p.m. 

 

Attest a true record, 

            
 

Patricia Hopkins, Secretary 

https://youtu.be/-KdgrGjK_cA


Finance Committee                                                                                

December 20, 2022 

 

MSAD 11 
FINANCE COMMITTEE MEETING 

                                    MERLE E. PEACOCK, JR. BOARD ROOM 
Tuesday, December 20, 2022 

5:30 p.m. 
 

Committee Members:  Rebecca Fles, Committee Chair; Meaghan Carlson, Jack Pitteroff, Diane Potter, Patricia 

Hopkins, Superintendent; Andrea Disch, Business Manager 

 

Absent:  James Lothridge, Christopher McLaughlin 

 

Others:  Gabe Dostie, Director of Operations; Terry McGuire, Director of Technology 

 

 

THE MEETING IS AVAILABLE FOR VIEWING AT 12.20.2022 FINANCE COMMITTEE MEETING.  

 

 

Director Fles called the meeting to order at 5:40 p.m.  

 

A. STUDENT ACTIVITY ACCOUNT - DISCUSSION 

For efficiency, the Business Manager requested the Committee’s permission to consolidate the district’s banking and 

reduce the number of financial institutions the district is conducting business with.  It was stated that she does not 

anticipate any changes until the end of the fiscal year.  

 

VOTED:    Motion by Director Potter, to consolidate the district’s banking as requested by the Business Manager,  

  4 – 0       seconded by Director Pitteroff.  

 

Motion Carried 

 

B. EFFICIENCY MAINE INCENTIVES /LIGHTING RETROFIT - DISCUSSION 

It was stated Efficiency Maine is currently offering incentives for lighting retrofit projects.  With the increase in 

electricity supply cost, the Committee discussed possibly entering a performance contract to update its interior 

lighting. The Director of Operations, Gabe Dostie, requested the Committee’s permission to explore potential 

savings before reporting back to the Committee.  

 

VOTED:    Motion by Director Carlson, to allow the Director of Operations to explore potential savings of a performance   

  4 – 0       contract, seconded by Director Pitteroff.  

 

Motion Carried 

 

C. MEDICAL LOSS RATIO REPORT  

The Business Manager shared with the Committee the district’s Medical Loss Ratio as reported through September. 

It was stated the Medical Loss Ratio aides in determining the district’s health insurance increase for the subsequent 

fiscal year. With a Medical Loss Ratio of 75.4% and a quarter of a year remaining, the Business Manager stated that 

she is cautiously optimistic regarding the district’s health insurance increase.  

 

D. QUARTERLY FINANCE COMMITTEE FINANCIAL REPORTS - OVERVIEW 

Copies of the Quarterly Finance Committee Financial Reports were shared with Committee Members. The Business 

Manager provided an overview of each of the reports and answered questions of Committee Members.  

 

https://www.youtube.com/watch?v=w6kWXIpFTAs


Finance Committee                                                                                

December 20, 2022 

 
 

E. HEALTH SERVICES - DISCUSSION 

The Superintendent provided an overview of the health needs of students throughout the district. It was stated 

because of the extensive needs, the district is struggling without having a nurse in each of our buildings. The 

Superintendent stated that for approximately $40,000, the district could fund an additional nurse position for the 

remainder of the year and that the position would be built into the FY 2024 District Budget for the following fiscal 

year. It was further stated that funding the position for the remainder of the fiscal year would require the Board to 

transfer funds from the Regular Instruction Expenditure Article to the Student & Staff Support Article, the amount 

to be determined at the end of the fiscal year.  

 

VOTED:    Motion by Director Carlson, to recommend to the Board that the district create an additional nurse position,    

  4 – 0       seconded by Director Potter.  

 

Motion Carried 

 

 

The Finance Committee Meeting adjourned at 6:35 p.m. 

 

Attest a true record, 

            
 

Patricia Hopkins, Secretary 





File:  KCB 
 

COMMUNITY INVOLVEMENT IN DECISION MAKING 

The MSAD #11 School Board believes that community participation in the schools is essential to 

maintain mutual confidence and respect and to improve the quality of education for all students. 

Community participation is important both at the MSAD #11 School Board and school levels. 

The MSAD #11 School Board shall seek to involve the community through established policies 

governing public participation at MSAD #11 School Board meetings, advisory committees and 

other appropriate means. Building administrators are encouraged to establish methods to involve 

the community in decision-making processes which are consistent with MSAD #11 School 

Board policies. 

The MSAD #11 School Board is ultimately responsible for the formulation of policies involving 

the curriculum instruction and the overall school program. The MSAD #11 School Board 

reserves the right to make the final decision regarding any such policies, while taking into 

account the views and suggestions from community members and others. 

Legal Reference:  20-A MRSA § 1001 et seq. 

Cross Reference:  BEDH – Public Participation at Board Meetings 

Adopted:  June 7, 2007 

Reviewed: May 5, 2016 

 



File:  KCD 
 

PUBLIC GIFTS/DONATIONS TO THE SCHOOLS 

The MSAD #11 School Board may accept, on behalf of the school district, any 

bequest or gift of money or property for a purpose deemed suitable by the MSAD #11 

School Board in accordance with state law. All gifts shall be accepted in the name of 

the school district and become the property of the school district, but may be 

designated for use in a particular school or department. The MSAD #11 School Board 

will officially acknowledge the gifts at a MSAD #11 School Board meeting and thank 

the donors in writing. 

Only items of legitimate use in the school program shall be accepted. The MSAD #11 

School Board is under no obligation to replace a gift if it is destroyed, lost, stolen or 

becomes worn out. Gifts will not be accepted if they involve an excessive cost for 

maintenance or installation. If installation is required, the gift shall be installed under 

the supervision of school district personnel.  

The MSAD #11 School Board will notify in writing prospective donors if their gift 

cannot be accepted. 

The Superintendent shall implement any administrative procedures necessary to carry 

out this policy. 

Legal Reference:  20-A MRSA § 1256 

20-A MRSA § 4005 

Adopted:  April 2, 1992 

Revised:  December 1, 1994; June 7, 2007; May 5, 2016 

 



File:  KDA 
 

PUBLIC INFORMATION PROGRAM 

Public support for the schools depends upon informed public opinion. MSAD #11 will strive to 

maintain effective communications with the public in order to convey accurate information about 

the goals, programs, needs, and accomplishments of the schools and to provide ways for citizens 

to express their opinions and expectations. 

The Superintendent shall be responsible for establishing and maintaining a public 

communications program that will provide for the dissemination of school district reports and 

plans, information concerning student achievement, relevant statistics, noteworthy facts, issues 

affecting education, use of school facilities, news of the schools, school events, and student and 

staff accomplishments. 

The MSAD #11 School Board encourages the Superintendent and school district employees to 

whom communication responsibilities have been delegated to use a variety of methods for 

providing information to the public, such as the school system’s website, social media, letters, 

newsletters, publications, news releases, video recordings and news media coverage of MSAD 

#11 School Board meetings and school-related events, meetings, and personal contacts. 

All communications with the public shall appropriately respect the confidentiality of students 

and staff. 

The building principals and/or program directors will be responsible for program and other 

routine school announcements to parents and students. The Superintendent shall be responsible 

for establishing guidelines for communications with the media and to the public. Such guidelines 

shall address confidentiality as well as authority to approve and/or release communications, 

content, and contact with media representatives. 

Community opinion may be solicited through parent organizations, parent-teacher conferences, 

open houses, and other events or activities that bring staff and parents or other community 

members together. The MSAD #11 School Board and/or Superintendent may develop and 

disseminate surveys and questionnaires to obtain information and to allow parents and citizens 

served by the school district to express their opinions. 

Legal Reference:  20 USC §§ 6311, 6314-6316, 6319 

Ch. 125 § 4.04 (Me. Dept. of Ed. Rule) 

Cross Reference:  AEC  Accomplishment Reporting to the Public 

JRA  Student Educational Records 

KDD  Media Relations 

Adopted:   June 7, 2007 

Reviewed:  May 5, 2016 

 



File:  KDD 
 

MEDIA RELATIONS 

Because the school system is a public institution endeavoring to serve the educational needs of 

the community, it is important that information be disseminated concerning activities and 

problems in our schools. In order that this publicity be given wide coverage and be coordinated 

into a common effort and purpose, the following procedures shall be followed in giving official 

information to the news media: 

A.  The MSAD #11 School Board Chair shall be the official spokesperson for the 

MSAD #11 School Board, except as this duty is delegated to the Superintendent. 

B.  News releases which are of a system-wide nature or pertain to established policy 

are the responsibility of the Superintendent or a member of the administrative 

staff whom he/she they may designate. 

C.  News releases which are of concern to only one school, or to an organization of 

one school, are the responsibility of the Principal of that particular school. All 

statements made to the press by other staff members of the particular school must 

be cleared with the Principal. 

While it is impossible to predict how news releases will be treated by the press, every possible 

effort should be made to obtain coverage of school activities which will create and maintain a 

dignified and professionally responsible image for the school system. 

 

Adopted:  Prior to 1985 

Revised:  September 4, 1986; November 3, 1994; June 7, 2007; May 5, 2016 

 



File:  KE 
 

PUBLIC CONCERNS AND COMPLAINTS 

Parents, students, or other citizens with complaints or concerns regarding any aspect of MSAD 

#11 or an employee thereof shall be encouraged to seek a resolution at the lowest possible level. 

The only exceptions are complaints that concern MSAD #11 School Board actions or operations. 

Such complaints should be addressed to the MSAD #11 School Board Chair. 

If the complaint cannot be resolved at the lowest level, the person initiating the complaint may 

appeal the decision to the next level (i.e., Supervisor of Operations and Maintenance, Principal, 

Director of Special Services, Director of Curriculum and Instruction). 

If the complaint cannot be resolved at any lower level, it may be appealed to the Superintendent. 

If the complaint remains unresolved at the Superintendent’s level, the person making the 

complaint may request that the matter be placed on the agenda of the next regular MSAD #11 

School Board meeting. The Superintendent/School Board Chair shall determine whether the 

complaint should be placed on the agenda. 

At all levels of the complaint process, school employees are required to inform the person 

making the complaint of his/her their right to appeal the decision to the next level. 

This policy shall not be utilized by employees for matters or grievances relating to any term or 

condition of their employment. Such matters shall be addressed through established channels for 

grievances. 

Cross Reference:  BEDB – Agenda Preparation and Dissemination 

Adopted:  January 5, 1995 

Revised:  June 7, 2007; May 5, 2016 

 



File:  KHB 
 

ADVERTISING IN THE SCHOOLS 

 

The MSAD #11 School Board believes that, in general, product advertising and/or endorsement 

is to be discouraged in the schools. The MSAD #11 Board has an obligation to assure that 

students, who are required by law to attend, are not subjected to commercial messages of any 

kind without careful analysis of the benefits and risks that pertain in each instance. Since the 

issue of advertising in the schools can be attended by strong opinions, the MSAD #11 Board may 

seek comments and recommendations from the administration, the professional teaching staff 

and the community prior to considering any form of advertising in schools, on school grounds or 

on school buses. 

 

The MSAD #11 Board is opposed in principle to accepting any programming, equipment or 

services that are offered only on the basis of mandatory exposure of students to product 

advertising. The MSAD #11 Board recognizes, however, that in some instances product names, 

logos or advertising may be acceptable when the programming, equipment or services can be 

clearly shown to be of significant benefit to the school program. 

 

The MSAD #11 Board reserves the right for the Superintendent to consider requests for 

advertising in the schools, on school grounds or on school buses on a case-by-case basis, except 

that: 

 

A. Brand specific advertising of food or beverages is prohibited in school buildings, on 

school grounds or on school buses except for food and beverages meeting standards 

for sale or distribution on school grounds in accordance with Department of 

Education rules 20-A MRSA § 6662(2), i.e., those that meet Smart Snacks standards. 

For the purpose of this paragraph, "advertising" does not include advertising on 

broadcast media or in print media such as newspapers and magazines, clothing with 

brand images worn on school grounds or advertising on product packaging. 

 

B.  Consistent with its efforts to promote a tobacco, alcohol and drug-free To promote an 

environment free from tobacco, alcohol and drugs, the MSAD #11 Board will not 

agree to displays of advertising in school buildings, on school grounds or on school 

buses for tobacco products, alcoholic beverages, drugs (including prescription and 

over the counter medications), performance enhancing substances or dietary 

supplements. 

 

Legal Reference:  20-A MRSA § 6662 

Me. Dept of Ed. Rule Ch. 51 

 

Cross Reference:  EFE - Competitive Food Sales - Sales of Foods in Competition with the 

School Food Services Program 

 JL – Student Wellness 

 

Adopted:  December 1, 1994 

 

Revised:  April 1996; June 7, 2007; April 3, 2008; May 5, 2016 
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    Code:  KHC 

 

 

DISTRIBUTION OF NON-SCHOOL MATERIALS 

 

The Board wishes to minimize intrusions on the teaching and learning time of students 

and staff.  While there are many worthy activities in the communities served by MSAD 

11 that are sponsored by various non-profit organizations, the Board believes that 

students should not be used to distribute or carry home flyers, brochures, or other 

materials that are not directly related to school programs, school curriculum, or school-

related activities. 

 

Only the following materials may be distributed to students to be carried home: 

 

A. Communications from the Board, Superintendent, school administrators, and 

school staff such as newsletters, letters to parents, announcements of meetings or 

events, school forms, and classroom information; 

 

B. Information and notices concerning school-sponsored activities and programs for 

students and/or parents; 

 

C. Information and notices concerning activities and programs offered by groups 

affiliated with MSAD 11 schools, such as parent-teacher organizations and 

booster groups; and 

 

D. Information and notices from municipal, state and federal agencies concerning 

programs available to students. 

 

E. Information and notices concerning activities and programs offered by youth-

oriented and civic-oriented organizations. 

 

To minimize disruption to classes, the building principal may limit the frequency with 

which non-school materials may be sent home with students. 

 

POSTING OF NON-PROFIT/COMMUNITY MATERIALS 

 

Building principals may designate a bulletin board or other specific location where 

notices regarding other non-profit community activities or events that may be of interest 

to students and/or parents may be posted. Any local non-profit group may submit such 

materials. All materials must include a statement that the activity or program is not 

affiliated with or endorsed by MSAD 11. 

 

Materials that interfere with the instructional process or the operations of the schools, that 

are lewd or obscene, libelous, that are discriminatory or infringe upon the rights of others, 

promote illegal activities or are in violation of any Board policy will not be posted.  
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In order to make sufficient space available, building principals may establish rules for the 

size of notices/flyers and the length of time they may be posted. 

 

Community materials may not be posted without the prior approval of the 

Superintendent/Designee. 

 

 

Cross reference: KHB  Advertising in the Schools  

   KHD  Public Solicitation in the Schools 

  

 

 

Adopted:  May 5, 2016 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

   



File:  KHD 
 

PUBLIC SOLICITATION ON SCHOOL PROPERTY 

Solicitation or fundraising by individuals, commercial enterprises, political campaigns, and 

charitable organizations is not permitted in school buildings or on school property at any time. 

Demonstrations of services or materials or canvassing of students or school employees for the 

purpose of selling products or services shall not be permitted in school buildings or on school 

property at any time. 

Approved parent-teacher organizations and booster organizations may engage in fundraising in 

compliance with MSAD #11 School Board policies on fundraising. 

Adopted:  Prior to 1985 

Revised:  September 1, 1986; December 1, 1994; June 7, 2007; May 5, 2016 
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VISITORS TO THE SCHOOLS 

Parents and interested citizens are welcome to visit MSAD #11 schools during the school day 

The MSAD #11 Board encourages the active interest and involvement of parents and citizens in 

the public schools. In order to avoid interruption of the instructional program and to promote the 

safety of students and staff, building principals shall institute administrative procedures 

concerning visitors to the schools. Such procedures shall be subject to the approval of the 

Superintendent. It is understood that procedures may vary from school to school due to differing 

considerations such as the age of the students and building layout and location. 

The following general guidelines shall be incorporated in all building-level administrative 

procedures concerning visitors. 

A.  The term “visitor” shall apply to any person on school grounds or in school buildings 

who is not an employee or student of the school district. 

B.  All visitors shall report to the main office upon arrival at the school. This section does 

not apply to parents or citizens who have been invited to the school for an open 

house, performance, or other preplanned school program.  

C. All visitors who wish to visit classrooms, observe aspects of the instructional program 

or meet with teachers, counselors or other staff members are expected to schedule 

such visits in advance. Teachers and other staff may not use instructional time to 

discuss individual matters with visitors. 

D. Individual MSAD #11 School Board members shall follow the same procedures as 

other visitors, and state whether they are visiting the schools on personal business or 

in connection with MSAD #11 School Board duties. 

E.  Visitors shall comply with all applicable MSAD #11 School Board policies and 

school rules. Visitors who violate these policies/rules and/or disrupt the safe and 

orderly operation of the school shall be asked to leave the premises. 

F.  The building administrator/designee has the authority to refuse entry to school 

grounds or buildings to persons who do not have legitimate, school-related business 

and/or who may disrupt the operations of the schools. This may include, but not be 

limited to, the news media, profit-making businesses, fundraisers and other 

organizations seeking access to students and/or staff. 

G.  School staff shall report unauthorized persons on school grounds or in school 

buildings to the building administrator/designee. Unauthorized persons shall be 

directed to leave the premises immediately. 

  



File:  KI 
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H.  The building administrator/designee may request the assistance of law enforcement as 

necessary to deal with unauthorized persons or violations of the law by visitors to the 

schools. 

Cross Reference:  BCA – Board Member Code of Ethics 

EBCA – Crisis Response Plan 

JLIB – Student Dismissal Precautions 

JLF – Reporting Child Abuse and Neglect 

KLG – Relations with Law Enforcement Authorities 

Adopted:  Prior to 1985 

Revised:  January 4, 1986; December 1, 1994; April 1999; June 7, 2007; May 5, 2016 



File: LDA 

 

STUDENT TEACHING AND INTERNSHIPS 

The MSAD #11 School Board, recognizing both its responsibility to improve the 

quality of teacher training and the contribution that student teachers and interns can 

make to the school system, encourages the administration to cooperate with teacher-

training institutions in the placement of student teachers in the public schools. 

The importance of the teacher-training function to the future of education and the 

need to assure a high quality of performance in our schools demands that student 

teachers be placed only with the best teachers. Therefore, teachers allowed to accept 

the added responsibility of training student teachers must be superior. Because they 

continue their primary responsibility—the education of the children in their charge—

their commitment is doubled. These teachers must have demonstrated to their 

Principals a capacity and willingness to meet these additional demands.  

No teacher shall be requested to act as supervisory teacher more than twice in any 

school year when other qualified supervisory teachers are available. 

Further recognizing the special skills and expertise of the teacher-preparation 

institution and its staff, the MSAD #11 School Board authorizes the administration to 

honor the reasonable rules, regulations and training guidelines of the sending 

institution. 

In all arrangements made with preparation institutions, the school system shall be 

given the privilege of interviewing and accepting or rejecting individual candidates 

for student teaching and internships. 

The school administration shall devise procedures for evaluating the performance of 

student teachers and interns which meet with requirements of the sending institution 

and fit with the MSAD #11 School Board’s policies. 

Legal Reference: 20-A MRSA § 1001 

Adopted: Prior to 1985 

Revised: September 4, 1986; January 5, 1995; June 7, 2007; May 5, 2016 
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SERVICE ANIMALS IN THE SCHOOLS 

 

 

The following rules shall govern the use of service animals by persons in the schools. 

 

A. General Conditions 

 

1. Only qualified individuals with disabilities are eligible to use service 

animals in school. The parent/guardian of a student who believes the 

student needs to bring a service animal to school, or an employee who 

wishes to bring a service animal to school, must submit a written request 

to the building principal. The building principal, in consultation with the 

Section 504 Coordinator or Director of Special Services, as appropriate, 

and the Superintendent will determine whether or not to permit the service 

animal in school. 

 

2. Use of a service animal by a person with a disability will be allowed in 

school when the animal is required to perform work or tasks directly 

related to the individual’s disability. 

 

3. “Service animal” is defined in Maine law as follows: 

 

A dog that is individually trained to do work or perform tasks for the 

benefit of an individual with a disability, including a physical, sensory, 

psychiatric, intellectual or other mental disability.  Other species of 

animals, whether wild or domestic, trained or untrained, are not service 

animals for the purposes of this definition.   

 

The work or tasks performed by a service animal must be directly related 

to the individual’s disability.  Examples of such work or tasks include, but 

are not limited to, assisting an individual who is totally or partially blind 

with navigation or other tasks, alerting an individual who is deaf or hard of 

hearing to the presence of people or sounds, providing nonviolent 

protection or rescue work, pulling a wheelchair, assisting an individual 

during a seizure, alerting an individual to the presence of allergens, 

retrieving items such as medicine or a telephone, providing physical 

support and assistance with balance and stability to an individual with a 

mobility disability, and helping a person with a psychiatric or neurological 

disability by preventing or interrupting impulsive or destructive behaviors.  

The crime deterrent effects of an animal’s presence and the provision of 

emotional support, well-being, comfort or companionship do not 

constitute work or tasks for the purposes of this definition. 

 

4. The District will not be responsible for the training, feeding, grooming or 

care of any service animal permitted to attend school under this policy 
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(except in the limited circumstances described in Section B.2.a). It shall be 

the responsibility of the individual with a disability or designated handler 

to ensure the proper care and supervision of the service animal.   

 

5. All service animals must be kept on a harness, leash or tether unless this 

prevents the animal from performing his/her their specific work or tasks 

with the individual.  The animal must be under the control of the 

individual with a disability or designated handler at all times. 

 

6. The individual with a disability (or in the case of a student, the student’s 

parent(s)) is liable for any damage to school or personal property and any 

injuries to individuals caused by the service animal. 

 

7. Individuals with service animals may access the same areas that 

individuals without disabilities are authorized to access. 

 

B. Administrative Review of Service Animals 

 

1. Whenever a service animal is in school or on school property (and it is not 

obvious that the dog qualifies as a service animal, e.g., guide dog for a 

blind person), a building administrator or other authorized school official 

may ask: 

 

a. Whether the service animal is required because of a disability; and 

  

b. What work or task(s) the animal has been trained to perform. 

 

2. When it is anticipated that a service animal is going to be in the school on 

a regular basis with an employee, student, volunteer or other frequent 

visitor to the school, the individual using the service animal (or in the case 

of a student, the student’s parent(s)) are expected to notify the building 

administrator in advance. 

 

a. The school shall not provide staff support to care for or control a 

service animal but may provide support to a student using a service 

animal as needed in a particular instance (i.e., accompanying a 

young student who takes a service animal outside to relieve 

him/herself). 

 

b. Any handler (parent or other person) accompanying the service 

animal must have approval to work in the school from the Maine 

Department of Education and undergo the State criminal 

background check. 

 

3. Service animals must be properly licensed and vaccinated. 
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C.  Removal or Exclusion of Service Animals from School 

 

1. A building administrator or other authorized school official may require 

that a service animal be removed from the school or other school property 

under any of the following circumstances: 

 

a. The service animal poses a direct threat to the safety of individuals 

at school, causes a significant disruption of school activities or 

otherwise jeopardizes the safe operation of the school; 

 

b. The service animal demonstrates that he/she is they are unable to 

perform reliably the work or tasks which he/she was they were 

represented as being able to perform; 

 

c. The service animal is not under the full control of the person with a 

disability, or the authorized handler; 

 

d. The service animal is sick (i.e., vomiting, etc.), infested with 

parasites, has an infection of the skin, mouth or eyes, or otherwise 

presents a threat to the public health;   

 

e. The service animal demonstrates that it is not sufficiently trained to 

relieve him/herself themself outside the school building; and/or 

 

f. The service animal’s presence significantly impairs the learning of 

students and/or fundamentally alters the nature of any school 

program. 

 

D. Miniature Horses 

 

Miniature horses are not defined as service animals under state or federal law.  However, 

miniature horses which have been individually trained to perform specific work or tasks 

may be permitted in the schools in certain circumstances as a reasonable accommodation 

for a qualified individual with a disability. Any such requests should be directed to the 

building administrator for consideration.  If a miniature horse is approved, all the 

conditions in this policy shall apply. 

  

Legal References: 42 U.S.C. § 12101 et seq. 

        28 C.F.R. §§ 35.104; 35.130(h); 35.136 

 36 CFR §104, 302 

        5 MRS §§ 4553; 4592 

        Maine Human Rights Commission Rule Chapter 7  

 

Cross Reference:   AC - Nondiscrimination/Equal Opportunity and Affirmative Action 

        ACAA-R – Student Discrimination and Harassment Complaint  

   Procedure 
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         ACAB-R – Employee Discrimination and Harassment Complaint  

   Procedure 

 IMG – Animals in Schools 

 

Adopted: April 5, 2018 
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ADMINISTRATIVE PROCEDURE FOR SERVICE DOGS 

IN SCHOOLS1
 

 

 

 

 

 

 

In order to address requests for persons with disabilities to be accompanied by a service dog in 

school, the District will take steps outlined in this procedure.   

 

A. Students  

 

1. Parents/guardians of students with disabilities must notify the building administrator (or 

other authorized school official) of any request for the student to be accompanied, on a 

regular basis, by a service dog in school, on school property (including riding a school 

bus) or at a school-sponsored activity.  Prior notice is required to allow the school to 

address the potential impact of the service dog on others in the school community (e.g., 

those with allergies or phobias to dogs).  

 

2.  Unless it is obvious that an animal is a service dog (e.g., a guide dog for a student who is 

blind), the building administrator or other school official should ask the parent/guardian 

the following two questions and should document the parent’s/guardian’s response: 

 

 a. Is the dog required because of the student’s disability? 

 

 b. What work or task(s) has the dog been trained to perform? 

 If it is obvious that the dog is a service animal, or if the parent/guardian answers 

affirmatively to the first question and sufficiently describes the work/task(s) in response 

to the second question, then the student will be authorized to bring the dog to school, 

provided that the conditions in Policy ACAC are met and pursuant to the following 

procedural steps.   

 

 The school may not require the family to prove that the dog is trained, require a particular 

certification, or require a demonstration of the work or task the dog has been trained to 

perform. 

 
1 A miniature horse may qualify as a service animal.  The administration should carefully review any such request 

and seek consultation on safety parameters that may need to be imposed.  No other animal species qualifies as a 

service animal. 

NOTE: This procedure must be read in conjunction with Policy ACAC (Service 

Animals in Schools) which sets forth definitions, requirements, and other policy 

considerations related to service animals.  As noted under the policy, this procedure 

involves complex issues and we recommend consulting with legal counsel before 

making changes to this sample procedure or any time service dog issues arise that 

are not specifically addressed here.  
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3. The building administrator or other school official should confirm whether the student 

has been determined eligible for services under the Individuals with Disabilities 

Education Act (IDEA) or for accommodations under Section 504.  

 

a. If the student has not been identified and determined eligible under IDEA or Section 504, 

s/he they should be referred for evaluation under either of the laws, (while, in the interim, 

allowing the student to be accompanied by the service animal if Step 2 above has been 

satisfied).    
 

b. Because only individuals with disabilities as defined by the Americans with Disabilities 

Act (ADA) are entitled to be accompanied by a service dog, if the student is found not to 

have a disability pursuant to these processes, then the school may at that point deny use 

of the service dog.   
 

4.   If the student has an Individualized Educational Plan (IEP), the student’s IEP team may 

meet to determine whether the service dog is necessary for the student to receive a free 

appropriate public education (FAPE). If the IEP Team determines that the service animal 

is not required for the student to receive a FAPE, the service animal will not be addressed 

in the IEP or by the IEP team. The IEP team may refer the matter to a properly comprised 

504 team to determine how to support the student’s use of the service animal in school, 

on the bus and at school activities. 

5.  The student’s 504 team (or in those instances where the IEP team has determined that the 

student requires an assistance animal in order to receive a FAPE, the IEP team) may 

convene to address how the school will support the student’s use of the service animal. If 

a parent/guardian declines an IDEA or 504 referral meeting, a school official should 

convene a team to meet with the family/student to discuss the parameters of the service 

dog’s presence. The team (or school official) should closely review and follow Policy 

ACAC in deciding on any support, paying particular attention to the following:  

 

a. The school will not be responsible for the handling, control, supervision, training, 

feeding, grooming or care of any service animal permitted to ride a school bus, attend 

school or school activities.  
 

b. If the student is unable to control the service animal, the parent/guardian must provide 

a handler for the animal to ride the school bus, attend school or school activities 

[Note: a service animal must be under the control of a handler at all times; under no 

circumstances may a dog be controlled by a shock collar].   
 

c. The building administrator or other school official will ensure that any person (other 

than the student) who accompanies the service animal for handling or other purposes 

has received approval to work in the school from the Maine Department of Education 

and has undergone the State criminal background check. 
 

d. The school may provide limited assistance to a student using a service animal as 

needed in a particular instance. For example, a school employee may accompany a 
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young student when the student is taking a service animal outside to relieve itself 

[Note: a service dog must be housebroken]. 
 

e. The building administrator or other school official should use his/her their 

professional judgment in informing (in writing) other parents/guardians. The 

parents/guardians of children with allergies or phobias to dogs are encouraged to 

promptly notify a building administrator so that efforts may be undertaken to support 

all students. Proper notice should also be given to employees who may encounter the 

animal during the school day and may experience an adverse reaction. Efforts will be 

undertaken to support affected employees. 
 

f. The parent/guardian shall provide the school sufficient documentation to show that 

the service dog is properly licensed and vaccinated. 
 

g. The school may impose other reasonable measures on the parent/guardian in support 

of the service dog. For example, a parent may need to provide a crate that houses the 

animal during physical education or other activities in which the student participates 

without being accompanied by the service dog. The dog also must be clean and free 

of ticks and fleas at all times. 
 

h. Parents/guardians are strongly encouraged to work with the school on a plan to 

gradually introduce the service dog into the school environment (i.e., bringing the dog 

to school or riding the bus first when other students are not present, and gradually 

having the dog present for longer times and/or when many potential distractions are 

present.).  
 

6. The building administrator or designee may monitor the student’s use of a service dog to 

ensure that it is being successfully managed and is under control at all times. The 

administrator/designee may also periodically assess and document whether all other 

requirements in Policy ACAC and these procedures are being followed. School officials 

reserve the right to alter the service dog arrangements, including having the dog removed.     

 

B. Employees  

 

1. Any employee who wishes to request approval to be accompanied by a service dog at 

school should contact Human Resources [or other appropriate position/department] to 

establish that the criteria for a service dog have been met, prior to bringing the dog to 

school. 

 

2. An employee may be asked to provide documentation to establish his/her their disability 

and the necessity of the work/task to be performed at school. 

 

3. The Human Resources representative [or other appropriate position/department], in 

consultation with the employee’s supervisor, will determine the reasonableness of the 

request and what restrictions, if any, may need to be placed upon the dog’s presence in 

light of the nature of the employee’s position and working environment. 
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4. Prior to approving a service dog, the Human Resources representative [or other 

appropriate school official] may need to confer with employees and parents/guardians of 

students, who may be adversely affected by the presence of a dog in the school. 

 

5. When a Human Resources or other representative approves the presence of a service dog 

for an employee, there will be an initial 30-day trial period to determine what impact, if 

any, the dog has had on the school.  The District reserves the right to make adjustments 

as to the dog’s presence, including declining to permit the dog to continue to come to the 

school. 

C. Parents/Visitors/Third Parties  

1. To the extent possible, any parent/guardian, visitor, or other person who wants to visit the 

school or school grounds accompanied by a service dog is encouraged to provide prior 

notice to the building administrator or other authorized official.  

 

2.  Unless it is obvious that the dog qualifies as a service dog (e.g., a guide dog for an 

individual who is blind), the building administrator or other school official should ask the 

parent/guardian, visitor, or other third party the following two questions: 

 

 a. Is the dog required because of the individual’s disability? 

 

 b. What work or task(s) has the dog been trained to perform? 

 If it is obvious that the dog qualifies as a service dog, or if the individual answers 

affirmatively to the first question and sufficiently describes the work/task(s) in response 

to the second question, then he/she is they are authorized to be accompanied by the 

service dog on school grounds, subject to complying with the conditions set forth in 

Policy ACAC.  

 

D. Removal or Exclusion of Service Animals from School 

The building administrator or other authorized official may require that a service dog be 

removed from the school or other school property under any of the circumstances 

specified in Paragraph C of Policy ACAC. At any time that a dog acts aggressively 

toward any person in the school or harms a person, the dog shall immediately be 

removed.   

 

 

Legal References: 42 U.S.C. § 12101 et seq. 

        28 C.F.R. §§ 35.104; 35.130(h); 35.136 

        5 MRS §§ 4553; 4592 

        Maine Human Rights Commission Rule Chapter 7 

 

Adopted:  May 3, 2018  
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ANNUAL BUDGET 

 

The MSAD #11 Board recognizes that financial resources and the proper management of 

same are fundamental to the support of school programs and operations. With this in 

mind, the MSAD #11 Board will develop and present an annual operating budget as 

directed by applicable laws. 

 

The annual budget will be for a 12-month period covering the fiscal year July 1 through 

June 30. 

 

The MSAD #11 Board shall designate the Superintendent as its budget officer, but he/she 

they may delegate portions of such responsibility as appropriate. 

 

The three general areas of responsibility of the budget officer are budget preparation, 

budget presentation and budget administration. 

 

Legal Reference: 20-A MRSA § 1301 

   20-A MRSA § 15617 et seq. 

 

Adopted: Prior to 1985 

 

Revised: June 5, 1986; January 7, 1993; December 6, 2005; May 6, 2010;  

  April 5, 2018 
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BUDGET IMPLEMENTATION/FUND TRANSFERS 

 

The total amounts which may be expended during the fiscal year for the operation of the MSAD 

#11 School System District are set forth in the annual budget, adopted by the Board, and 

approved by the voters. Overall responsibility for implementation of the budget shall rest with 

the Superintendent, who is authorized to approve operating and capital expenditures as specified 

in the budget. 

 

The total amount budgeted for each major budget program shall be the maximum amount that 

may be expended for that program, unless a transfer of funds from one program to another is 

approved by the MSAD #11 Board. 

 

In keeping with the need for periodic reconciliation of the District’s budget, the MSAD #11 

Board authorizes the transfer of budget appropriations from one cost center to another by the 

Superintendent, with the approval of the Finance Committee for amounts of $7500 $10,000 or 

higher. 

 

In managing budgets set for individual schools, modifications of the school’s budget by the 

principal must be approved by the Superintendent. 

 

Adopted: Prior to 1985 

 

Revised: June 5, 1986; January 7, 1993; December 7, 1995; December 6, 2005;  

  May 6, 2010; April 5, 2018 

 

 

 

 

 



File:  DDA 
 

 

FUNDS FROM FEDERAL AND OTHER GRANT SOURCES 

 

 

The Superintendent shall be responsible for informing the MSAD #11 Board of potential 

sources of federal, state, and other funds for the support of the schools and enhancement 

of educational opportunities for students in MSAD #11. 

 

The Board authorizes the Superintendent to act as its agent for the purpose of making 

applications for federal and state funds. This authorization shall be continuous until 

revoked by the Board. 

 

The Board recognizes that numerous foundations and organizations offer financial 

support in the form of grants to public school systems. The Board encourages the 

Superintendent, school administrators, and staff to seek appropriate grant resources. To 

provide for program continuity and to assist the Board in fiscal planning, acceptance of 

grants which would require an additional District financial commitment during the term 

of the grant or after the grant ends shall require Board approval. 

 

The Superintendent will notify the Board in a timely manner of grants that have been 

applied for or accepted. 

 

Adopted: Prior to 1985 

 

Revised: June 5, 1986; January 7, 1993; June 22, 2000; December 6, 2005 

  May 6, 2010; April 5, 2018 
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REVENUES FROM INVESTMENTS 

 

RSU MSAD #11 considers an investment program a critical ingredient of sound fiscal 

management. The Board authorizes an investment program for the purpose of securing a 

maximum yield of interest revenues to supplement other revenues for the support of the 

district's educational program. 

 

The investment program will be administered in a way that will ensure: 

 

A. The continuous process of temporary investing of all fund balances and 

moneys available for investment purposes; 

 

B. The maintenance (revised following each cash transaction) of a yearly cash 

flow chart that will provide data to assist proper planning and decision 

making regarding amount, duration and type of investments; 

 

C. The use of an open competition system of bids and/or quotes to obtain the 

maximum yield possible on all investments from both local community and 

beyond-community financial institutions; 

  

D. That all vendors using school district funds provide statements to the unit of 

their collateral in the form of a list of the securities pledged at market value; 

and 

 

E. That all district investments will be in compliance with the law Maine 

Statute. 

 

Open Competition 

 

At its discretion, the RSU #11 Board may use an open competition system of bid 

and/or quotes to obtain the maximum yield possible on all investments from both 

local community and beyond-community financial institutions. 

 

Delegation of Authority 

 

RSU #11 The Board authorizes the Superintendent or designee to manage all activities 

associated with the investment program in such manner as to accomplish the objectives 

of this policy. Their responsibilities will also include annual review and assessment of the 

district’s investment program and filing a report and recommendations annually with the 

RSU #11 Board. The Superintendent or designee is further authorized to execute in the  
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RSU #11 Board’s name any and all documents relating to the investment program in a 

timely manner and to confer with reputable consultants regarding investment decisions 

when necessary. 

 

A monthly quarterly progress report of investments will be made to the Board Finance 

Committee. 

 

Legal Reference: 20-A MRSA § 1312 

 

Adopted: Prior to 1985 

 

Revised: June 5, 1986; January 7, 1993; December 6, 2005; May 6, 2010 
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STUDENT ACTIVITIES FUNDS 

Revenues collected from admissions to school entertainment events, profits from school 

stores, club and class dues, and student organization fundraising activities shall be 

deposited and accounted for in a student activities fund maintained for each school. 

Within this fund, separate accounts will be maintained for accounting purposes. These 

revenues will be considered school district funds under the direct control of the 

Superintendent, who may develop and implement procedures relative to these funds, and 

delegate specific responsibility for deposits, expenditures, and record keeping to the 

building principals and/or appropriate staff. Procedures for management of student 

activities funds shall be consistent with sound business and accounting practices. 

Student activity funds are to be used only for student activities that augment the school 

district’s programs; they are not intended to replace school district funding for school 

district programs and activities. Funds raised by approved student clubs or organizations 

or from classes shall be expended to benefit the specific club or organization or class. All 

expenditures from student activities funds must be approved in advance by the building 

principal. 

The senior class may decide how to disburse funds remaining in its class account after 

graduation. Such disbursements may include gifts to the school, to a scholarship fund, or 

used for an activity approved in advance by the principal. All of the class's outstanding 

obligations must be paid before the class may expend its remaining funds. Unexpended 

funds remaining one year after the class has graduated and any interest earned on these 

funds will be transferred to the MSAD #11 general fund.  

Student activity funds are part of the total fiscal operation of the district and shall be 

audited as part of the District's annual audit. 

Cross Reference: DI - Fiscal Accounting and Reporting                      

JJE - Student Fundraising Activities 

Adopted: Prior to 1985  

 Revised:  June 5, 1986; July 1. 1993; July 11, 1996; March 6, 2005; November 6, 2008;           

  May 6, 2010; April 5, 2018 
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BONDED EMPLOYEES AND OFFICERS 

 

At its discretion, the MSAD #11 Board may require bonding of any school employee 

who is responsible for at least $1,000,000 of school money annually.  The amount of the 

bond and the method of payment shall be determined by the Superintendent.  The 

Superintendent shall submit a list of all bonded employees to the Board each year. 

 

Adopted: December 6, 2005 

 

Revised:   May 6, 2010; April 5, 2018 
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FIXED ASSET POLICY 

 

 

This MSAD #11 Policy establishes the minimum cost value (capitalization amount) that shall be 

used to determine the capital assets, including infrastructure assets, that are to be recorded in the 

District’s annual financial statements in order to comply with the requirements of Governmental 

Accounting Standards Board (GASB) Statement No. 34. 

 

This policy also addresses other considerations for recording and depreciating fixed assets in 

order to comply with the provisions of GASB Statement No. 34. 

 

A. Capital Asset Definition 

 

Capital assets will be defined as tangible and intangible assets that have initial useful 

lives that extend beyond a single reporting period or improvements or betterments that 

extend the useful life of the capital asset beyond a single reporting period. 

 

B. Capitalization Method 

 

All capital assets will be recorded at historical cost as of the date acquired or constructed.  

If historical cost information is not available, assets will be recorded at estimated 

historical cost by calculating current replacement cost and deflating the cost using the 

appropriate price-level index. 

 

C. Capitalization Thresholds 

 

MSAD #11 establishes the following minimum capitalization thresholds for capitalizing 

fixed assets: 

 

Land and improvements   $  25,000 

Buildings and improvements   $  50,000 

Machinery/equipment/vehicles  $    5,000 25,000 

Infrastructure     $150,000 

 

Detailed depreciation records shall be maintained for all fixed assets above the 

established thresholds. 

 

D. Infrastructure Assets 

 

In accordance with GASB Statement 34, MSAD #11 will record, at a minimum, “major” 

infrastructure assets as defined in Statement 34 that were acquired, constructed or 

significantly reconstructed, or that received significant improvements after June 30, 1980.  

Other infrastructure assets may be capitalized as deemed appropriate. MSAD #11 does 

not intend to use the “modified approach” to record infrastructure. 
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E. Other Assets 

 

Detailed records shall be maintained at the discretion of the Business Manager for all 

items below the capitalization thresholds that should be safeguarded from loss.  These 

items will be part of the annual physical inventory discussed below. These items may 

include computer equipment that fall below the established thresholds and any other 

assets specified by the Business Manager. 

 

F. Depreciation and Useful Life 

 

The Business Manager will assign an estimated useful life to all assets for the purposes of 

recording depreciation. The Association of School Business Officials’ “Useful Lives” 

schedule will be used to establish lives for most assets. Asset lives will be adjusted as 

necessary depending on the present condition and use of the asset and based on how long 

the asset is expected to meet current service demands. Adjustments should be properly 

documented. Depreciation will be recorded based on the straight line method using actual 

month convention and depreciated down to the assets salvage value. 

 

G. Safeguarding and Controlling Fixed Assets 

 

The Business Office will maintain a database of fixed asset and update on an ongoing 

basis for current additions and deletions. A physical inventory will be taken annually on 

or about June 30 and compared to the physical inventory records. The results will be 

forwarded to the Business Office where appropriate adjustments will be made to the fixed 

asset records. 

 

 

 Adopted: March 3, 2005 

 

Revised:  December 6, 2005; May 6, 2010; April 5, 2018 

 

 



 

 

Dances 

School dances are held for Gardiner Area High School students only except for the Snow Ball dance and the 

Junior/Senior Prom semi-formal and formal dances.  GAHS dances are held on Thursday, Friday, or Saturday 

nights from 7:30 p.m. to 10:00 p.m. in either the school’s gym or cafeteria.  Special dances such as the “Snow 

Ball” and the “Junior/Senior Prom” are generally held off campus at a location approved by the school 

administration.  GAHS students are allowed to bring one guest to the Snow Ball and Junior/Senior Prom semi-

formal and formal dances with prior approval from administration.  Guests for these dances must be enrolled in 

an area high school and be in good standing with their school’s administration, or be a graduate of GAHS or an 

area high school within the previous two years and be under the age of 21.  Once students have entered a dance, 

they are to remain in the building and will not be allowed to return if they leave.  All school rules apply to 

students and guests while at dances.  Students violating school rules will be issued appropriate consequences by 

administration and guests will be reported to their respective high school.  Middle school students are not 

allowed to attend any GAHS dances.  Students who are on suspension are not to attend any school functions, 

including dances.  If a student who is on suspension is found to be at a school function, their suspension will be 

extended for a period of time determined by GAHS administration.  In order to attend dances, students must be 

in attendance at school the day of the dance for dances held on weekdays, not have any unexcused absences 

during the week of the dance, and not have any disciplinary infractions during the week of the dance.  GAHS 

has a “No Grinding” policy at all dances.  Students who violate this policy will be removed from the dance and 

not be allowed to attend the next dance. 
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SUBSTITUTE TEACHERS 

 

Substitute teachers may serve on a day-to-day basis to fill short-term classroom teaching or 

instructional vacancies caused by the absence, resignation, inability to employ or termination of 

a certified teacher or educational specialist. 

 

Qualifications 

 

A. All substitute teachers require valid Criminal History Records Check (CHRC) approval 

by the Maine Department of Education. 

 

B. Certified teachers may substitute outside the scope of their certification for not more than 

90 teaching days in any one teaching assignment. 

 

C. Persons having two or more years of college preparation may serve as substitute teachers 

for not more than 60 teaching days in any one teaching assignment. 

 

D. Only in cases of emergency may a person with less than two years of college preparation 

who has graduated from high school serve as a substitute teacher, and such assignment 

shall not exceed 10 teaching days  

 

F. Teaching days shall include consecutive and non-consecutive days in the same teaching 

assignment during a school year. 

 

Compensation 

 

Substitute teachers will be compensated at the rate of not less than $90 for each day of service.  

Substitutes without valid teacher certification, working in the same teaching assignment for 10 

or more consecutive days will be compensated at a rate of $180 for each day of service. 

Substitutes, with valid teacher certification, working in the same teaching assignment for 10 or 

more consecutive days will be compensated at a per diem rate on the base rate of the teacher’s 

salary scale (Bachelor Track). The School Board will set the annual rate for substitute positions. 

 

Legal Reference:  20-A M.R.S.A. § 13402(3) 

   Chapter 115 § 13 (Maine Department of Education Rules) 

 

Adopted: September 3, 1959 

 

Revised: June 5, 1986; July 8, 1993; March 10, 1994; February 1, 2007; December 3, 2015; 

  June 6, 2019 
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NONDISCRIMINATION/EQUAL OPPORTUNITY AND AFFIRMATIVE 

ACTION 

 

MSAD 11 does not discriminate on the basis of sex or other protected categories in its 

education programs and activities, as required by federal and state laws/regulations. 

 

Discrimination against and harassment of school employees because of race, color, sex, 

sexual orientation, gender identity, religion, ancestry or national origin, age, familial 

status, disability or genetic information are prohibited.  

 

Discrimination against and harassment of students because of race, color, sex, sexual 

orientation, gender identity, religion, ancestry or national origin, or disability are 

prohibited.  

 

For the purpose of this policy, “race” includes traits associated with race, including hair 

texture, Afro hairstyles, and protective hairstyles, including braids, twists, and locs.    

 

The Board directs the school administration to implement a continuing program designed 

to prevent discrimination against all applicants, employees, students and other individuals 

having access rights to school premises and activities. 

 

MSAD 11 has designated and authorized an Affirmative Action Officer/Title IX 

Coordinator who is responsible for ensuring compliance with all federal and state 

requirements relating to nondiscrimination, including sexual harassment. The Affirmative 

Action Officer/Title IX Coordinator is a person with direct access to the Superintendent. 

 

The school unit has implemented complaint procedures for resolving complaints of 

discrimination/harassment and sexual harassment under this policy.  The school unit 

provides required notices of these complaint procedures and how they can be accessed, as 

well as the school unit’s compliance with federal and state civil rights laws and 

regulations to all applicants for employment, employees, students, parents and other 

interested parties. 

 

 

Legal Reference: Equal Employment Opportunity Act of 1972 (P.L. 92-261), 

amending Title VII of the Civil Rights Act of 1964 (42 

U.S.C. § 2000 (e) et seq.) 

Title IX of the Education Amendments of 1972 (20 U.S.C. § 1681 et 

seq.); 34 C.F.R. Part 106 (Title IX regulations) 

Title VI of the Civil Rights Act of 1964 (42 U.S.C. § 2000d) 

Age Discrimination in Employment Act of 1967 (29 U.S.C. § 621 et 

seq.) 
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Equal Pay Act of 1963 (29 U.S.C. § 206) 

Section 504 of the Rehabilitation Act of 1973 (Section 504) (29 

U.S.C. § 794 et seq.), as amended 

Americans with Disabilities Act (42 U.S.C. § 12101 et seq.), as 

amended 

Genetic Information Nondiscrimination Act of 2008 (42 U.S.C. § 

2000ff et seq.) 

Maine Human Rights Act (5 MRSA § 4551 et seq.), as amended 

 

Cross Reference: MSAD 11 Affirmative Action Plan 

ACAA Harassment and Sexual Harassment of Students 

ACAA-R Student Discrimination/Harassment and Title IX 

Sexual Harassment Complaint Procedures 

ACAB Harassment and Sexual Harassment of School   

Employees 

ACAB-R  Employee Discrimination/Harassment and Title IX   

Sexual Harassment Complaint Procedures 

GBGB Workplace Bullying 
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HARASSMENT AND SEXUAL HARASSMENT 

 OF STUDENTS 

 

Harassment of students because of race, color, sex, sexual orientation, gender identity, 

religion, ancestry or national origin, or disability is prohibited.  Such conduct is a 

violation of MSAD 11 School Board policy and may constitute illegal discrimination 

under state and federal laws.   

 

For the purpose of this policy, “race” includes traits associated with race, including hair 

texture, Afro hairstyles, and protective hairstyles, including braids, twists, and locs. 

 

School employees, fellow students, volunteers, visitors to the schools, and other persons 

with whom students may interact in order to pursue or engage in education programs and 

activities, are required to refrain from such conduct. 

 

Harassment and sexual harassment of students by school employees is considered 

grounds for disciplinary action, up to and including discharge.  Harassment and sexual 

harassment of students by other students is considered grounds for disciplinary action, up 

to and including expulsion.  The Superintendent will determine appropriate sanctions for 

harassment of students by persons other than school employees and students. 

 

A. Harassment  

 

Harassment includes, but is not limited to, verbal abuse and other offensive 

conduct based on race, color, sex, sexual orientation, gender identity, 

religion, ancestry or national origin, or disability.  Harassment that rises to 

the level of physical assault, battery and/or abuse, and/or bullying behavior 

are also addressed in Board Policies JICIA – Weapons, Violence and 

School Safety and JICK – Bullying. 

 

B. Sexual Harassment 

 

Sexual harassment is addressed under federal and state laws/regulations.  

The scope and definitions of sexual harassment under these laws differ, as 

described below.   

 

1. TITLE IX SEXUAL HARASSMENT 

 

Under the federal Title IX regulations, sexual harassment includes the 

following conduct on the basis of sex which takes place within the 

context of the school unit’s education programs and activities: 

 

a. “Quid pro quo” sexual harassment by a school employee: 

Conditioning a school aid, benefit or service (such as a better 
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grade or a college recommendation) on an individual’s 

participation in unwelcome sexual conduct; 

 

b. “Hostile environment” sexual harassment: Unwelcome 

conduct based on sex that a reasonable person would 

determine is so severe, pervasive and objectively offensive 

that it effectively denies an individual’s equal access to the 

school unit’s education programs and activities; or 

 

c. Sexual assault, dating violence, domestic violence and 

stalking as these terms are defined in federal laws. 

 

2. Sexual Harassment Under Maine Law 

 

Under Maine law, sexual harassment is defined as unwelcome 

sexual advances, requests for sexual favors, and other verbal or 

physical conduct of a sexual nature in the following situations: 

 

a. Submission to such conduct is made either explicitly or 

implicitly a term or condition of a student’s educational 

benefits; 

 

b. Submission to or rejection of such conduct by a student is 

used as the basis for decisions on educational benefits; or 

 

c. Such conduct has the purpose and effect of substantially 

interfering with a student’s academic performance or creates 

an intimidating, hostile or offensive environment. 

 

C. Reports and Complaints of Harassment or Sexual Harassment 

 

 All school employees are required to report possible incidents of 

harassment or sexual harassment involving students to the Affirmative 

Action Officer/Title IX Coordinator.  Failure to report such incidents may 

result in disciplinary action.  

 

Students, parents/legal guardians and other individuals are strongly 

encouraged to report possible incidents of harassment or sexual harassment 

involving students to the Affirmative Action Officer/Title IX Coordinator.  

The Affirmative Action Officer/Title IX Coordinator is also available to 

answer questions and provide assistance to any individual who is unsure 

whether harassment or sexual harassment has occurred. 

 

All reports and complaints of harassment or sexual harassment against 

students shall be addressed through the Student Discrimination/Harassment 

and Title IX Sexual Harassment Procedures (ACAA-R). 
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Legal Reference:     Americans with Disabilities Act (42 U.S.C. §12101 et seq., as 

amended; 28 C.F.R. § 35.107) 

Section 504 of the Rehabilitation Act of 1973 (Section 504) (29 

U.S.C. § 794 et seq., as amended; 34 C.F.R. § 104.7) 

Title IX of the Education Amendments of 1972 (20 USC § 1681, et 

seq.); 34 C.F.R. Part 106 

Clery Act (20 U.S.C. §1092(f)(6)(A)(v) - definition of sexual 

assault) 

Violence Against Women Act (34 U.S.C. § 1092(f)(6)(A)(v) – 

definition of sexual assault; 34 U.S.C. § 12291(a)(10) – dating 

violence; 34 U.S.C. §12291(a)(3) – definition of stalking; 34 

U.S.C. §12291(a)(8) – definition of domestic violence) 

   Title VI of the Civil Rights Act of 1964 (42 USC § 2000d) 

   Maine Human Rights Act, 5 MRSA § 4551 et seq. 

   20-A MRSA § 6553 

   MHRC/MDOE Joint Rule Chapter 94-348 and 05-071, ch. 4 

 

Cross Reference:    ACAA-R Student Discrimination/Harassment and Title IX 

Sexual Harassment Complaint Procedures 

AC  Nondiscrimination/Equal Opportunity and Affirmative 

Action 

ACAD  Hazing 

GBEB  Staff Conduct with Students 

JICIA  Weapons, Violence and School Safety 

JICK  Bullying 

 

Adopted: August 6, 2020 
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STUDENT DISCRIMINATION/HARASSMENT AND TITLE IX SEXUAL 

HARASSMENT COMPLAINT PROCEDURES 

 

The MSAD 11 School Board has adopted these student procedures in order to provide 

prompt and equitable resolution of reports and complaints of unlawful discrimination and 

harassment of students, including sexual harassment, as described in policies AC – 

Nondiscrimination/Equal Opportunity and Affirmative Action and ACAA – Harassment 

and Sexual Harassment of Students.   

 

Complaints alleging unlawful harassment or discrimination against employees based on a 

protected category should be addressed through the Board’s Employee 

Discrimination/Harassment and Title IX Sexual Harassment Complaint Procedures 

(ACAB-R). 

 

Any individual who is unsure about whether unlawful discrimination or harassment has 

occurred and/or or which complaint procedure applies is encouraged to contact the 

Affirmative Action Officer/Title IX Coordinator. 

 

Teresa McGuire, Affirmative Action Officer/Title IX Coordinator 

150 Highland Avenue, Gardiner, ME 04345 

207-582-5346 

tmcguire@msad11.org 

 

I. DEFINITIONS 

 

For purposes of these complaint procedures, the following definitions will be used.  The 

Affirmative Action Officer/Title IX Coordinator shall assess all reports and complaints to 

ensure that they are addressed under the appropriate policy and complaint procedure. 

 

A. Discrimination/Harassment Complaint Procedure Definitions 

 

1. “Discrimination or harassment”: Discrimination or harassment on 

the basis of an individual’s membership in a protected category, 

which, for students, includes race (including traits associated with 

race including hair texture, Afro hairstyles and protective hairstyles 

such as braids, twists and locs), color, sex, sexual orientation, gender 

identity, religion, ancestry, national origin or disability. 

 

2. “Discrimination”: Treating individuals differently, or interfering 

with or preventing them from enjoying the advantages or privileges 

afforded to others because of their membership in a protected 

category.  

 

mailto:tmcguire@msad11.org
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3. “Harassment”:  Oral, written, graphic, electronic or physical conduct 

relating to an individual’s actual or perceived membership in a 

protected category that is sufficiently severe, pervasive or persistent 

so as to interfere with or limit that individual’s ability to participate 

in the school unit’s programs or activities by creating a hostile, 

intimidating or offensive environment.   

 

4. “Sexual harassment”: Under Maine law, this means unwelcome 

sexual advances, requests for sexual favors, and other verbal or 

physical conduct of a sexual nature in the following situations: 

 

a. Submission to such conduct is made either explicitly or 

implicitly a term or condition of a student’s educational 

benefits; 

 

b. Submission to or rejection of such conduct by a student is 

used as the basis for decisions on educational benefits; or 

 

c. Such conduct has the purpose and effect of substantially 

interfering with a student’s academic performance or creates 

an intimidating, hostile or offensive environment. 

 

5. “Sexual orientation”: Under Maine law, this means a person’s 

“actual or perceived heterosexuality, bisexuality, homosexuality or 

gender identity or expression.”   

 

6. “Gender identity”: Under Maine law, this means “the gender-related 

identity, appearance, mannerisms or other gender-related 

characteristics of an individual, regardless of the individual’s 

assigned sex at birth.”   

 

7. “Complaint” is defined as an allegation that a student has been 

discriminated against or harassed on the basis of race, color, sex, 

sexual orientation, gender identity, religion, ancestry, national origin 

or disability (and not otherwise addressed in the Title IX regulations 

and Section 3 of ACAA-R).  

 

8. Complaints of bullying not involving the protected categories or 

definitions described above may be addressed under Board Policy 

JICK – Bullying and Cyberbullying of Students. 

 

B. Title IX Sexual Harassment Complaint Procedure Definitions 

 

1. “Sexual Harassment”: Under the federal Title IX regulations, sexual 

harassment includes the following conduct on the basis of sex which 
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takes place within the context of the school unit’s education 

programs and activities: 

 

a. “Quid pro quo” sexual harassment by a school employee: 

Conditioning a school aid, benefit or service (such as a better 

grade or a college recommendation) on an individual’s 

participation in unwelcome sexual conduct; 

 

b. “Hostile environment” sexual harassment: Unwelcome 

conduct based on sex that a reasonable person would 

determine is so severe, pervasive and objectively offensive 

that it effectively denies an individual’s equal access to the 

school unit’s education programs and activities; or 

 

c. Sexual assault, dating violence, domestic violence and 

stalking as these terms are defined in federal laws. 

 

2. “Report”: Under the Title IX regulations, any individual may make a 

report of sexual harassment involving a student, whether the 

individual is the alleged victim or not.  School employees are 

required to report possible incidents of sexual harassment involving 

a student.  A report must be made to the Affirmative Action 

Officer/Title IX Coordinator.  A report triggers certain actions by the 

AAO/Title IX Coordinator for the alleged victim of sexual 

harassment, but an investigation is not conducted unless a “Formal 

Complaint” is filed. 

 

3. “Formal Complaint”: Under the Title IX regulations, the alleged 

victim of sexual harassment can file a written complaint that triggers 

the complaint procedure in Section 3 of ACAA-R.  Only a student 

and/or their parent/legal guardian (and in certain circumstances, the 

AAO/Title IX Coordinator) may file a formal complaint. 

 

4. “Student”: For the purposes of this procedure, a student is an 

individual who is enrolled or participating in the school unit’s 

education programs and activities, or is attempting to enroll or 

participate. 

 

II. DISCRIMINATION/HARASSMENT COMPLAINT PROCEDURE 

 

This procedure should be used for any complaint of unlawful harassment or 

discrimination complaint based on a protected category which does not involve Title IX 

sexual harassment (which is addressed in Section 3).   

 

A. How to Make A Complaint 
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1. School employees are required to promptly make a report to the 

AAO/Title IX Coordinator if they have reason to believe that a 

student has been discriminated against or harassed. 

 

2. Students (and others) who believe that they, or another student has 

been harassed or discriminated against should report their concern 

promptly to the AAO/Title IX Coordinator.   

 

3. The individual making the report must provide basic information in 

writing concerning the allegation of harassment or discrimination 

(i.e., date, time, location, individual(s) who allegedly engaged in 

harassment or discrimination, description of allegation) to the 

AAO/Title IX Coordinator. 

 

4. If an individual is unsure as to whether unlawful discrimination or 

harassment has occurred, or who need assistance in preparing a 

written complaint, they are encouraged to discuss the matter with the 

AAO/Title IX Coordinator.   

 

5. Individuals will not be retaliated against for reporting suspected 

discrimination or harassment, or for participating in an investigation.  

Retaliation is illegal under federal and state nondiscrimination laws, 

and any retaliation will result in disciplinary action, up to and 

including discharge for employees, and expulsion for students.  

 

6. Individuals are encouraged to utilize the school unit’s complaint 

procedure. However, individuals are hereby notified that they also 

have the right to report incidents of discrimination or harassment to 

the Maine Human Rights Commission, 51 State House Station, 

Augusta, Maine 04333 (telephone: 207-624-6290) and/or to the 

federal Office for Civil Rights, U.S. Department of Education, 5 

Post Office Square, 8th Floor, Boston, MA  02109-3921 (telephone: 

617-289-0111). 

 

B. Complaint Handling and Investigation 

 

1. The AAO/Title IX Coordinator will promptly inform the 

Superintendent and the person who is the subject of the complaint 

(respondent) that a complaint has been received. 

 

2. The AAO/Title IX Coordinator may pursue an informal resolution of 

the complaint with the agreement of the parties involved.  Any party 

to the complaint may decide to end the informal resolution process 

and pursue the formal process at any point.  Any informal resolution 
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is subject to the approval of the parties and the Superintendent, who 

shall consider whether the resolution is in the best interest of the 

school unit and the parties in light of the particular circumstances 

and applicable policies and laws. 

 

3. The AAO/Title IX Coordinator may implement supportive measures 

to a student to reduce the risk of further discrimination or harassment 

to a student while an investigation is pending.  Examples of 

supportive measures include, but are not limited to, ordering no 

contact between the individuals involved or changing classes. 

 

4. The complaint will be investigated by a trained internal or external 

individual designated by the Superintendent and the AAO/Title IX 

Coordinator.  Any complaint about an employee who holds a 

supervisory position shall be investigated by a person who is not 

subject to that supervisor’s authority. Any complaint about the 

Superintendent should be submitted to the Chair of the Board, who 

should consult with legal counsel concerning the handling and 

investigation of the complaint. 

 

5. The investigator shall consult with the AAO/Title IX Coordinator as 

agreed during the investigation process. 

 

6. The respondent will be provided with an opportunity to be heard as 

part of the investigation. The complainant shall not be required to 

attend meetings with the respondent, but may choose to do so as part 

of an informal resolution process. 

 

7. The complainant and the respondent may suggest witnesses to be 

interviewed and/or submit materials they believe are relevant to the 

complaint. 

 

8. If the complaint is against an employee of the school unit, any rights 

conferred under an applicable collective bargaining agreement shall 

be applied.  

 

9. Privacy rights of all parties to the complaint shall be maintained in 

accordance with applicable state and federal laws. 

 

10. The investigation shall be completed within 40 business days of 

receiving the complaint, if practicable.  Reasonable extensions of 

time for good reason shall be allowed.  

 

11. The investigator shall provide a written report and findings to the 

AAO/Title IX Coordinator. 
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C. Findings and Subsequent Actions 

 

1. The AAO/Title IX Coordinator shall consult with the Superintendent 

concerning the investigation and findings. 

 

2. If there is a finding that discrimination or harassment occurred, the 

AAO/Title IX Coordinator, in consultation with the Superintendent 

shall: 

 

a. Determine what remedial action, if any, is required to end the 

discrimination or harassment, remedy its effect and prevent 

recurrence; and 

 

b. Determine what disciplinary action should be taken against 

the individual(s) who engaged in discrimination or 

harassment, if any. 

 

3. Inform the complainant and the respondent in writing of the results 

of the investigation and its resolution (in accordance with applicable 

state and federal privacy laws). 

 

D. Appeals 

 

1. After the conclusion of the investigation, the complainant or 

respondent may seek an appeal of the findings solely on the basis of 

either: (a) prejudicial procedural error or (b) the discovery of 

previously unavailable relevant evidence that could significantly 

impact the outcome.  

  

2. Appeals must be submitted in writing to the Superintendent within 

five business days after receiving notice of the resolution.   

 

3. Upon receipt of a valid appeal, the Superintendent shall provide 

notice to the other party, along with an opportunity to provide a 

written statement within five business days. 

 

4. The Superintendent shall review the available documentation and 

may conduct further investigation if deemed appropriate.  

 

5. The Superintendent’s decision on the appeal shall be provided to the 

parties within 10 business days, if practicable.  The Superintendent’s 

decision shall be final.  

 

E. Records 
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The AAO/Title IX Coordinator shall keep a written record of the complaint 

process.  

 

III. TITLE IX SEXUAL HARASSMENT COMPLAINT PROCEDURE 

 

This section should be used only for complaints of Title IX sexual harassment as defined 

in Section 1.B.1.   

 

A. How to Make A Report  

 

1. School employees who have reason to believe that a student has 

been subjected to sexual harassment is required to promptly make a 

report to the AAO/Title IX Coordinator. 

 

2. Students, parents/legal guardians or other individuals who believe a 

student has been sexually harassed are encouraged to make a report 

to the AAO/Title IX Coordinator. 

 

3. If the individual making the report is the alleged victim, or if the 

alleged victim is identified by the individual making the report, the 

AAO/Title IX Coordinator will meet with the alleged victim to 

discuss supportive measures that may be appropriate in the particular 

circumstances and explain the process for filing a formal complaint. 

 

a. Supportive measures are individualized measures designed to 

ensure the student can continue to access educational 

programs and activities (such as requiring no contact between 

individuals or changing classes).   

 

b. Supportive measures may be continued even if the alleged 

victim chooses not to file a formal complaint, if appropriate 

under the particular circumstances. 

 

4. The school unit cannot provide an informal resolution process for 

resolving a report unless a formal complaint is filed. 

 

5. Individuals will not be retaliated against for reporting sexual 

harassment, or for participating in an investigation. Retaliation is 

illegal under federal and state nondiscrimination laws, and any 

retaliation will result in disciplinary actions, up to and including 

discharge for employees, or expulsion for students.  

 

6. Any student (or their parent/legal guardian) who believes they have 

been the victim of sexual harassment is encouraged to utilize the 
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school unit’s complaint procedure. However, students (and their 

parents/legal guardians) are hereby notified that they also have the 

right to report sexual harassment to the Maine Human Rights 

Commission, 51 State House Station, Augusta, Maine 04333 

(telephone: 207-624-6290) and/or to the federal Office for Civil 

Rights, U.S. Department of Education, 5 Post Office Square, 8th 

Floor, Boston, MA  02109-3921 (telephone: 617-289-0111). 

 

7. The Superintendent shall be informed of all reports and formal 

complaints of sexual harassment. 

 

B. How to Make A Formal Complaint 

 

1. An alleged student victim and/or their parent/legal guardian may file 

a formal written complaint requesting investigation of alleged Title 

IX sexual harassment.  The written complaint must include basic 

information concerning the allegation of sexual harassment (i.e., 

date, time, location, individual(s) who allegedly engaged in sexual 

harassment, description of allegation). 

 

Students who need assistance in preparing a formal written 

complaint, are encouraged to consult with the AAO/Title IX 

Coordinator.  

 

2. In certain circumstances, the AAO/Title IX Coordinator may file a 

formal complaint even when the alleged victim chooses not to.  

Examples include if the respondent (person alleged to have engaged 

in sexual harassment) has been found responsible for previous sexual 

harassment or there is a safety threat within the school unit).  In such 

cases, the alleged victim is not a party to the case, but will receive 

notices as required by the Title IX regulations at specific points in 

the complaint process.  

 

3. In accordance with the Title IX regulations, the AAO/Title IX 

Coordinator must dismiss a formal complaint under this Title IX 

procedure if: a) the conduct alleged in the formal complaint does not 

constitute sexual harassment under the Title IX regulations and this 

policy; or b) if the conduct alleged did not occur within the scope of 

the school unit’s education programs and activities, or c) did not 

occur in the United States.   

 

4. In accordance with the Title IX regulations, the AAO/Title IX 

Coordinator may dismiss a formal complaint under this Title IX 

procedure if: a) a complainant withdraws the formal complaint, or 

withdraws particular allegations within the complaint; b) the 
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respondent is no longer employed by or enrolled in the school unit; 

or c) there are specific circumstances that prevent the school unit 

from gathering evidence sufficient to reach a determination 

regarding the formal complaint.  However, if the conduct potentially 

violates other policies or laws, it may be addressed through the 

applicable Board policy/procedure. 

 

5. If a formal complaint is dismissed under this Title IX procedure, the 

AAO/Title IX Coordinator will promptly and simultaneously send 

written notices to the parties explaining the reasons. Parties have the 

opportunity to appeal dismissals in accordance with subsection I 

below. 

 

6. If the conduct alleged in a formal complaint potentially violates 

other laws, Board policies and/or professional expectations, the 

school unit may address the conduct under Section 2 or another 

applicable Board policy/procedure.  

 

C. Emergency Removal or Administrative Leave 

 

The Superintendent may remove a student from education programs and 

activities on an emergency basis, or place an employee on administrative 

leave during the complaint procedure: 

 

1. If there is a determination (following an individualized safety and 

risk analysis) that there is an immediate threat to the physical health 

or safety of an individual arising from the allegations of sexual 

harassment. Examples of such circumstances might include, but are 

not limited to, a continued threat of violence against a complainant 

by a respondent, or a respondent’s threat of self-harm due to the 

allegations. 

 

2. The respondent (and in the case of a student, their parent/legal 

guardian will be provided notice of the emergency removal or 

administrative leave, and will be provided an opportunity to 

challenge the decision following the removal (this is an opportunity 

to be heard, not a hearing). The respondent has the burden to 

demonstrate why the emergency removal or administrative leave 

was unreasonable. 

 

3. Any such decision shall be made in compliance with any applicable 

disability laws, including the Individuals with Disabilities Education 

Act, Section 504 of the Rehabilitation Act and the Americans with 

Disabilities Act.   
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D. Notice to Parties of Formal Complaint 

 

1. The Title IX Coordinator will provide to the parties written notice of 

the formal complaint and allegations of sexual harassment 

potentially constituting prohibited conduct under the Title IX 

regulations and this procedure. The notice shall include: 

 

• Notice regarding the complaint procedure and the availability 

of an informal resolution process; 

• Sufficient details known at the time (including identities of 

parties, if known; the conduct alleged; and the date and 

location of the alleged incident, if known), with sufficient 

time to prepare before any initial interview (not less than five 

business days); 

• As required by the Title IX regulations, a statement that the 

respondent is presumed not responsible for the alleged 

conduct and that a determination of responsibility will be 

made at the conclusion of the complaint); and that the parties 

may inspect and review evidence;  

• Notice that the parties may each have an advisor of their 

choice (who may be an attorney), and that the parties may 

inspect and review evidence; 

• Notice that knowingly making false statements or submitting 

false information during the complaint process is prohibited 

and may result in disciplinary action; 

• Notice of the name of the investigator, with sufficient time 

(no less than three business days) to raise concerns of conflict 

of interest or bias. 

 

2. If additional allegations become known at a later time, notice of the 

additional allegations will be provided to the parties. 

 

3. The AAO/Title IX Coordinator will discuss supportive measures 

with each party and implement such measures as appropriate. 

 

E. Informal Resolution Process 

 

After a formal complaint has been filed, and if the AAO/Title IX 

Coordinator believes the circumstances are appropriate, the AAO/Title IX 

Coordinator may offer the parties the opportunity to participate in an 

informal resolution process to resolve the complaint without completing the 

investigation and determination process. Informal resolutions cannot be 

used to resolve a formal complaint where a student is the complainant and 

the respondent is an employee. 

 



File: ACAA-R 

 

Page 11 of 16 

Informal resolutions can take many forms, depending on the particular case.  

Examples include, but are not limited to, facilitated discussions between the 

parties; restorative justice; acknowledgment of responsibility by a 

respondent; apologies; disciplinary actions against a respondent or a 

requirement to engage in specific services; or supportive measures. Both 

parties must voluntarily agree in writing to participate in an informal 

resolution process, and either party can withdraw from the process at any 

time. The Superintendent must agree to the terms of any informal resolution 

reached between the parties. If an informal resolution agreement is reached, 

it must be signed by both parties and the school unit. Any such signed 

agreement is final and binding according to its terms.   

 

If an informal resolution process does not resolve the formal complaint, 

nothing from the informal resolution process may be considered as 

evidence in the subsequent investigation or determination. 

 

F. Investigation 

 

1. The complaint will be investigated by a trained internal or external 

individual designated by the Superintendent and AAO/Title IX 

Coordinator.  Any complaint about an employee who holds a 

supervisory position shall be investigated by a person who is not 

subject to that supervisor’s authority. Any complaint about the 

Superintendent should be submitted to the Chair of the Board, who 

should consult with legal counsel concerning the handling and 

investigation of the complaint. 

 

2. The investigator shall consult with the AAO/Title IX Coordinator as 

agreed during the investigation process. 

 

3. If the complaint is against an employee of the school unit, rights 

conferred under an applicable collective bargaining agreement shall 

be applied, to the extent they do not conflict with the Title IX 

regulatory requirements.  

 

4. Privacy rights of all parties to the complaint shall be maintained in 

accordance with applicable state and federal laws. 

 

5. The investigator will: 

 

a. Meet with each party after they have received appropriate 

notice of any meeting and its purpose, with sufficient time to 

prepare. 
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b. Allow parties to have their advisor at all meetings related to 

the complaint, although advisors may not speak on behalf of a 

party or interfere with the process. 

 

c. Allow parties a reasonable opportunity to identify witnesses 

and submit favorable and unfavorable evidence. 

 

d. Interview witnesses and conduct such other activities that will 

assist in ascertaining facts (site visits, review of documents, 

etc.). 

 

e. Consider evidence that is relevant and directly related to the 

allegations in the formal complaint. 

 

f. During the course of the investigation, provide both parties 

with an equal opportunity to inspect and review any evidence 

that is obtained in the investigation that is directly related to 

the allegations in the formal complaint (including evidence 

which the school unit does not intend to rely upon in reaching 

a determination of responsibility), and favorable and 

unfavorable evidence.  

 

g. Prior to completion of the investigation report, provide each 

party and advisor (if any) the evidence subject to inspection 

and review, and provide the parties with ten business days to 

submit a written response. 

 

h. Consider the parties’ written responses to the evidence prior 

to completing the investigation report.  

 

i. Create an investigative report that fairly summarizes relevant 

evidence and send the report to the parties and advisors (if 

any), for their review and written responses within ten 

business days of receipt.   

 

j. After receipt of the parties’ written responses (if any), 

forward the investigation report and party responses to the 

assigned decision maker. 

 

6. The investigation shall be concluded within 40 business days if 

practicable.  Reasonable extension of time for good reason shall be 

allowed. 

 

G. Determination of Responsibility 
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1. The decision maker (a building principal or supervisor) shall provide 

the parties with the opportunity to submit written, relevant questions 

that the party wants asked of another party or witness within five 

business days of when the decision maker received the investigation 

report and party responses.   

 

a. The decision maker shall explain to a party proposing 

questions if the decision maker excludes a question as not 

relevant. 

 

2. Each party shall be provided the opportunity to review the responses 

of another party and/or witness, and to ask limited written follow-up 

questions within five business days of receiving the answers. 

 

3. Each party will receive a copy of the responses to any follow-up 

questions. 

 

4. The decision maker shall review the investigation report, the parties’ 

responses and other relevant materials, applying the preponderance 

of the evidence standard (“more likely than not”).   

 

5. The decision maker shall issue a written determination, which shall 

include the following:  

 

a. Identification of all the allegations potentially constituting 

sexual harassment as defined in the Title IX regulations and 

this policy; 

 

b. A description of the procedural steps taken from receipt of the 

formal complaint through the determination, including 

notifications to the parties, interviews with parties and 

witnesses, site visits, methods used to gather other evidence, 

and meetings held; 

 

c. A determination regarding responsibility as to each allegation 

and findings of fact supporting the determinations; 

 

d. A statement of, and rationale for, the result as to each 

allegation, including a determination regarding responsibility, 

any disciplinary sanctions the school unit imposes on the 

respondent, and whether remedies designed to restore or 

preserve equal access to the school unit’s programs and 

activities will be provided to the complainant; 

 



File: ACAA-R 

 

Page 14 of 16 

e. The school unit’s appeal procedure and permissible bases for 

the parties to appeal the determination. 

 

6. The written determination shall be provided to the parties 

simultaneously.  The determination concerning responsibility 

becomes final either on the date that the school unit provides the 

parties with the written determination of the results of the appeal, if 

an appeal is filed, or if an appeal is not filed, the date on which the 

appeal would no longer be considered timely. 

 

H. Remedies, Discipline and Other Actions 

 

1. Remedies 

 

Remedies are measures used to ensure that the complainant has 

equal access to the school unit’s education programs and activities 

following the decision maker’s determination.  Such remedies may 

include supportive measures, and may include other appropriate 

measures, depending upon the determination and the needs of the 

complainant.  The Title IX Coordinator is responsible for 

implementing remedies and providing any needed assistance to the 

Complainant. 

 

2. Discipline and Other Actions - Students 

 

The following are of the types of discipline and other actions that 

may be imposed on a student when there is a determination that they 

are responsible for one or more violations involving sexual 

harassment: 

 

• In or out of school suspension. 

• Expulsion. 

• Restorative justice. 

• Requirement to engage in education or counseling program. 

 

3. Discipline and Other Actions – Employees 

 

The following are examples of the types of disciplinary actions that 

may be imposed on an employee when there is a determination that 

they are responsible for one or more violations involving sexual 

harassment: 

 

• Written warning. 

• Probation. 

• Demotion. 
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• Suspension without pay. 

• Discharge. 

 

The following are examples of other types of actions that may be 

imposed on an employee when there is a determination of 

responsibility: 

 

• Performance improvement plan. 

• Counseling. 

• Training. 

• Loss of leadership/stipend position.  

 

I. Appeals 

 

The parties have the opportunity to appeal a determination regarding 

responsibility, and from dismissals of formal complaints.  Under the Title 

IX regulations, appeals are allowed on the following grounds: 

 

1. A procedural irregularity that affected the outcome of the matter; 

 

2. New evidence that was not reasonably available at the time the 

determination regarding responsibility or dismissal of the formal 

complaint was made, that could affect the outcome of the matter; or  

 

3. The Title IX Coordinator, investigator, or decision maker had a 

conflict of interest or bias for or against complainants or respondents 

generally, or the individual complainant or respondent that affected 

the outcome of the matter. 

 

An appeal must be filed in writing within five business days of receiving 

the determination, stating the grounds for the appeal and including any 

relevant documentation in support of the appeal.  Appeals submitted after 

this deadline are not timely and shall not be considered. 

 

1. Appeals must be filed with the Superintendent, who will consider the 

appeal.  

 

2. The Superintendent shall notify the other party in writing of the 

appeal and will allow both parties to submit a written statement in 

support of, or challenging, the determination of the decision maker. 

 

3. The Superintendent shall conduct an impartial review of the appeal, 

including consideration of the written record of the matter, and may 

consult with legal counsel or other school unit officials in making 

their decision. 
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4. The Superintendent shall issue a written decision describing the 

result of the appeal and rationale for the result, and provide the 

written decision simultaneously to the parties.  The decision will 

either deny the appeal; grant the appeal and remand to the decision 

maker for further consideration; or grant the appeal by revising the 

disciplinary or other action(s). 

 

J. Records 

 

Records in connection with sexual harassment reports and the complaint 

process shall be maintained for a minimum of seven years. 

 

Legal Reference:     Americans with Disabilities Act (42 U.S.C. §12101 et seq., as 

amended; 28 C.F.R. § 35.107) 

Section 504 of the Rehabilitation Act of 1973 (Section 504) (29 

U.S.C. § 794 et seq., as amended; 34 C.F.R. § 104.7) 

Title IX of the Education Amendments of 1972 (20 USC § 1681, et 

seq.); 34 C.F.R. Part 106 

Clery Act (20 U.S.C. §1092(f)(6)(A)(v) - definition of sexual 

assault) 

Violence Against Women Act (34 U.S.C. § 1092(f)(6)(A)(v) – 

definition of sexual assault; 34 U.S.C. § 12291(a)(10) – dating 

violence; 34 U.S.C. §12291(a)(3) – definition of stalking; 34 

U.S.C. §12291(a)(8) – definition of domestic violence) 

   Title VI of the Civil Rights Act of 1964 (42 USC § 2000d) 

   Maine Human Rights Act, 5 MRSA § 4551 et seq. 

   20-A MRSA § 6553 

   MHRC/MDOE Joint Rule Chapter 94-348 and 05-071, ch. 4 

 

Cross Reference:      ACAA-R  Student Discrimination/Harassment and Title IX 

Sexual Harassment Complaint Procedures 

AC Nondiscrimination/Equal Opportunity and Affirmative 

Action 

ACAD  Hazing 

GBEB  Staff Conduct with Students 

JICIA  Weapons, Violence and School Safety 

JICK  Bullying 

 

Adopted: August 6, 2020 
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HARASSMENT AND SEXUAL HARASSMENT  

OF SCHOOL EMPLOYEES 

 

Harassment of school employees because of race, color, sex, sexual orientation, gender 

identity, religion, ancestry or national origin, age, familial status, genetic information or 

disability is prohibited. Such conduct is a violation of MSAD 11 School Board policy and 

may constitute illegal discrimination under state and federal laws.   

 

Any employee who engages in harassment or sexual harassment shall be subject to 

disciplinary action, up to and including discharge. 

 

A. Harassment 

 

Harassment includes, but is not limited to, verbal abuse, threats, physical 

assault and/or battery based on race, color, sex, sexual orientation, gender 

identity, religion, ancestry or national origin, age, familial status, genetic 

information or disability.  Under the Maine Civil Rights Act, violence or 

threats of violence against a person or their property based on their sexual 

orientation are also illegal. 

 

B. Sexual Harassment 

 

Sexual harassment is addressed under federal and state laws and 

regulations.  The scope and definitions of sexual harassment under these 

laws differ, as described below.   

 

1. Title IX Sexual Harassment 

 

Under the federal Title IX regulations, sexual harassment includes 

the following conduct on the basis of sex which takes place within 

the context of the school unit’s education programs and activities: 

 

a. “Quid pro quo” sexual harassment by a school employee: 

Conditioning a school aid, benefit or service (such as a 

promotion or favorable evaluation) on an individual’s 

participation in unwelcome sexual conduct; 

 

b. “Hostile environment” sexual harassment: Unwelcome 

conduct based on sex that a reasonable person would 

determine is so severe, pervasive and objectively offensive 

that it effectively denies an individual’s equal access to the 

school unit’s education programs and activities; or 
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c. Sexual assault, dating violence, domestic violence and 

stalking as these terms are defined in federal laws. 

 

2. Sexual Harassment Under Title VII and Maine Law 

 

Under another federal law, Title VII, and under Maine 

law/regulations, sexual harassment is defined differently.  Maine 

Human Rights Commission regulations define sexual harassment as 

conduct on the basis of sex which satisfies one or more of the 

following: 

 

a. Submission to such conduct is made either explicitly or 

implicitly a term or condition of an individual’s employment; 

 

b. Submission to or rejection of such conduct by an employee is 

used as the basis for employment decisions affecting the 

employee; or 

 

c. Such conduct has the purpose or effect of unreasonably 

interfering with an individual’s work performance or creating 

an intimidating, hostile or offensive working environment. 

 

C. Reports and Complaints of Harassment or Sexual Harassment 

 

Any employee who believes they have been harassed or sexually harassed 

is encouraged to make a report to the Affirmative Action Officer/Title IX 

Coordinator.  The Affirmative Action Officer/Title IX Coordinator is also 

available to answer questions and provide assistance to any individual who 

is unsure whether harassment or sexual harassment has occurred. 

 

All reports and complaints regarding harassment or sexual harassment of 

employees shall be addressed through the Employee & Third-Party 

Unlawful Discrimination/Harassment and Title IX Sexual Harassment 

Complaint Procedures (ACAB-R). 

 

Legal References Title IX of the Education Amendments of 1972 (20 U.S.C. § 1681 et      

    seq.); 34 C.F.R. Part 106 

   Clery Act (20 U.S.C. §1092(f)(6)(A)(v) - definition of sexual   

    assault) 

   Violence Against Women Act (34 U.S.C. § 1092(f)(6)(A)(v) –  

    definition of sexual assault; 34 U.S.C. § 12291(a)(10) –  

    dating violence; 34 U.S.C. §12291(a)(3) – definition of  

    stalking; 34 U.S.C. §12291(a)(8) – definition of domestic  

    violence) 

   Title VI of the Civil Rights Act of 1964 (42 U.S.C. § 2000d)  
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   Americans with Disabilities Act (42 U.S.C § 12101 et seq.), as  

       amended 

   Section 504 of the Rehabilitation Act of 1973 (Section 504) (29    

    U.S.C. § 794 et seq.), as amended 

   Title VII of the Civil Rights Act of 1964 (42 U.S.C. § 2000e, et.  

    seq.;   29 C.F.R. § 1604.11) 

   Age Discrimination in Employment Act (29 U.S.C. § 623 et seq.) 

   Genetic Information Nondiscrimination Act of 2008 (42 U.S.C. §  

    2000ff et seq.) 

   5 MRSA § 4551 et seq. 

   MHRC Rule Chapter 94-348, ch. 3 

   26 MRSA §§ 806-807 

 

Cross Reference ACAB-R Employee Discrimination/Harassment and Title IX 

Sexual Harassment Complaint Procedure 

AC  Nondiscrimination/Equal Opportunity and 

Affirmative Action 

ACAD  Hazing 

GBGB Workplace Bullying 

 

Adopted: August 20, 2020 
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EMPLOYEE DISCRIMINATION/HARASSMENT AND TITLE IX SEXUAL 

HARASSMENT COMPLAINT PROCEDURES 

 

The MSAD 11 School Board has adopted these employee procedures in order to provide 

prompt and equitable resolution of employee complaints of discrimination and 

harassment, including sexual harassment, as described in policies AC – 

Nondiscrimination/Equal Opportunity and Affirmative Action and ACAB – Harassment 

and Sexual Harassment of School Employees.   

 

The complaint procedure in Section 2 may also be used, to the extent applicable, by 

visitors, including parents, volunteers and others having lawful access to the schools who 

wish to make a complaint of discrimination or harassment.   

 

Complaints alleging harassment or discrimination against students based on a protected 

category should be addressed through the Board’s Student Discrimination/ 

Harassment and Title IX Sexual Harassment Complaint Procedures (ACAA-R). 

 

Any individual who is unsure about whether discrimination or harassment has occurred 

and/or or which complaint procedure applies is encouraged to contact the Affirmative 

Action Officer/Title IX Coordinator. 

 

Teresa McGuire, Affirmative Action Officer/Title IX Coordinator 

150 Highland Avenue, Gardiner, ME 04345 

207-582-5346 

tmcguire@msad11.org 

 

I. DEFINITIONS 

 

For purposes of these complaint procedures, the following definitions will be used.  The 

Affirmative Action Officer/Title IX Coordinator shall assess all reports and complaints to 

ensure that they are addressed under the appropriate policy and complaint procedure. 

 

A. Discrimination/Harassment Complaint Procedure Definitions 

 

1. “Discrimination or harassment”: Discrimination or harassment on the 

basis of an individual’s membership in a protected category, which, for 

employees, includes race, color, sex, sexual orientation, gender identity, 

age, familial status, religion, ancestry, national origin, genetic 

information or disability. 

 

2. “Discrimination”: Treating individuals differently, or interfering with or 

preventing them from enjoying the advantages or privileges afforded to 

others because of their membership in a protected category.  

 

mailto:tmcguire@msad11.org
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3. “Harassment”:  Oral, written, graphic, electronic or physical conduct 

relating to an individual’s actual or perceived membership in a protected 

category that is sufficiently severe, pervasive or persistent so as to 

interfere with or limit that individual’s ability to participate in the school 

unit’s programs or activities by creating a hostile, intimidating or 

offensive environment.  

 

4. Under Title VII and under Maine law/regulations, sexual harassment is 

defined differently than under Title IX.  Maine Human Rights 

Commission regulations define sexual harassment as conduct on the 

basis of sex which satisfies one or more of the following: 

 

a. Submission to such conduct is made either explicitly or implicitly a 

term or condition of an individual’s employment; 

 

b. Submission to or rejection of such conduct by an employee is used 

as the basis for employment decisions affecting the employee; or 

 

c. Such conduct has the purpose or effect of unreasonably interfering 

with an individual’s work performance or creating an intimidating, 

hostile or offensive working environment. 

 

5.  “Sexual orientation”: Under Maine law, this means a person’s “actual 

or perceived heterosexuality, bisexuality, homosexuality or gender 

identity or expression.”  

  

6.  “Gender identity”: Under Maine law, this means “the gender-related 

identity, appearance, mannerisms or other gender-related characteristics 

of an individual, regardless of the individual’s assigned sex at birth.”   

 

7. “Complaint” is defined as an allegation that an employee or other third 

party has been discriminated against or harassed on the basis of race, 

color, sex, sexual orientation, gender identity, age, familial status, 

religion, ancestry, national origin, genetic information or disability (and 

in regard to sex, conduct not otherwise addressed in the Title IX 

regulations and Section 3 of ACAB-R).  

 

8. “Employee”: Whenever the term “employee” is used in Section 2, it 

includes visitors or others who have a lawful basis to make a complaint 

of discrimination or harassment.   

 

9. “Familial status”: Under Maine law, this means a family unit that 

contains: 

 

a. One or more individuals who have not attained 18 years of age and 

are living with a parent or another person having legal custody of the 
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individuals or the designee of the parent or other person having 

custody with the written permission of the parent or other person; or 

b. One or more individuals 18 years of age or older who lack the ability 

to meet essential requirements for physical health, safety or self-care 

because the individual or individuals are unable to receive and 

evaluate information or make or communicate decisions. 

 

B. Title IX Sexual Harassment Complaint Procedure Definitions 

 

1. “Title IX sexual harassment”: Under the federal Title IX regulations, 

sexual harassment includes the following conduct on the basis of sex 

which takes place within the context of the school unit’s education 

programs and activities: 

 

a. “Quid pro quo” sexual harassment by a school employee: 

Conditioning a school aid, benefit or service (such as a promotion or 

favorable evaluation) on an individual’s participation in unwelcome 

sexual conduct; 

 

b. “Hostile environment” sexual harassment: Unwelcome conduct 

based on sex that a reasonable person would determine is so severe, 

pervasive and objectively offensive that it effectively denies an 

individual’s equal access to the school unit’s education programs 

and activities; or 

 

c. Sexual assault, dating violence, domestic violence and stalking as 

these terms are defined in federal laws. 

 

2. “Report”: Under the Title IX regulations, any individual may make a 

report of sexual harassment involving an employee, whether the 

individual is the alleged victim or not.  A report must be made to the 

Affirmative Action Officer/Title IX Coordinator.  A report triggers 

certain actions by the AAO/Title IX Coordinator for the alleged victim 

of sexual harassment, but an investigation is not conducted unless a 

“Formal Complaint” is filed. 

 

3. “Formal Complaint”: Under Title IX, the alleged victim of sexual 

harassment can file a written complaint that triggers the complaint 

procedure in Section 3 of ACAB-R.  Only a school employee (and in 

certain circumstances, the AAO/Title IX Coordinator) may file a formal 

complaint. 

 

4. “Employee”: For the purpose of this procedure, “employee” means an 

applicant for employment or a current employee of the school unit. 

 

II. DISCRIMINATION/HARASSMENT COMPLAINT PROCEDURE 
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This procedure should be used for any complaint of unlawful harassment or 

discrimination based on a protected category which does not involve Title IX sexual 

harassment.   

 

A. How to Make A Complaint 

 

1. An employee who believes they have been unlawfully harassed or 

discriminated against (as such terms are defined in Section 1.A.1-3) is 

encouraged to try to resolve the problem by informing the individual(s) 

that the behavior is unwelcome or offensive, and requesting that the 

behavior stop. This shall not prevent the employee from making an 

immediate complaint to the AAO/Title IX Coordinator. 

 

2. Any employee who believes they have been harassed or discriminated 

against should report their concern promptly to the AAO/Title IX 

Coordinator.  A written complaint must include basic information 

concerning the allegation of harassment or discrimination (i.e., date, 

time, location, individual(s) who alleged engaged in harassment or 

discrimination, description of allegation). 

 

3. Employees who are unsure as to whether unlawful discrimination or 

harassment has occurred, or who need assistance in preparing a written 

complaint, are encouraged to discuss the matter with the AAO/Title IX 

Coordinator.    

 

4. Employees will not be retaliated against for reporting suspected 

discrimination or harassment, or for participating in an investigation.  

Retaliation is illegal under federal and state nondiscrimination laws, and 

any retaliation will result in disciplinary measures, up to and including 

discharge.  

 

5. Any employee who believes they have been discriminated against or 

harassed is encouraged to utilize the school unit’s complaint procedure. 

However, employees are hereby notified that they also have the right to 

report incidents of discrimination or harassment to the Maine Human 

Rights Commission, 51 State House Station, Augusta, Maine 04333 

(telephone: 207-624-6290) and/or to the federal Office for Civil Rights, 

U.S. Department of Education, 5 Post Office Square, 8th Floor, Boston, 

MA  02109-3921 (telephone: 617-289-0111). 

 

B. Complaint Handling and Investigation 

 

1. The AAO/Title IX Coordinator will promptly inform the Superintendent 

and the person who is the subject of the complaint (respondent) that a 

complaint has been received. 
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2. The AAO/Title IX Coordinator may pursue an informal resolution of 

the complaint with the agreement of the parties involved.  Any party to 

the complaint may decide to end the informal resolution process and 

pursue the formal process at any point.  Any informal resolution is 

subject to the approval of the parties and the Superintendent, who shall 

consider whether the resolution is in the best interest of the school unit 

and the parties in light of the particular circumstances and applicable 

policies and laws. 

 

3. The AAO/Title IX Coordinator may implement supportive measures 

(consistent with any applicable collective bargaining agreement 

provisions) to reduce the risk of further discrimination or harassment 

while an investigation is pending.  Examples of supportive measures 

include, but are not limited to, ordering no contact between the 

individuals involved; changing a work location or changing a work 

schedule. 

 

4. The complaint will be investigated by a trained internal or external 

individual designated by the Superintendent and the AAO/Title IX 

Coordinator.  Any complaint about an employee who holds a 

supervisory position shall be investigated by a person who is not subject 

to that supervisor’s authority. Any complaint about the Superintendent 

should be submitted to the Chair of the Board, who should consult with 

legal counsel concerning the handling and investigation of the 

complaint. 

 

5. The investigator shall consult with the AAO/Title IX Coordinator as 

agreed during the investigation process. 

 

6. The respondent will be provided with an opportunity to be heard as part 

of the investigation. The complainant shall not be required to attend 

meetings with the respondent, but may choose to do so as part of an 

informal resolution process. 

 

7. The complainant and the respondent may suggest witnesses and/or 

submit materials they believe are relevant to the complaint. 

 

8. If the complaint is against an employee of the school unit, any rights 

conferred under an applicable collective bargaining agreement shall be 

applied.  

 

9. Privacy rights of all parties to the complaint shall be maintained in 

accordance with applicable state and federal laws. 

 

10. The investigation shall be completed within 40 business days of 

receiving the complaint, if practicable.  Reasonable extensions of time 

for good reason shall be allowed.  
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11. The investigator shall provide a written report and findings to the 

AAO/Title IX Coordinator. 

 

C. Findings and Subsequent Actions 

 

1. The AAO/Title IX Coordinator shall consult with the Superintendent 

concerning the investigation and findings. 

 

2. If there is a finding that discrimination or harassment occurred, the 

AAO/Title IX Coordinator, in consultation with the Superintendent:  

 

a. Shall determine what remedial action, if any, is required to end the 

discrimination or harassment, remedy its effect and prevent 

recurrence; and 

 

b. Determine what disciplinary action should be taken against the 

individual(s) who engaged in discrimination or harassment, if any. 

 

3. Inform the complainant and the respondent in writing of the results of 

the investigation and its resolution (in accordance with applicable state 

and federal privacy laws). 

 

D. Appeals 

 

1. After the conclusion of the investigation, the complainant or respondent 

may seek an appeal of the findings solely on the basis of either: (a) 

prejudicial procedural error or (b) the discovery of previously 

unavailable relevant evidence that could significantly impact the 

outcome.  

  

2. Appeals must be submitted in writing to the Superintendent within five 

business days after receiving notice of the resolution.   

 

3. Upon receipt of a valid appeal, the Superintendent shall provide notice 

to the other party, along with an opportunity to provide a written 

statement within five business days. 

 

4. The Superintendent shall review the available documentation and may 

conduct further investigation if deemed appropriate.  

 

5. The Superintendent’s decision on the appeal shall be provided to the 

parties within 10 business days, if practicable.  The Superintendent’s 

decision shall be final.  

 

E. Records 
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The AAO/Title IX Coordinator shall keep a written record of the complaint 

process.   

 

III. TITLE IX SEXUAL HARASSMENT COMPLAINT PROCEDURE 

 

This section should be used only for complaints of Title IX sexual harassment as defined 

in Section 1.B.1. 

 

A. How to Make A Report  

 

1. Any individual who believes an employee has been sexually harassed 

(as this term is defined in Section 1.B.1) may make a report to the 

AAO/Title IX Coordinator. 

 

2. If the individual making the report is the alleged victim, or if the alleged 

victim is identified by the individual making the report, the AAO/Title 

IX Coordinator will meet with the alleged victim to discuss supportive 

measures that may be appropriate in the particular circumstances and 

explain the process for filing a formal complaint. 

 

a. Supportive measures are individualized measures designed to ensure the 

employee can continue to access and perform their work (such as 

requiring no contact between individuals, temporarily moving work 

locations or changing schedules, etc.). 

  

b. Supportive measures may be continued even if the alleged victim 

chooses not to file a formal complaint, if appropriate under the 

particular circumstances. 

 

3. The school unit cannot provide an informal resolution process for 

resolving a report until a formal complaint is filed. 

 

4. Employees will not be retaliated against for reporting sexual 

harassment, or for participating in an investigation.  Retaliation is illegal 

under federal and state nondiscrimination laws, and any retaliation will 

result in disciplinary actions, up to and including discharge.  

 

5. Any employee who believes they have been the victim of sexual 

harassment is encouraged to utilize the school unit’s complaint 

procedures. However, employees are hereby notified that they also have 

the right to report sexual harassment to the Maine Human Rights 

Commission, 51 State House Station, Augusta, Maine 04333 

(telephone: 207-624-6290) and/or to the federal Office for Civil Rights, 

U.S. Department of Education, 5 Post Office Square, 8th Floor, Boston, 

MA  02109-3921 (telephone: 617-289-0111).  
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6. The Superintendent shall be informed of all reports and formal 

complaints of sexual harassment. 

 

B. How to Make A Formal Complaint 

 

1. An alleged victim may file a formal written complaint requesting 

investigation of alleged Title IX sexual harassment.  The written 

complaint must include basic information concerning the allegation of 

sexual harassment (i.e., date, time, location, individual(s) who alleged 

engaged in sexual harassment, description of allegation). 

 

 Employees who need assistance in preparing a formal written 

complaint, are encouraged to consult with the AAO/Title IX 

Coordinator.  

  

2. In certain circumstances, the AAO/Title IX Coordinator may file a 

formal complaint even when the alleged victim chooses not to.  

Examples include if the respondent (person alleged to have engaged in 

sexual harassment) has been found responsible for previous sexual 

harassment or there is a safety threat within the school unit.  In such 

cases, the alleged victim is not a party to the case, but will receive 

notices as required by the Title IX regulations at specific points in the 

complaint process.  

 

3. In accordance with the Title IX regulations, the AAO/Title IX 

Coordinator must dismiss a formal complaint under this Title IX 

procedure if: a) the conduct alleged in the formal complaint does not 

constitute sexual harassment under the Title IX regulations and this 

policy; b) if the conduct alleged did not occur within the scope of the 

school unit’s education programs and activities, or c) did not occur in 

the United States. 

 

4. In accordance with the Title IX regulations, the AAO/Title IX 

Coordinator may dismiss a formal complaint under this Title IX 

procedure if: a) a complainant withdraws the formal complaint, or 

withdraws particular allegations within the complaint; b) the respondent 

is no longer employed by the school unit; or c) there are specific 

circumstances that prevent the school unit from gathering evidence 

sufficient to reach a determination regarding the formal complaint. 

 

5. If a formal complaint is dismissed under this Title IX procedure, the 

AAO/Title IX Coordinator will promptly and simultaneously send 

written notices to the parties explaining the reasons.  Parties have the 

opportunity to appeal dismissals in accordance with subsection I below. 

 



File: ACAB-R 

Page 9 of 15 

6. If the conduct alleged potentially violates other laws, Board policies 

and/or professional expectations, the school unit may address the 

conduct under Section 2 or another applicable policy/procedure. 

 

C. Administrative Leave 

 

The Superintendent may place a respondent on administrative leave during 

the complaint procedure: 

 

1. If there is a determination (following an individualized safety and risk 

analysis) that there is an immediate threat to the physical health or 

safety of an individual arising from the allegations of sexual harassment.  

Examples of such circumstances might include, but are not limited to, a 

continued threat of violence against a complainant by a respondent, or a 

respondent’s threat of self-harm due to the allegations. 

 

2. The respondent will be provided notice of the administrative leave, and 

will be provided an opportunity to challenge the decision following the 

removal (this is an opportunity to be heard, not a hearing).  The 

respondent has the burden to demonstrate why the emergency leave was 

unreasonable. 

 

3. Any such decision to place an employee on administrative leave shall be 

made in compliance with any applicable disability laws, including 

Section 504 of the Rehabilitation Act and the Americans with 

Disabilities Act.   

 

D. Notice to Parties of Formal Complaint 

 

1. The Title IX Coordinator will provide to the parties written notice of the 

formal complaint and allegations of sexual harassment potentially 

constituting prohibited conduct under the Title IX regulations and this 

procedure.  The notice will include: 

 

• Notice regarding the complaint procedure and the availability of 

an informal resolution process;  

• Sufficient details known at the time (including identities of 

parties, if known; the conduct alleged; and the date and location 

of the alleged incident, if known), with sufficient time to prepare 

before any initial interview (not less than five business days); 

• As required by the Title IX regulations, a statement that the 

respondent is presumed not responsible for the alleged conduct 

and that a determination of responsibility will be made at the 

conclusion of the complaint; and that the parties may inspect and 

review evidence;  
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• Notice that the parties may each have an advisor of their choice 

(who may be an attorney), and that the parties may inspect and 

review evidence; 

• Notice that knowingly making false statements or submitting 

false information during the complaint procedure is prohibited 

and may result in disciplinary action; and 

• Notice of the name of the investigator, with sufficient time (no 

less than three business days) to raise concerns of conflict of 

interest or bias. 

 

2. If additional allegations become known at a later time, notice of the 

additional allegations with be provided to the parties. 

 

3. The AAO/Title IX Coordinator will discuss supportive measures with 

each party and implement such measures as appropriate. 

 

E. Informal Resolution Process 

 

After a formal complaint has been filed, and if the AAO/Title IX 

Coordinator believes the circumstances are appropriate, the AAO/Title IX 

Coordinator may offer the parties the opportunity to participate in an 

informal resolution process to resolve the complaint without completing the 

investigation and determination process.  Informal resolutions cannot be 

used to resolve a formal complaint where a student is the complainant and 

the respondent is an employee. 

 

Informal resolutions can take many forms, depending on the particular case.  

Examples include, but are not limited to, facilitated discussions between the 

parties; restorative justice; acknowledgment of responsibility by a 

respondent; apologies; disciplinary actions against a respondent or a 

requirement to engage in specific services; or supportive measures. Both 

parties must voluntarily agree in writing to participate in an informal 

resolution process, and either party can withdraw from the process at any 

time. The Superintendent must agree to the terms of any informal resolution 

reached between the parties.  If an informal resolution agreement is 

reached, it must be signed by both parties and the school unit.  Any such 

signed agreement is final and binding according to its terms.   

 

If an informal resolution process does not resolve the formal complaint, 

nothing from the informal resolution process may be considered as 

evidence in the subsequent investigation or determination. 

 

F. Investigation 

 

1. The complaint will be investigated by a trained internal or external 

individual designated by the Superintendent and AAO/Title IX 

Coordinator.  Any complaint about an employee who holds a 



File: ACAB-R 

Page 11 of 15 

supervisory position shall be investigated by a person who is not subject 

to that supervisor’s authority. Any complaint about the Superintendent 

should be submitted to the Chair of the Board, who should consult with 

legal counsel concerning the handling and investigation of the 

complaint. 

 

2. The investigator shall consult with the AAO/Title IX Coordinator as 

agreed during the investigation process. 

 

3. If the complaint is against an employee of the school unit, rights 

conferred under an applicable collective bargaining agreement shall be 

applied, to the extent they do not conflict with the Title IX regulatory 

requirements.  

 

4. Privacy rights of all parties to the complaint shall be maintained in 

accordance with applicable state and federal laws. 

 

5. The investigator will: 

 

a. Meet with each party after they have received appropriate notice of 

any meeting and its purpose, with sufficient time to prepare.  

 

b. Allow parties to have their advisor at all meetings related to the 

complaint, although advisors may not speak on behalf of a party or 

interfere with the process. 

 

c. Allow parties a reasonable opportunity to identify witnesses and 

submit favorable and unfavorable evidence. 

 

d. Interview witnesses and conduct such other activities that will assist 

in ascertaining facts (site visits, review of documents, etc.). 

 

e. Consider evidence that is relevant and directly related to the 

allegations in the formal complaint. 

 

f. During the course of the investigation, provide both parties with an 

equal opportunity to inspect and review any evidence that is 

obtained in the investigation that is directly related to the allegations 

in the formal complaint (including evidence which the school unit 

does not intend to rely upon in reaching a determination of 

responsibility), and favorable and unfavorable evidence.  

 

g. Prior to completion of the investigation report, provide each party 

and advisor (if any) the evidence subject to inspection and review, 

and provide the parties with ten business days to submit a written 

response. 
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h. Consider the parties’ written responses to the evidence prior to 

completing the investigation report.  

 

i. Create an investigative report that fairly summarizes relevant 

evidence and send the report to the parties and advisors (if any), for 

their review and written responses within ten business days of 

receipt.   

 

j. After receipt of the parties’ written responses (if any), forward the 

investigation report and party responses to the assigned decision 

maker. 

 

6. The investigation shall be concluded within 40 business  days if 

practicable.  Reasonable extension of time for good reason shall be 

allowed. 

 

G. Determination of Responsibility 

 

1. The decision maker (a building principal or supervisor) shall provide the 

parties with the opportunity to submit written, relevant questions that 

the party wants asked of another party or witness within five calendar 

[or business] days of when the decision maker received the investigation 

report and party responses.   

 

a. The decision maker shall explain to a party proposing questions if 

the decision maker excludes a question as not relevant. 

 

2. Each party shall be provided the opportunity to review the responses of 

another party and/or witness, and to ask limited written follow-up 

questions within five business days of receiving the answers. 

 

3. Each party will receive a copy of the responses to any follow-up 

questions. 

 

4. The decision maker shall review the investigation report, the parties’ 

responses and other relevant materials, applying the preponderance of 

the evidence standard (“more likely than not”).   

 

5. The decision maker shall issue a written determination, which shall 

include the following:  

 

a. Identification of all the allegations potentially constituting sexual 

harassment as defined in the Title IX regulations and this policy;  

 

b. A description of the procedural steps taken from receipt of the 

formal complaint through the determination, including notifications 
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to the parties, interviews with parties and witnesses, site visits, 

methods used to gather other evidence, and meetings held; 

 

c. A determination regarding responsibility as to each allegation and 

findings of fact supporting the determinations; 

 

d. A statement of, and rationale for, the result as to each allegation, 

including a determination regarding responsibility, any disciplinary 

sanctions the school unit imposes on the respondent, and whether 

remedies designed  to restore or preserve equal access to the school 

unit’s programs and activities will be provided to the complainant; 

 

e. The school unit’s appeal procedure and permissible bases for the 

parties to appeal the determination. 

 

6. The written determination shall be provided to the parties 

simultaneously.  The determination concerning responsibility becomes 

final either on the date that the school unit provides the parties with the 

written determination of the results of the appeal, if an appeal is filed, or 

if an appeal is not filed, the date on which the appeal would no longer 

be considered timely. 

 

H. Remedies, Discipline and Other Actions 

 

1. Remedies 

 

Remedies are measures used to ensure that the complainant has equal 

access to the school unit’s education programs and activities following 

the decision maker’s determination.  Such remedies may include 

supportive measures, and may include other appropriate measures, 

depending upon the determination and the needs of the complainant.  

The Title IX Coordinator is responsible for implementing remedies and 

providing any needed assistance to the Complainant.   

     

 

2. Discipline and Other Actions 

 

The following are examples of the types of disciplinary actions that may 

be imposed on an employee when there is a determination that they are 

responsible for one or more violations involving sexual harassment: 

 

• Written warning. 

• Probation. 

• Demotion. 

• Suspension without pay. 

• Discharge. 
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The following are examples of other types of actions that may be 

imposed on an employee when there is a determination of 

responsibility: 

 

• Performance improvement plan. 

• Counseling. 

• Training. 

• Loss of leadership/stipend position. 

  

I. Appeals 

 

The parties have the opportunity to appeal a determination regarding 

responsibility, and from dismissals of formal complaints.  Under the Title 

IX regulations, appeals are allowed on the following grounds: 

 

1. A procedural irregularity that affected the outcome of the matter; 

 

2. New evidence that was not reasonably available at the time the 

determination regarding responsibility or dismissal of the formal 

complaint was made, that could affect the outcome of the matter; or  

 

3. The Title IX Coordinator, investigator, or decision maker had a conflict 

of interest or bias for or against complainants or respondents generally, 

or the individual complainant or respondent that affected the outcome of 

the matter. 

 

An appeal must be filed in writing within five business days of receiving 

the determination, stating the grounds for the appeal and including any 

relevant documentation in support of the appeal.  Appeals submitted after 

this deadline are not timely and shall not be considered.  

 

1. Appeals must be filed with the Superintendent, who will consider the 

appeal.  

 

2. The Superintendent shall conduct an impartial review of the appeal, 

including consideration of the written record of the matter, and may 

consult with legal counsel or other school unit officials in making their 

decision. 

 

3. The Superintendent shall issue a written decision describing the result of 

the appeal and rationale for the result, and provide the written decision 

simultaneously to the parties.  The decision will either deny the appeal; 

grant the appeal and remand to the decision maker for further 

consideration; or grant the appeal by revising the disciplinary action(s). 

 

J. Records 

 



File: ACAB-R 

Page 15 of 15 

Records in connection with sexual harassment reports and the complaint 

process shall be maintained for a minimum of seven years. 

 

 

Legal References:   Title IX of the Education Amendments of 1972 (20 U.S.C. § 1681 et      

seq.); 34 C.F.R. Part 106 

Clery Act (20 U.S.C. §1092(f)(6)(A)(v) - definition of sexual 

assault) 

Violence Against Women Act (34 U.S.C. § 1092(f)(6)(A)(v) – 

definition of sexual assault; 34 U.S.C. § 12291(a)(10) – dating 

violence; 34 U.S.C. §12291(a)(3) – definition of stalking; 34 

U.S.C. §12291(a)(8) – definition of domestic violence) 

Title VI of the Civil Rights Act of 1964 (42 U.S.C. § 2000d)  

Americans with Disabilities Act (42 U.S.C § 12101 et seq.), as  

        amended 

Section 504 of the Rehabilitation Act of 1973 (Section 504) (29   

U.S.C. § 794 et seq.), as amended 

Title VII of the Civil Rights Act of 1964 (42 U.S.C. § 2000e, et. 

seq.;   29 C.F.R. § 1604.11) 

   Age Discrimination in Employment Act (29 U.S.C. § 623 et seq.) 

Genetic Information Nondiscrimination Act of 2008 (42 U.S.C. §  

    2000ff et seq.) 

 

Cross Reference: AC Nondiscrimination/Equal Opportunity and Affirmative 

Action 

ACAB   Harassment and Sexual Harassment of School Employees 

GBGB Workplace Bullying 

 

Adopted: August 20, 2020 
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RECRUITING AND HIRING OF ADMINISTRATIVE STAFF 

 

The MSAD #11 School Board affirms its commitment to the strict prohibition of discrimination 

in employment on the basis of race, national origin, religion, sex, age, familial status, genetic 

information or disability, and to the principle of affirmative action to obtain wide and 

representative candidate pools. 

 

For the purpose of this policy, “race” includes traits associated with race, including hair texture, 

Afro hairstyles, and protective hairstyles, including braids, twists, and locs.  

 

In accordance with 20-A MRSA, § 1001(13), the Superintendent shall prepare a procedure 

designed to ensure nondiscriminatory practice in recruitment and hiring for all positions 

requiring administrator certification, as well as to result in selection of the most qualified 

candidates.  This procedure shall be attached hereto as GCFB-R and shall be reviewed 

periodically. 

 

Moreover, upon each occasion of administrative vacancy, the Superintendent shall review the 

procedure and make appropriate adaptations as may be warranted by special circumstances.  In 

the case of a vacancy in the Superintendency, the Board shall review the procedure, adapting as 

appropriate. 

 

In accordance with 20-A MRSA, § 4502 (4-A), the district’s Affirmative Action Plan shall 

include a description of the status of the district’s nondiscriminatory administrator hiring practice 

and plans for in-service training programs on gender equity for teachers, administrators and the 

School Board.  

 

Legal Reference: 5 MRSA § 4576 (Maine Human Rights Act) 

   20-A MRSA §§ 6, 254 (8-10), 1001(13), 4502(4-A), 13011(6),  

   13019-B, 13019-C 

 

Cross Reference: AC   Nondiscrimination/Equal Opportunity and Affirmative Action 

   CFB-R  Recruiting and Hiring of Administrative Staff Administrative  

Procedure 

 

Adopted: July 8, 1993 

 

Revised: February 1, 2007; September 1, 2011; February 7, 2019; March 3, 2022 
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STUDENT PARTICIPATION IN ACADEMIC-ORIENTED COMPETITIONS 

 

Students from MSAD #11 often participate in academic-oriented, school-sanctioned 

activities that provide opportunities to compete at the regional and national level.  The 

MSAD #11 Board wishes to recognize and support students who participate in academic-

oriented national competitions such as Destination Imagination and VICA, within its 

overall budget constraints. 

 

A student or team of students may apply to the MSAD #11 Board for reimbursement of 

actual expenses incurred in participating in an academic-oriented competition up to $250 

for an individual or up to $1,000 for a team.  Application for reimbursement must be 

made in writing and include documentation that the student(s) have engaged in 

fundraising to defray expenses.  Such fundraising must have been conducted in 

accordance with the MSAD #11 Board’s policy JJE—Student Fundraising Activities.  

The MSAD #11 Board will make decisions regarding reimbursement on a case-by-case 

basis. 

 

Cross Reference: JJE – Student Fundraising Activities 

 

Adopted: October 10, 2002 

 

Revised: January 8, 2009; March 3, 2016 

 

 

 

 
 



File: JJI 

 

Page 1 of 2 

 

 

 MSAD #11 PHILOSOPHY OF ATHLETICS 

 

The MSAD #11 Board recognizes the value of athletics as an integral part of the 

educational program.   

 

The MSAD #11 Board believes that participation in sports provides a significant learning 

experience and opportunity for personal growth. Learning in sports is closely related to 

learning in the classroom, supporting the Guiding Principles of Maine’s System of 

Learning Results. In competition and practice, student athletes learn skills, strategies, 

relationships, leadership, self-discipline and responsibility. They also learn the 

importance of setting goals for themselves and the team and planning how to achieve 

those goals. 

 

The MSAD #11 Board also believes that participation in sports is related to physical and 

emotional health and fitness. Sports provide the incentive for developing and maintaining 

healthy bodies and active minds. Sports promote habits of exercise and good nutrition 

that can last a lifetime. Participation in sports builds self-confidence and a sense of 

personal responsibility for making healthy lifestyle choices. Being part of a team also 

creates a feeling of belonging and offers a supportive network that contributes to 

emotional well-being.  

 

Based on these beliefs, it is the MSAD #11 Board’s intent that the school district offers 

students the opportunity to experience developmentally sound athletic programs. 

 

At the high school level, interscholastic athletic programs will be designed to serve the 

needs of students who have shown that they are developmentally ready for intense 

competitive experiences. At this level, the purpose of athletic programs is to promote 

healthy competition, sportsmanship, cooperation, integrity and citizenship. Whenever 

feasible, sub-varsity programs will be available to students who wish to learn a new sport.  

The MSAD #11 Board also supports intramural sports as a way to involve students who 

are not competing in interscholastic activities.  

 

At the middle school level, the school district’s athletic programs will be designed to 

meet the developmental needs of students through appropriate intramural and 

interscholastic activities. At this level, athletic programs will emphasize exploration of 

various sports, the strengthening of fundamental skills, teamwork, sportsmanship, and 

health and safety. It is the MSAD #11 Board’s intent that the programs promote 

opportunities for involvement of all team members in practices and play. The MSAD #11 

Board supports intramural activities for students not participating in interscholastic 

activities or when financial, staffing or other concerns require the school to limit the 

number of students participating in interscholastic activities. 
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The MSAD #11 Board will be responsible for approving the school sponsorship of 

interscholastic athletic programs.  The Superintendent/designee (e.g., Athletic Director) 

shall be responsible for making recommendations concerning the approval of new 

athletic programs or the modification or elimination of existing programs.  The MSAD 

#11 Board may articulate, through policy, criteria to be considered in decision-making or 

may delegate the responsibility for developing such criteria to the 

Superintendent/designee.    

 

 

Cross Reference: JJIB - Sponsorship and Evaluation of Athletic Programs  

   JJIBA - Hiring and Evaluation of Coaches 

   JJIBB - Sportsmanship 

   JJIBC - Relations with Booster Groups (or alternative code KJA) 

 

Adopted: November 6, 2008 

 

Revised: March 3, 2016 
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SPONSORSHIP AND EVALUATION OF ATHLETIC PROGRAMS 

 

It is the MSAD #11 Board’s desire to offer students athletic programming that provides 

diverse, developmentally appropriate opportunities and encourages student participation.  

At the same time, the MSAD #11 Board recognizes that resources may not be available to 

fund all of the sports in which students and the community have an interest. In order to 

provide students with meaningful athletic experiences while maintaining high quality, 

sustainable programs, the MSAD #11 Board adopts this policy governing sponsorship 

and evaluation of the school district’s athletic programs. 

 

Through sponsorship, the school district assumes responsibility for, and control of, a 

particular athletic program. Sponsorship requires MSAD #11 Board approval. The school 

district assumes responsibility only for those interscholastic athletic programs the MSAD 

#11 Board has designated as school-sponsored.     

 

The MSAD #11 Board will approve for sponsorship only those programs that are 

consistent with its philosophy and policies and with regulations established by the 

appropriate governing bodies, including the Maine Principals’ Association (which refers 

to its regulations as “policies”). Sponsorship does not mean that funding will be provided 

in whole or in part through the school district’s budget.  Sponsorship is required even for 

activities that may be funded in full by booster organizations. 

 

Sponsorship is required before any team may represent itself using the school name, to be 

eligible for league play and tournament participation, or to be eligible for school athletic 

awards. 

 

In order to assess the sustainability of athletic activities, each ongoing activity will be 

evaluated on an annual basis. 

 

The MSAD #11 Board establishes the following process for the approval and evaluation 

of athletic programs. 

 

A. CRITERIA FOR APPROVAL AND EVALUATION OF ATHLETIC 

PROGRAMS 

 

 The Principal, Assistant Principal/ and the Athletic Director shall be responsible 

for developing a process for evaluating potential athletic programs and assessing 

the viability of existing programs. The process shall take into consideration the 

following factors, which shall be applied consistently to all programs: 

 

 1. Student body interest; 
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 2. Community interest; 

 

 3. Gender equity; 

 

 4. Impact on facilities; 

 

 5. Impact on existing programs; 

 

 6. Impact on administration and staff; 

 

 7. Expenses; 

 

 8. Availability of competition; 

 

 9. Potential to field competitive teams; 

 

 10. Alignment with MSAD #11 Board philosophy and policies, student/athletic 

handbooks; and 

 

 11. Availability of funds, consideration of extraordinary costs (e.g., rental of 

facilities, transportation, specialized equipment), and other relevant data. 

 

 

B. APPROVAL OF NEW ATHLETIC PROGRAMS 

 

Sponsorship of all new interscholastic athletic programs must be approved in 

advance.  The Superintendent shall be responsible for making and supporting 

recommendations to the MSAD #11 Board during the District budget process prior 

to the proposed starting date. Recommendations are to be made based on data 

from the evaluation process.  

 

The MSAD #11 Board may impose conditions that must be met for the program to 

be approved. 

 

Following initial approval, new programs will be placed on a two-year club status.  

All club athletic programs must follow MSAD #11 and MPA policies. 

 

During the District budget process, the Athletic Director must submit a report to 

the MSAD #11 Board including recommendations and support for continued 

MSAD #11 Board approval.  The Board may provide for continuing approval, 

deny approval, or extend the probationary status for one additional year.  

Probationary status shall not exceed three years.  
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C. EVALUATION OF EXISTING OR ONGOING SCHOOL-SPONSORED 

ATHLETIC PROGRAMS 

 

Every athletic program will be reviewed on an annual cycle basis. 

 

The purpose of evaluation is to ensure that all existing or previously approved 

programs continue to meet the standards and criteria established by the MSAD 

#11 Board. 

 

Based upon the data, the Superintendent shall make a recommendation to the 

MSAD #11 Board as to whether the program should continue, be suspended for a 

year or deleted. The MSAD #11 Board may vote to delete any program that it 

deems no longer sustainable or in keeping with MSAD #11 Board philosophy, 

standards or criteria. 

 

D. DELEGATION OF AUTHORITY 

 

The MSAD #11 School Board may appoint a program evaluation or review 

committee to perform evaluations of proposed and existing athletic programs.  

Any such committee must have a defined purpose and balanced representation 

including the Superintendent and/or Athletic Director, a high school administrator, 

a middle school administrator, teachers who are employed as coaches, parents, 

students and community. Any such committee will use the process for program 

evaluation.    

 

The committee shall be advisory to the MSAD #11 Board.  While it may make 

recommendations to the MSAD #11 Board, the MSAD #11 Board retains full 

authority over athletic programs. 

 

 

Cross Reference: JJI - Philosophy of Athletics 

   JJIBA - Hiring and Evaluation of Coaches 

   JJIBB - Sportsmanship 

   JJIBC - Relations with Booster Groups (or alternative code KJA) 

 

Adopted: November 6, 2008 

 

Revised: March 3. 2016 
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HIRING AND EVALUATION OF COACHES 

 

The most essential factor in an educationally sound athletic program is a well-qualified 

coach. The coach is an important link between sports and the instructional program and 

the principles of Maine’s system of Learning Results, between sports and character 

development, and between sports in school and long-term health and fitness. It is the 

intent of the MSAD #11 Board that the school district provide quality coaching in its 

athletic programs. 

 

A. The MSAD #11 Board’s View of a Well-qualified Coach 

 

 Coaching is a special kind of teaching. A coach not only teaches, refines, and 

reinforces skills, but is also a role model for the student-athletes he/she they 

coaches.  Beyond knowledge of the rules and fundamentals of his/her their sport, a 

well-qualified coach will have organizational, communication, motivational and, 

especially, teaching skills. A well-qualified coach appreciates the influence he/she 

has they have as a role model and mentor and conducts him/herself themselves 

accordingly. 

 

In addition to these fundamentals, a well-qualified coach: 

 

 1. Understands that, first and foremost, he/she is they are a teacher; 

 

 2. Is sensitive to the needs of maturing adolescents and assists in their 

physical, intellectual, social and emotional development; 

 

 3. Recognizes that students are diverse in their characteristics and 

backgrounds including, age, maturity, gender, size and culture and adjusts 

his/her their approach as appropriate; 

 

 4. Has a realistic sense of the level at which student athletes should be 

expected to perform; 

 

 5. Promotes sportsmanship, self-discipline and respect, at all times; 

 

 6. Communicates in a positive manner rather than through intimidation; 

 

 7. Encourages competitive spirit, but not a “win at all costs” attitude; 

 

 8. Provides a fair opportunity for students to participate in competition; 
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 9. Recognizes the difference between developmental sports programs and 

more intensive varsity-level sports; 

 

 10. Encourages student athletes to explore various athletic activities, both 

interscholastic and intramural, rather than to specialize in a single sport at 

an early age; 

 

 11. Recognizes the need for balance in the lives of student athletes, including 

academic, family and social needs; and 

 

 12. Adheres to the same standards of conduct with respect to students as 

classroom teachers are expected to do. 

 

B. COACHING JOB DESCRIPTIONS 

 

The Superintendent and Athletic Director will be responsible for developing job 

descriptions for coaches and others on the athletic staff (e.g., assistant coaches, 

trainers) that are consistent with the MSAD #11 Board’s view of coaching. Job 

descriptions will be approved by the MSAD #11 Board. 

 

C. HIRING AND ASSIGNMENT OF COACHES 

 

It is the intent of MSAD #11 to hire well-qualified coaches for all of its athletic 

programs. Because of the relationship between teaching and coaching, it will be 

the school district’s practice to secure coaches, to the extent practicable, from its 

teaching staff. If it is necessary to secure individuals from outside the teaching 

staff, the Superintendent shall employ only those persons deemed to have 

sufficient knowledge and experience to teach the fundamentals and rules of the 

sport, experience in working or volunteering with adolescents, and current training 

in sports first aid and cardio-pulmonary resuscitation (CPR). 

 

The MSAD #11 Board delegates the hiring of coaches to the Superintendent, who 

then informs the MSAD #11 Board of his/her their decisions.   

 

All persons hired as coaches or assistant coaches must have successfully 

completed, or within two weeks successfully complete, the UMO/MCSC Maine 

Coaching Eligibility Course or its equivalent and appropriate first aid and CPR 

training. In addition, all persons hired as high school coaches in activities 

governed by the Maine Principals’ Association must meet all coaches eligibility 

requirements established by the MPA. 

 

 

 



File:  JJIBA 

 

Page 3 of 3 

 

All persons hired as coaches for activities governed by the Maine Principals 

Association (MPA) must agree to follow the MPA Code of Ethics, Board policies, 

school district and Athletic Department administrative regulations. 

 

Consistent with the MSAD #11 Board’s policies on hiring and 

nondiscrimination/equal opportunity/affirmative action, the Superintendent will be 

responsible for developing and implementing procedures for recruiting, selecting, 

recommending and assigning coaches. No applicant will be hired as a coach or 

assistant coach without Maine Department of Education approval, including 

fingerprinting and criminal background check requirements. 

 

Hiring of coaches shall be on an annual or seasonal basis, with no expectation of 

continued employment in a coaching position. 

 

Coaches may be disciplined or terminated in accordance with MSAD #11 Board 

policies or administrative regulations. 

 

D. EVALUATION OF COACHES 

 

In an effort to maintain a well qualified coaching staff and the integrity of the 

school unit’s athletic programming, coaches will be evaluated annually. (At the 

end of the sport season they coach). 

 

The Principal and Athletic Director will be responsible for developing and 

implementing a process for evaluation of coaches.  It is expected that the process 

will include a self-appraisal component, and that the administrative and self-

appraisals will include knowledge of sports, coaching skills and techniques, 

organizational skills, attitudes, communication skills, behavior, and ethics. 

 

Cross Reference: JJI - Philosophy of Athletics 

   JJIB - Sponsorship and Evaluation of Athletic Programs 

   JJIBB - Sportsmanship 

   JJIBC - Relations with Booster Groups (or alternative code KJA) 

 

Adopted: November 6, 2008 

 

Revised: March 3, 2016 
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SPORTSMANSHIP 

 

The MSAD #11 Board believes that athletic competition should be a healthful, positive 

and safe experience for everyone involved, conducted in an environment that teaches 

values and ethics, strengthens the community, promotes competition without conflict and 

enriches the lives of athletes. Players should learn to handle winning with grace and 

losing with dignity. In order to promote core values such as discipline, fairness, 

responsibility, trustworthiness and citizenship, everyone associated with athletics, 

including players, coaches, parents and spectators, is expected to exhibit good 

sportsmanship during athletic competitions. 

 

A. Participants 

 

In exhibiting sportsmanship, student athletes are expected to: 

 

 1. Understand and follow the rules of the sport; 

 

 2. Recognize skilled performance of others, regardless of the player’s team; 

 

 3. Display respect for teammates, opponents, coaches and officials; 

 

 4. Respect the judgment of officials and accept their decisions; 

 

 5. Refrain from antics, taunting opponents and using insulting language or 

swearing; 

 

 6. Be modest when successful and gracious in defeat; and 

 

 7. Recognize that their conduct reflects on their school. 

 

B. Coaches 

 

In exhibiting sportsmanship, coaches are expected to: 

 

 1. Recognize that they are role models for students and set a good example for 

athletes and fans to follow; 

 

 2. Abide by the rules of the sport;  

 

 3. Treat all participants with respect; 
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 4. Behave with dignity and self-control; 

 

 5. Respect the judgment of officials and accept their decisions; 

 

 6. Take corrective action toward any player who intimidates or shows 

disrespect toward an official or displays unsportsmanlike behavior; and  

 

 7. Be modest when successful and gracious in defeat.  

 

C. Spectators, Including Parents, Students, and Community Members 

 

Spectators attending athletic events are expected to: 

 

 1. Realize that the main purpose of the competition is the play of the game 

and that the role of the spectator is one of support; 

 

 2. Show positive support to the teams and players for outstanding 

performances; 

 

 3. Show concern for injured players, regardless of which team they are on; 

 

 4. Refrain from angry or abusive language or actions toward any player, 

official, coach or other spectators; 

 

 5. Refrain from endangering participants or spectators by throwing objects; 

 

 6. Refrain from heckling, taunting or berating players, officials, coaches or 

other spectators; and 

 

 7. Follow all MSAD #11 Board policies and rules pertaining to conduct on school 

property, including but not limited to those pertaining to tobacco, alcohol, 

drugs and weapons. 

 

School athletic events are school activities that are part of the educational 

program. An athletic event is not a public forum. The public is invited to attend 

athletic events for the purpose of supporting the participants on both teams and the 

schools they represent. Appropriate behavior by spectators, especially adults, 

provides a positive model for students and contributes to the value and educational 

purposes of athletic activities. Negative comments and behavior by spectators are 

inconsistent with the purposes of athletic activities. School administrators and 

officials have the authority and discretion to remove any spectators who do not 

comply with rules of sportsmanship. 
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D. Penalties for Inappropriate Behavior 

 

Student athletes who engage in unsportsmanlike behavior will be subject to 

penalties described in the Maine Principals’ Association Athletic Code or, if the 

conduct constitutes a violation of MSAD #11 Board policy, school rules or the 

Student Code of Conduct and/or Student Handbook, to appropriate disciplinary 

consequences. 

 

Student spectators whose behavior constitutes a violation of MSAD #11 Board 

policy, school rules or the Student Code of Conduct will be subject to appropriate 

disciplinary consequences. 

 

Adult spectators who engage in unsportsmanlike behavior or conduct that violates 

MSAD #11 Board policy may be asked to leave the premises and may be excluded 

from future events. The administrator in charge of the event may seek the 

assistance of law enforcement authorities if necessary to ensure the safety of 

participants, coaches, officials or other spectators or to prevent damage to school 

property. 

 

E. Notice of Rules 

 

The building administrator and Athletic Director will be responsible for posting 

spectator rules at the entrance to each interscholastic competition site.  

 

Cross Reference: JJI - Philosophy of Athletics 

   JJIB - Sponsorship and Evaluation of Athletic Programs 

   JJIBA - Hiring and Evaluation of Coaches 

   JJIBC - Relations with Booster Groups (or alternative code KJA) 

 

Adopted: November 6, 2008 

 

Revised: March 3, 2016 
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RELATIONS WITH BOOSTER GROUPS 

 

MSAD #11 recognizes the role of booster groups in assisting the schools in enriching 

athletic and other extracurricular activities and enabling more students to participate in 

such activities. For the purpose of this policy, a booster group is a parent and/or 

community group that is organized for the purpose of providing resources to support the 

athletics program or an activity sponsored by the school district, and to support the school 

in recognizing student accomplishment in athletics and activities. 

 

Only those booster groups that have been approved by the MSAD #11 Board may use the 

name and or logo of MSAD #11 or its schools. The Superintendent may make 

recommendations to the MSAD #11 Board concerning the approval of groups seeking 

booster status. 

 

In order to be approved as a booster group, a group must meet the following criteria: 

 

 A. The group must be comprised of adults rather than students. Students may 

participate in an advisory capacity. 

 

 B. The group must provide details of the structure of the organization 

including its purpose and goals, the intended use of funds generated, the 

names of its officers and its bylaws; 

 

 C. The booster president or designee must make application to the building 

principal for all uses of school facilities for fund raising projects, in 

accordance with the MSAD #11 Board’s facilities use policy and 

procedures; 

 

 D. Use of school facilities by the group will comply with all policies and 

regulations established by the MSAD #11 Board and, as applicable, the 

Maine Principals Association; 

 

 E. No monies collected by booster group fund raising activities will be 

deposited directly to student athletic/activity accounts; 

 

 F. All fundraising activities must be approved in advanced by the 

Superintendent and building principal; 

 

 G. No fundraising activities will be conducted within the school during school 

hours by the group; 
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 H. All funds raised by the group must be used to achieve the stated purposes of 

the group; 

 

 I. The group must maintain bank, financial and tax exempt status separate 

from the school. The organization will provide to the MSAD #11 Board 

annually or upon request a complete set of financial records or detailed 

treasurer’s report; 

 

 J. Booster groups may not lawfully use the school’s sales tax exemption for 

purchases or sales; 

 

 K. Booster group gifts should enhance activities for both boys and girls.  The 

MSAD #11 Board will consider gender equity and budget implications 

before accepting booster group donations; 

 

 L. Any booster group plan or project that would require expansion, renovation 

or construction of school facilities or would increase maintenance costs for 

facilities shall require MSAD #11 Board approval; 

 

 M. Any booster group plan to provide awards or recognition to teams or 

individual students must be approved by the building principal and 

Superintendent before any public announcement is made; 

 

 N. Booster groups will not directly pay coaches or officials; and 

 

 O. Booster groups will not select coaches, assistant coaches or activity 

advisors or influence the selection of coaches, assistant coaches or activity 

advisors.   

 

The MSAD #11 Board reserves the right to revoke the approval of any booster group if it 

is found that the group’s operations and purposes are inconsistent with MSAD #11 Board 

policies. 

 

 

Cross Reference: EFE - Competitive Food Sales 

   JJI - Philosophy of Athletics 

 

Adopted: November 6, 2008 

 

Revised: March 3, 2016 
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DETENTION OF STUDENTS 

 

Teachers and administrators have the authority to detain students after school hours for 

infractions of classroom or school rules. Before assigning students to detention, the 

student will be informed of the reason for the detention, and the student will be given an 

opportunity to explain his/her their version of the incident. Teachers/ and administrators 

have the discretion to substitute alternative discipline in cases where they deem detention 

inappropriate. The student’s parents/ or guardians will be informed of the reason for the 

detention and requested to make arrangements for the student’s transportation following 

the detention, if necessary. The detention will not begin until the parents or guardians are 

notified, except in the case of a student who is 18 years of age or older. 

 

All students detained for disciplinary purposes will be under the direct supervision of a 

member of the professional staff or other person designated by the building administrator.  

Students in detention are expected to use the time constructively to complete school 

assignments or for other educational purposes. Students who fail to serve a scheduled 

detention may be subject to additional disciplinary measures. 

 

The Superintendent/ or their designee is authorized to develop and implement any 

administrative procedures necessary to carry out this policy. 

 

Cross Reference: JK – Student Discipline 

 

Adopted: January 8, 1976 

 

Revised: August 7, 1986; October 19, 1994; January 8, 2009; March 3, 2016 
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PHYSICAL EXAMINATIONS OF STUDENTS 

The MSAD #11 Board is aware of the relationship between student health and success 

in school. Recognizing that parents/guardians bear the major responsibility for 

attending to the health needs of their children and that the school system has an 

interest in the well-being of its students, the MSAD #11 Board adopts the following 

policy. 

A.  Physical Examinations and Screenings 

Parents/guardians shall be encouraged to have their children physically 

examined prior to entering school. Dental examinations shall also be 

encouraged. 

Vision, hearing, and scoliosis screenings will be conducted as required 

by Maine law. Parents will be notified of any suspected health problems 

identified through screening. 

School staff are encouraged to be alert to the general well-being of 

students and should refer any concerns to the building principal and/or 

the school nurse. 

 B.  Participation in Athletics 

Students who wish to participate in middle school or high school 

athletics are required to have a physical examination and medical 

approval before doing so. The physical examination must have been 

given within 90 days prior to participation. Thereafter, students 

participating in athletics must have a physical examination on a schedule 

recommended by their health care provider, but not less frequently than 

once every two calendar years. A student will not be allowed to 

participate in practice or competition without the required physical 

examination and medical approval. 

 C. Parental Consent 

Parent/guardian consent shall be required for physical examinations if 

given by the school physician or under the auspices of the school. 

Parents/guardians and eligible students (students 18 years of age or 

older) shall be notified annually and have the opportunity to opt the 
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student out of any non-emergency, invasive, physical examination or 

screening that is: 

1.  Required as a condition of attendance; 

2.  Administered by the school and scheduled by the school in 

advance; and 

3.  Not necessary to protect the immediate health and safety of the 

student, or of other students. 

For the purpose of this policy, “invasive physical examination” means any medical 

examination that involves the exposure of private body parts, or any act during such 

examination that includes incision, insertion, or injection into the body, but does not 

include a hearing, vision or scoliosis screening. 

[NOTE:   The two paragraphs immediately above reflect requirements of the No Child 

Left Behind Act; see 20 U.S.C. § 1232h(c).] 

Legal Reference:  20-A M.R.S.A. §§ 6402-A, 6451-6453 

20 U.S.C. § 1232h(c) 

Cross Reference:  JLCB - Immunization of Students 

Adopted:  January 8, 2009 

Revised: May 5, 2016 
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STUDENTS WITH HIV/AIDS 

The purpose of this policy is to establish what actions shall be taken in the event that 

this school district is made aware that a student being enrolled or attending school is 

infected with Human Immunodeficiency Virus (HIV). 

This policy has been adopted to assure that the rights and safety of all involved parties 

are preserved. 

A.  In general, the MSAD #11 Board shall provide educational opportunities 

for students infected with HIV just as it does for other students. 

B.  In the event that a public health threat is perceived by the student’s 

private physician, the Maine Center for Disease Control and Prevention 

(MeCDC) must be notified and will then conduct an evaluation. If the 

school is notified of a student infected with HIV by the 

parents/guardians and becomes concerned about the safety of that 

student, other students or staff, a similar evaluation may be requested. At 

any time that there is a concern that a particular student poses a public 

health threat to others, advice may be requested by the Superintendent 

from the MeCDC. The Superintendent may also consult on a strictly 

confidential basis with the school district’s attorney. 

C.  If the MeCDC determines that conditions exist which suggest that a 

student with a Human Immunodeficiency Virus infection is a health 

threat to the school community, the MeCDC and/or the Superintendent 

shall remove the student from the usual classroom setting until other 

arrangements can be made or until the MeCDC determines that the risks 

have abated. The health status of a student temporarily removed from the 

usual school setting in order to protect the health of the student or others 

will be re-evaluated at least quarterly by the MeCDC. 

D.  Maine law protects the confidentiality of HIV test results with certain 

statutory exceptions. Test results may not be disclosed to anyone other 

than the MeCDC without written consent of parents/guardians. Records 

containing information about HIV test results and consent forms relating 

to test results shall be kept separate from other school records. Only 

those persons given written consent by the student’s parents/guardians 

shall have access. 

E.  With written consent of the parents/guardians, the school shall designate 

an individual or team to: 
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1.  Serve as the liaison between the school and the student’s parents, 

the student’s physician and, if necessary, the MeCDC; and/or 

2.  Serve as the supervisor of the medical component of the student’s 

educational experience.  

 Any team member or individual entrusted with the knowledge of a 

student infected with HIV must, by law, keep his/her knowledge of that 

child’s status confidential and access to information shall be limited only 

to those persons authorized in writing by the student’s parents/guardians. 

F.  At the parents’/guardians’ written request, a designated team member, 

usually the school nurse, will to the extent practicable notify the 

student’s parents/guardians and/or the student’s physician in the event 

that the designated team member becomes aware that infections occur in 

the school population that may place an immunodeficient student at 

increased risk as defined by the student’s physician or MeCDC. The 

decision whether or not to remove the student from school will be made 

by the parents/guardians and the student’s physician. 

G.  Because of the inability to identify individuals who may be infected with 

HIV or other agents transmissible through blood and other body fluids, 

standard procedures shall be followed for cleaning and disinfecting all 

body fluid spills. The procedures for cleaning bodily fluid spills shall be 

reviewed annually by all school staff members. 

H.  The district will seek to provide educational programs to inform 

parents/guardians, students and staff regarding AIDS and all other 

communicable diseases even though there may not be students with 

infection currently enrolled. 

I.  In any instance where this policy requires the consent of the 

parents/guardians of an HIV-infected student, consent must be obtained 

directly from the student if the student is 18 years of age or older. 

Legal Reference:  5 MRSA § 19201 et seq. 

Cross Reference:  GBGAA - Bloodborne Pathogens 

JLCC – Communicable/Infectious Diseases 

Adopted:  April 14, 1989 
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Revised:  December 2, 1993; October 19, 1994; January 8, 2009; May 5, 2016 
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MEDICATION ADMINISTRATION ON SCHOOL FIELD TRIPS 

 

1. Any unlicensed personnel administering medications must hold documentation of 

their training in the administration of medication, including personnel 

administering medication on a field trip. 

 

2. There must be written permission from the parent/guardian providing consent to 

administer the medication in school and a written physician’s order and/or an 

appropriately labeled, original medication container. 

 

3. Either a standardized, preprinted medication label or preprinted envelope 

containing the information described below or medication in its original container 

will be used for students attending a field trip. 

 

4. When using a preprinted label or preprinted envelope, the school nurse shall 

transfer the prescribed amount of medication needed for the field trip from the 

original medication container into the approved envelope and fill in the 

appropriate information on the envelope. 

 

5. The envelope will be provided to the trained personnel for administration during 

the trip. The school nurse will provide a review of the medication and its 

administration to the trained personnel on an as needed basis. All trained 

personnel administering medication must understand what to do in an emergency. 

 

6. The medication will be transported and stored in compliance with any special 

directions for the medication and will be secured as safely as possible. 

 

7. The administration of medication on a field trip will duplicate as much as possible, 

the guidelines found in the “Guidelines for Training of Non-Licensed Personnel in 

Medication Administration.” This will include consideration of student privacy 

and cleanliness of area where medications are administered. 

 

8. Medication will be administered to the student to assure that the right student 

receives the right medication, with the right dose, at the right time, by the right 

route. The trained personnel administering the medication will double-check the 

student with the medication label and will double-check the dose. The medication 

will be given within 30 minutes either side of the prescribed time. 

 

9. In the case of school field trips, medication, and the following forms: “Request to 

Administer Medication in School” and “Medication Administration Record” will 

go with the teacher who will be responsible for administration of the medicine. 
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The medication envelope or label will contain the following information: 

 

 1. Date to be administered. 

 2. Name of the student. 

 3. Name of the medication. 

 4. Dose to be given. 

 5. Time to be given. 

 6. Physician prescribing the medication. 

 7. Special directions. 

 8. Phone number of school nurse. 

 9. Emergency directions. 

 

DATE ADOPTED:  October 29, 2001 (By the Department of Education, Board of  

Pharmacy and Board of Nursing) 

 

Reviewed: October 6, 2005; May 5, 2016 
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FIRST AID AND EMERGENCY MEDICAL CARE 

As defined in the Maine State Health Manual, first aid is “immediate and temporary 

care in the event of an accident or injury before medical care can be obtained.” 

The Superintendent/designee shall establish and implement procedures for handling 

accidents and injuries, which shall make clear the responsibilities of various school 

personnel. They shall be based upon recommendations in the Maine School Health 

Manual. The Superintendent/designee shall maintain a system for accident reporting 

and for maintaining emergency health and contact information on each student. The 

Superintendent/designee shall also designate appropriate staff members to be 

responsible for administering first aid and will provide these individuals with 

appropriate training. 

Legal Reference:  20-A MRSA § 4009 

Adopted:  January 8, 2009 

Revised: September 7, 2017 
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FIRST AID ADMINISTRATIVE PROCEDURE 

The Building Principal or his/her their designee shall be notified immediately of an injury 

to any pupil in the school building or on the school premises. 

A report of the injury and first aid given shall be made in writing, with a copy retained in 

the school files. 

If the pupil is to be sent home, the Principal/designee shall first determine if the parent or 

guardian is at home to receive the pupil. 

The pupil should not be sent home unless some responsible person in the household is 

there to receive him/her them. In case the pupil is not able to go home unassisted, the 

Principal shall require the parent to call for the child or shall provide proper supervision 

in seeing that the child is escorted safely home. 

In the case of serious injury requiring the immediate attention of a physician, the 

following procedure shall be followed: 

A.  The school nurse and school physician shall be called immediately and the 

family notified. 

B.  If the school physician in not available, the family shall be contacted and 

the pupil sent to the family physician on the instruction of the parent. 

C.  If the family physician is not available, any other physician shall be called, 

or the pupil shall be taken to the nearest hospital. 

D.  The parent shall be responsible for any fees in connection with (B) and (C) 

above. 

Legal Reference:  20-A MRSA § 4009 

Adopted:  January 8, 2009 

Revised: May 5, 2016 
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CHILD SEXUAL ABUSE PREVENTION AND RESPONSE 

 

The Maine legislature requires schools to implement a policy to address the prevention, 

response, and reporting of child sexual abuse within the school setting (20-A MRS §254, sub-

§18). The Board of MSAD 11 is committed to implementing best practices to prevent and 

respond to child sexual abuse, and to ensure that all children attend a school which is a safe and 

secure learning environment. The policy herein is consistent with 20-A MRS §4502, sub-§5-C. 

1. DEFINITIONS 

Child Sexual Abuse – All sexual engagement either through hands-on or hands-off 

activities between an adult and a child is sexual abuse. Sexual engagement between 

children can also be sexual abuse when there is a significant age difference between the 

children or if the children are very different in development, size, or other power 

differential. 

Evidence-Informed Practice or Program – Programs that use the best available 

knowledge and research to guide program design and implementation; the program has 

clearly identified intended outcomes and conducts evaluations to measure those 

outcomes. 

Qualified Instructor – An individual who has the knowledge, skills and comfort level 

necessary to professionally address child sexual abuse prevention education, aligned to 

research and best practices. A qualified instructor may be school personnel or from a 

community-based organization. 

School Personnel – Any individual required to be certified, authorized, or approved by 

the Department of Education under Chapter 501 or 502 of Title 20-A. 

 

2. PROCEDURES FOR REPORTING SUSPECTED OR DISCLOSED CHILD 

SEXUAL ABUSE 

School personnel receiving a report of or suspecting child sexual abuse, including but not 

limited to school faculty, staff, coaches, and advisors for extracurricular and co-curricular 

activities, are required to either report directly to Department of Health and Human 

Services (DHHS) or to confirm in writing that a report was made on their behalf by a 

school’s designated reporter, pursuant to 22 MRS §4012 Reporting Procedures (Policy 

JLF – Reporting Child Abuse and Neglect).  

School volunteers who are aware of incidents or suspect child sexual abuse must report to 

school personnel designated in the MSAD 11 Policy JLF or directly to DHHS as noted 

above. 

Any individuals associated with the school who are not mandated reporters, but who 

know of or suspect child sexual abuse are encouraged to make a report directly to DHHS. 
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Individuals suspecting or knowing of child sexual abuse should not ask additional 

questions or engage in interviewing techniques with the child, and should limit written 

documentation to the information required by 22 MRS §4012. Training for unbiased 

documentation methods is recommended. 

Acts of reprisal or retaliation against any person who reports an incident of child sexual 

abuse are prohibited. 

3. CHILD SEXUAL ABUSE AWARENESS AND PREVENTION EDUCATION FOR 

SCHOOL PERSONNEL 

Child sexual abuse awareness and prevention education for all MSAD 11 personnel shall 

be: 

1. Required for all school personnel; 

2. Delivered by a qualified instructor; 

3. A minimum of one hour; 

4. Evidence-informed; 

5. Completed within 6 months of hire; and 

6. Updated every four years pursuant to 22 MRS §4011-A, sub-§9. 

The training will: 

1. Increase awareness of developmentally appropriate and inappropriate sexual 

behaviors in children;  

2. Increase ability to identify indicators of sexual abuse, including physical and 

psychosocial indicators on a spectrum (including lower to higher probability); and 

3. Increase ability to effectively respond to sexual behavior or disclosures or suspicions 

of child sexual abuse. 

 

4. CHILD SEXUAL ABUSE PREVENTION EDUCATION PRE-K THROUGH 

GRADE 5 

 

Age-appropriate child sexual abuse prevention education curriculum programs shall be: 

1. Delivered by qualified instructors; 

2. Part of the written comprehensive school health education curriculum; 

3. Aligned to the Maine Learning Results Health Education Standards for grades Pre-K 

through 5 (Pursuant to 20-A MRS §6209); and 

4. Follow an appropriate scope and sequence. 

 

The classroom curriculum will be consistent with evidence-informed, age appropriate 

child sexual abuse prevention education for students, and include: 

1. Age-appropriate education regarding physical and personal boundaries, including 

biologically accurate body terminology; 

2. Helps children identify unsafe or uncomfortable situations including a range of 

feelings, touches or violations of physical boundaries; 

3. Helps children identify safe adults with whom they could discuss unsafe or 

uncomfortable situations; and  
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4. Helps children identify and develop skills to support a friend who may be 

experiencing unsafe or uncomfortable situations. 

 

5. RESOURCES AND SERVICES 

 

Service providers related to local and statewide child sexual abuse and sexual assault can 

be found at: 

1. The Maine Department of Health and Human Services; and 

2. The Maine Coalition Against Sexual Assault (wwwmecasa.org; statewide sexual 

assault support line: 1-800-871-7741). 

 

Prevention education resources related to child sexual abuse can be found at: 

1. The Maine Department of Education Health Education website 

(www.maine.gov/doe/healthed/areas/index.html); and 

2. The Maine Coalition Against Sexual Assault (www.mecasa.org). 

 

Resources related to mandatory reporting of child sexual abuse can be found at the Maine 

Department of Health and Human Services Office of Child and Family Services 

(Http://www.maine.gov/dhhs/ocfs/mandated-reporters.shtml). 

 

Legal Reference: 20-A MRSA §§254(18), 4502(5-C) 

   22 MRSA § 4011-A 

   20-A MRSA §§ 5051-A(1)(C); 5051-A(2)(C) 

   20 USC § 1232g, Family Educational Rights and Privacy Act 

   

 

Cross Reference: ACAA – Harassment and Sexual Harassment of Students 

   JLF – Reporting Child Abuse and Neglect 

   JLF-E – Suspected Child Abuse and Neglect Report Form 

   JLF-R – Reporting Child Abuse and Neglect Administrative Procedure 

 

Adopted: February 7, 2019 

 

 

 

http://www.maine.gov/doe/healthed/areas/index.html
http://www.mecasa.org/
http://www.maine.gov/dhhs/ocfs/mandated-reporters.shtml
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REINTEGRATION OF STUDENTS FROM JUVENILE 

CORRECTIONAL FACILITIES 

Maine law requires the establishment of a reintegration team to assist a student entering a 

public school from a juvenile correctional facility. The MSAD #11 Board recognizes the 

need for advance planning and appropriate confidentiality in these circumstances. 

The Superintendent shall be responsible for determining whether a student will be 

accepted or denied access to school based on compliance with the juvenile’s 

rehabilitation plan as it affects reintegration. Access may be denied until the 

Superintendent is satisfied that conditions have been met. 

The school district will comply with reintegration standards established by the Maine 

Department of Education. The Superintendent will be responsible for overseeing the 

transition of students from juvenile correctional facilities based on the following 

guidelines. 

A.  Within ten days of receiving information from the Department of 

Corrections concerning the release of the juvenile offender, the 

Superintendent shall establish and convene a meeting of a reintegration 

team to review information received from the Department of Corrections, 

evaluate the student’s individual educational needs, and determine what 

additional information may be relevant. 

B.  The reintegration team shall include the Director of Special Services and at 

a minimum the principal/designee of the school to which the student will be 

admitted, at least one classroom teacher to which the student will be 

assigned or who is involved in the school’s student assistance team, the 

student’s parent/guardian/custodian, and a guidance counselor. The 

student’s juvenile correctional officer or other representative from the 

Department of Corrections may be invited to attend. 

C.  The reintegration team will determine, on the basis of need, which school 

employees should be given information that would otherwise be considered 

confidential. The nature and extent of information provided should be 

limited to that needed to implement the student’s reintegration plan and 

ensure the health and safety of the student, the safety of the school’s 

students and staff, and the integrity of school property. 

D.  The Superintendent/designee will be responsible for ensuring that 

confidentiality training, including a review of the school district’s policy 

and administrative procedures pertinent to records from the juvenile 

criminal justice system, including the juvenile correctional facility, and to 
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all student educational records under the Family Education Records and 

Privacy Act (FERPA), is provided to all school employees who have access 

to this information. 

E.  Before the student enters school, at least one additional meeting of the 

reintegration team should be held to develop an individualized plan for the 

student’s reintegration based on the student’s educational needs and the 

options available within the school system. This meeting should include the 

student as well as the members of the reintegration team. The reintegration 

plan will address the student’s educational program, participation in 

activities (including co-curricular and extracurricular activities), and access 

to school facilities (including transportation). 

F.  Placement in grade, class, and/or school programs will be based on the 

student’s abilities and academic achievement demonstrated in prior 

educational settings, including the student’s stay at the juvenile correctional 

facility. The principal will be responsible for evaluating the student’s 

transcript and portfolio from the juvenile correctional facility to assess 

progress toward meeting the content standards of the Learning Results.  

The principal may require the student to participate in additional tests or 

other demonstrations of skill or knowledge for the purpose of determining 

appropriate placement. 

G.  The Superintendent/designee will be responsible for developing and 

implementing a process for monitoring and reporting a student’s progress 

and compliance with the reintegration plan and for modifying the plan as 

needed. 

H. A student who violates MSAD #11 Board policy or school rules will be 

subject to the disciplinary consequences described in policy, administrative 

procedures, and/or the student handbook/student code of conduct. 

I.  The Superintendent/designee shall make any reports that may be required 

by the Department of Education concerning numbers of students entering 

the local school unit from juvenile correctional facilities. 

Legal Reference:  20-A M.R.S.A. §§ 254(12), 1055(12), 2902(10), 4502(5)(O), 

6001-B(1), 6001-B(2), 6001-B(3-A) 

15 M.R.S.A. § 3009 

[NOTE: 15 M.R.S.A. § 3308(7)(E) provides that when a juvenile has been charged with 

or adjudicated of a juvenile offense that involves the use or threatened use of physical 

force against a person, the District Attorney in the district where the charges were 
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brought will provide certain information to the Superintendent (or designee) of the 

juvenile’s school. 

This information is limited to: 

1.  The name of the juvenile; 

2.  The nature of the alleged offense or offense; 

3.  The date of the alleged offense or offense; 

4.  The date of the petition (date charged); 

5.  The date of the adjudication, if applicable; and 

6.  The location of the court where the case was brought, if applicable. 

By law, this information is not to become part of the student’s educational record. 

Adopted:  January 8, 2009 

Revised: May 5, 2016 
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SUSPECTED CHILD ABUSE/NEGLECT REPORT FORM 

 

Any employee of MSAD 11 who suspects that a child has been or is likely to be abused or 

neglected (the “notifying person”) must immediately notify the building principal using this 

form.  The purpose of this form is to document your reporting and to facilitate confirmation 

to you that the building principal or other designated agent has made your report to the 

Department of Health and Human Services (DHHS) or, as appropriate to the District 

Attorney.   

 

If you have not received written confirmation within 24 hours of submitting this form to the 

building principal, you must make your own report to DHHS or, if appropriate, to the DA. 

 

This form is for school use only. It is not to be sent to DHHS. 

 

1) Name/title/telephone number and email address of notifying person (person who 

 originally has the information and is required to report it): 

 ____________________________________________________________________ 

 ____________________________________________________________________ 

 

2) Date and time of notifying person’s report:  _________________________________ 

 

3) Name/title of school principal /designated agent first report made to:   

 ____________________________________________________________________ 

 

4) Did notifying person contact DHHS independently:  _____ Yes  _____ No 

 

5) Name of student who is subject of report:  ___________________________________ 

 Birthdate:  __________________   Sex:  _____________   Grade:  _______________ 

 Known history of abuse/neglect?  __________________________________________ 

 Parent/Guardian Name(s):  _______________________________________________ 

 Address:  ____________________________________________________________ 

 Home and work telephone numbers:  _______________________________________ 

 Name(s) of other children in the home:   _____________________________________ 

 ____________________________________________________________________ 

 

 ____________________________________________________________________ 

 

 ____________________________________________________________________ 
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6) Statements or indicators leading to the suspicion of abuse/neglect (include all known 

information, including date, time and location, name of alleged abuser, and relationship 

 to student):  

____________________________________________________________________ 

 ____________________________________________________________________ 

 ____________________________________________________________________ 

 ____________________________________________________________________ 

 ____________________________________________________________________ 

 ____________________________________________________________________  

 ____________________________________________________________________ 

 ____________________________________________________________________ 

 

7) List any photographs taken or other materials collected related to the report:  _______ 

 ____________________________________________________________________ 

 ______________________________________________________________________

__________________________________________________________________ 

 ____________________________________________________________________ 

 ____________________________________________________________________ 

 

8) Actions taken by school personnel (list date, time and personnel involved): 

 

 ____________________________________________________________________ 

 ____________________________________________________________________ 

 ____________________________________________________________________ 

 ____________________________________________________________________ 

 ____________________________________________________________________ 

 ______________________________________________________________________

__________________________________________________________________ 
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CONFIRMATION OF REPORT 

 

(Used for confirming principal or designated agent’s report to authorities) 

 

 Name of principal or designated agent: _____________________________________ 

 Agency contacted by telephone:  __________________________________________ 

 Name and title of agency contact:  _________________________________________ 

 Date and time of telephone report: _________________________________________ 

 Copy of report form sent (include date and addressee):  _________________________ 

 ______________________________________________________________________

__________________________________________________________________ 

 

 _____________________________   __________________ 

 Principal/Designated Agent Signature   Date and Time 

 

 

EMPLOYEE’S ACKNOWLEDGEMENT OF RECEIPT OF CONFIRMATION 

(To be returned to principal or designated agent) 

 

I have received confirmation that my report has been made to DHHS or the DA by the 

Principal or other Designated Agent. 

 

______________________________________  __________________ 

Notifying Person/Original Reporter’s Signature  Date and Time 

(Employee’s Signature) 

 

 

 

Revised:  April 5, 2018          
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REPORTING CHILD ABUSE AND NEGLECT- 

ADMINISTRATIVE PROCEDURE 

 

This procedure implements the Board’s policy JLF – Reporting Suspected Child Abuse and 

Neglect.  It summarizes the steps to be taken when a school employee suspects that a child has 

been or is likely to be abused or neglected. 

 

The “notifying person” refers to any employee of the school district who has the information that 

gives rise to the suspicion that a child has been or is likely to be abused or neglected and is 

required by law or Board policy to report it.  

 

A. The notifying person should immediately notify the building principal or other designated 

agent of the suspected abuse or neglect. The person may notify the Department of Health 

and Human Services (DHHS) directly, or if appropriate, the District Attorney (DA). 

 

B. The building administrator or designated agent should immediately notify the 

Superintendent. The building administrator/designated agent or Superintendent should 

immediately make a report by telephone to DHHS, and if requested by DHHS, should 

provide a written report of the suspected abuse or neglect to DHHS within 48 hours. If 

the person suspected of abuse or neglect is not the parent, guardian or other custodian of 

the child, the building administrator or Superintendent shall also make a report to the DA.  

 

C. The building administrator/designated agent or Superintendent should send a written 

confirmation containing the name of the person reporting, the date and time of the report 

and a summary of the information to the notifying person. 

 

D. The notifying person should acknowledge in writing that he/she has they have received 

the confirmation that the report has been made by the principal or designated agent. 

 

E. The confirmation and acknowledgement should be retained in the school’s records. 

 

F. If the notifying person has not received written confirmation within 24 hours of making 

his/her their report to the building administrator or designated agent has caused a report 

to be made to DHHS and, if appropriate, the DA, the notifying person shall immediately 

make a report to DHHS and, if appropriate, the DA.   

 

Cross Reference: JLF – Reporting Suspected Child Abuse and Neglect  

 JLF-E – Suspected Child Abuse Neglect Report Form    

 

Adopted: January 7, 2016 

 

Revised: April 5, 2018 
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STUDENT DISMISSAL PRECAUTIONS 

The MSAD #11 School Board seeks to safeguard students by requiring procedures for 

excusing students from attendance at school. The building principal is directed to 

develop and implement administrative procedures for dismissing students, subject to 

the approval of the Superintendent. 

Students will be released only to parents, legal guardians, and other persons 

specifically authorized in writing by parents/legal guardians to pick up the student. If 

the building principal/designee has reason to question the authenticity of any written 

or verbal communication regarding the release of a student, the parents/guardians 

shall be contacted for confirmation. The building principal/designee has the authority 

to deny the release of students to unauthorized or unknown persons. Students who 

drive to school must present a note from a parent/guardian authorizing them to leave 

school at any time during the school day and must sign out at the school office. 

Students over 18 must provide a written reason for leaving school and must sign out at 

the school office. 

A custodial parent/guardian who wishes the school to comply with provisions of a 

court order to restrict access to a child is responsible for providing a certified copy of 

such order to the school. 

In addition, administrative procedures concerning student dismissal shall incorporate 

the following components: 

A.  A procedure for dismissing students in the event of an emergency during 

the school day; 

B.  A procedure for dismissing students for illness and other reasons prior to 

the end of the school day; and 

C.  A procedure for confirming the identity of parents/guardians and others 

authorized to pick up students prior to releasing students. 

Cross Reference:  EBCA – Comprehensive Emergency Management Plan 

JEA – Compulsory Attendance Ages 

KI – Visitors to the Schools 

Adopted:  January 8, 2009 

Revised: September 7, 2017 
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EMPLOYMENT OF STUDENTS 

The MSAD 11 Board believes there is a need for balance between work and school to 

enhance the development of young people. The MSAD #11 Board directs school staff 

to work closely with parents, businesses and employers to guide students toward that 

end. 

The MSAD 11 Board recognizes that Maine statutes restrict the work hours for 

students enrolled in school who are under age 16, and, to a lesser extent, for students 

who are 16 and 17. The law authorizes the Superintendent/designee to issue work 

permits to minors under 16 under certain conditions, including that he/she they be 

enrolled in school, not habitually truant, not under suspension, and currently passing a 

majority of courses. Permits may be revoked by the Superintendent if these conditions 

are not maintained. 

Legal Reference:  26 MRSA §§ 664, 702, 704, 771, 773-A-775 

Adopted:  November 1997 

Revised:  January 8, 2009; September 7, 2019 
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STUDENT EDUCATION RECORDS AND INFORMATION 

MSAD #11 shall comply with the Family Educational Rights and Privacy Act (“FERPA”) and 

all other federal and state laws and regulations concerning confidentiality and maintenance of 

student records and information. 

A.  Directory Information 

MSAD #11 designates the following student information as directory information: 

name, participation and grade level of students in recognized activities and sports, 

height and weight of student athletes, dates of attendance in the school unit, 

honors and awards received, and photographs and videos of student participation 

in school activities open to the public (except photographs and videos on the 

Internet). The RSU MSAD #11 may disclose directory information if it has 

provided notice to parents (and eligible students over 18) and has not received 

timely written notice refusing permission to designate such information as 

directory information. 

B. Military Recruiters/Higher Education Access to Information 

Under federal law, military recruiters and institutions of higher education are 

entitled to receive the names, addresses, and telephone numbers of secondary 

students and MSAD #11 must comply with any such request, provided that 

parents have been notified of their right to request that this information not be 

released without their prior written consent. 

C.  Health or Safety Emergencies 

As permitted by FERPA, MSAD #11 may disclose personally identifiable 

information from a student’s educational record to appropriate parties, including 

parents of an eligible student, if taking into account the totality of the 

circumstances, it determines that there is an articulable and significant threat to 

the health or safety of the student or other individuals and that knowledge of the 

information is necessary to protect the health or safety of the student or other 

individuals. In the event of disclosure, MSAD #11 will record the articulable and 

significant threat that formed the basis for the disclosure and the parties to whom 

MSAD #11 has disclosed and maintain such record with the student’s educational 

record. 

D.  Information on the Internet 

Under Maine law, MSAD #11 shall not publish on the Internet any information 

that identifies a student, including but not limited to the student’s full name, 

photograph, personal biography, email address, home address, date of birth, social 

security number, and parents’ names, without written parental consent. 

E.  Transfer of Student Records 
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As required by Maine law, the MSAD #11 sends student education records to a 

school unit to which a student applies for transfer, including disciplinary records, 

attendance records, special education records and health records (except for 

confidential health records for which consent for dissemination has not been 

obtained). 

F.  Designation of Law Enforcement Unit 

School units may disclose student education records without parental consent to 

personnel of its law enforcement unit, provided that they have been designated as 

school officials with legitimate educational interests for the purpose of 

compliance with FERPA. 

The MSAD #11 Board hereby designates the Gardiner Police Department, 

Kennebec County Sheriff’s Department and the Maine State Police as the MSAD 

#11’s law enforcement units for the purpose of disclosure of student education 

records under FERPA. 

G.  Administrative Procedures and Notices 

The Superintendent is responsible for developing and implementing any 

administrative procedures and parent notices necessary to comply with the 

applicable laws and regulations concerning student education records and 

information. Notices shall be distributed annually to parents and eligible students 

concerning their rights under these laws and regulations. A copy of this policy 

shall be posted in each school. 

Legal Reference:  20 USC § 1232g; 34 CFR Part 99 as amended 

20 U.S. C. § 7908 

20-A MRSA §§ 6001, 6001-B 

Maine Department of Education Rules, Chapters 101 and 125 

Cross Reference:  JRA-E - Annual Notice of Student Education Records and 

Information Rights 

JRA-R - Student Education Records and Information Administrative 

Procedure 

ILD - Student Surveys and Marketing Information 

Adopted:  April 2, 1987 

Revised:  May 2, 1991; November 3, 1994; November 7, 1996; November 4, 2004; January 

8, 2009, December 3, 2009; September 7, 2017  
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MSAD #11 

150 Highland Avenue 

Gardiner, ME 04345 

ANNUAL NOTICE OF STUDENT EDUCATION RECORDS AND INFORMATION 

RIGHTS 

The Family Educational Rights and Privacy Act (“FERPA”) provides certain rights to parents 

and eligible students (18 years of age or older) with respect to the student’s education records. 

A.  Inspection of Records 

Parents/eligible students may inspect and review the student’s education records within 

45 days of making a request. Such requests must be submitted to the Superintendent or 

building administrator in writing and must identify the record(s) to be inspected. The 

Superintendent or building administrator will notify the parent/eligible student of the 

time and place where the record(s) may be inspected in the presence of school staff. 

Parents/eligible students may obtain copies of education records at a cost of $.25 per 

page. 

B.  Amendment of Records 

Parents/eligible students may ask MSAD #11 to amend education records they believe 

are inaccurate, misleading or in violation of the student’s right to privacy. Such requests 

must be submitted to the Superintendent or building administrator in writing, clearly 

identify the part of the record they want changed, and specify why it is inaccurate or 

misleading. If the Superintendent or building administrator decides not to amend the 

record as requested, the parent/eligible student will be notified of the decision, their right 

to request a hearing and information about the hearing process. 

C.  Disclosure of Records 

MSAD #11 must obtain a parent/eligible student’s written consent prior to disclosure of 

personally identifiable information in education records except in circumstances 

permitted by law or regulations as summarized below. 

1.  Directory Information 

MSAD #11 designates the following student information as directory information 

that may be made public at its discretion: the student’s name, participation and 

grade level of students in officially recognized activities and sports, height and 

weight of student athletes, dates of attendance in MSAD #11, honors and awards 

received, and photographs and videos relating to student participation in school 

activities open to the public (except photographs and videos on the Internet). 

Parents/eligible students who do not want MSAD #11 to disclose directory 

information must notify the Superintendent in writing by September 15th or 
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within thirty (30) days of enrollment, whichever is later. This opt-out request will 

remain in effect unless and until it is rescinded. 

2.  Military Recruiters/Institutions of Higher Education 

Military recruiters and institutions of higher education are entitled to receive the 

names, addresses and telephone numbers of secondary students and MSAD #11 

must comply with any such request, provided that parents have been notified of 

their right to request that this information not be released without their prior 

written consent. Parents/eligible students who do not want MSAD #11 to disclose 

this information without their prior written consent must notify the Superintendent 

in writing by September 15th or within thirty (30) days of enrollment, whichever 

is later. 

3. School Officials with Legitimate Educational Interests 

Education records may be disclosed to school officials with a “legitimate 

educational interest.” A school official has a legitimate educational interest if 

he/she they needs to review an education record in order to fulfill his/her their 

professional responsibility. School officials include persons employed by MSAD 

#11 as an administrator, supervisor, instructor or support staff member (including 

health or medical staff and law enforcement unit personnel); members of the 

MSAD #11 School Board of Education; persons or companies with whom MSAD 

#11 has contracted to provide specific services (such as attorneys, auditors, 

medical consultants, evaluators or therapists); or parents or students and 

volunteers serving on an official committee (such as a disciplinary or grievance 

committee) or assisting a school official in performing his/her their professional 

responsibilities. 

4.  Health or Safety Emergencies 

In accordance with federal regulations, MSAD #11 may disclose education 

records in a health or safety emergency to any person whose knowledge of the 

information is necessary to protect the health or safety of the student or other 

individuals without prior written consent. 

5.  Other School Units 

As required by Maine law, MSAD #11 sends student education records to a 

school unit to which a student applies to transfer, including disciplinary records, 

attendance records, special education records and health records (except for 

confidential health records for which consent for dissemination has not been 

obtained). 

6.  Other Entities/Individuals 
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Education records may be disclosed to other entities and individuals as 

specifically permitted by law. Parents/eligible students may obtain information 

about other exceptions to the written consent requirement by request to the 

Superintendent or building administrator. 

D.  Complaints Regarding School Department Compliance with FERPA 

Parents/eligible students who believe MSAD #11 has not complied with the 

requirements of FERPA have the right to file a complaint with the U.S. 

Department of Education. The office that administers FERPA is: 

Family Policy Compliance Office 

U.S. Department of Education 

400 Maryland Avenue, SW 

Washington, DC 20202 

Legal Reference: 20 U.S.C. § 7908 

   34 C.F.R. § 99.7 

   20-A M.R.S.A. § 6001 

Adopted:  December 3, 2009 

Revised: September 7, 2017 
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STUDENT EDUCATION RECORDS AND INFORMATION ADMINISTRATIVE 

PROCEDURE 

This administrative procedure is intended to assist administrators and school staff in complying 

with the requirements of federal and state statutes and regulations concerning student education 

records and information, including special education requirements. 

A.  Definitions 

The following definitions apply to terms used in this procedure. 

1.  “Act” means the federal Family Educational Rights and Privacy Act (20 U.S.C. 

§1232g). 

2. “Directory information” means the following information contained in an education 

record of a student: name, participation and grade level of students in officially 

recognized activities and sports, height and weight of student athletes, dates of 

attendance in the school unit, honors and awards received and photographs and 

videos relating to student participation in school activities open to the public (except 

photographs and videos on the Internet). 

3.  “Eligible student” means a student who has attained 18 years of age who has not 

been judged by a court of competent jurisdiction to be so severely impaired that the 

student is unable to make decisions or exercise judgment on his/her their own behalf. 

When a student attains the age of 18, all rights accorded to parents concerning education 

records transfer to the eligible student.  

4.  “Parent” means a parent, regardless of divorce or separation, a legal guardian, or an 

individual acting as a parent or guardian, provided that there shall be as long as there is a 

presumption that a parent has the authority to exercise the rights governing such matters 

as divorce, separation or custody, or a legally binding instrument that specifically 

revokes such rights. 

5.  “Education record” means information or data that directly relates to a student and is 

maintained by the school unit in any medium, including but not limited to 

handwriting, print, e-mail or other computer media, video or audio tape, microfilm and 

microfiche. Records of instructional, supervisory and administrative personnel and 

personnel who support these individuals, which are in the sole possession of the maker 

thereof and which are not accessible or revealed to any other person except a temporary 

substitute for the person who made the record are excluded from this definition.  

6.  “Student” includes any individual with respect to whom MSAD #11 maintains education 

records. 
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B.  Annual Notification of Rights 

Parents and eligible students shall be provided with notice of their rights under FERPA and other 

applicable federal and state laws and regulations concerning education records at the beginning 

of each school year or upon enrollment if a student enrolls after the start of the school year. 

MSAD #11 may provide notice through any of the following means: 

1.  Mailing to students’ home; 

2.  Distribution to students to take home; 

3.  Publication in student handbooks; or 

4.  Publication in newsletters or other materials distributed to each parent/ 

            eligible student. 

C.  Access to Policy and Administrative Procedure 

MSAD #11’s policy on Student Education Records and Information shall be posted in each 

school. In addition, school administrators shall provide copies of this administrative procedure to 

parents/eligible students upon request or when a request to inspect or amend records is made. 

D.  Inspection and Review of Education Records 

Parents/eligible students may review and inspect their educational records by the following 

procedure: 

1.  The parent/eligible student must make a written request to the Superintendent or 

building administrator to review the records. 

2.  The Superintendent or building administrator will comply with the request without 

unnecessary delay and in a reasonable period of time, but in no case more than 45 

days after it received the request, and will comply before any IEP Team meeting 

regarding an Individualized Education Program or any due process hearing relating 

to the identification, evaluation or placement of the student. 

3.  The Superintendent or building administrator may deny a request for access to or 

copies of the student’s education records if there is reasonable doubt as to the legality 

of the parent-child relationship. Access will be withheld until a determination of legal 

right to access can be established. 

4.  All records shall be reviewed in the presence of a school official. 

Parents/eligible students may also request to review the following: 

1.  MSAD #11’s list of types and locations of education records and titles of officials 

responsible for the records. 
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2.  MSAD #11’s records of disclosures of personally identifiable information  

(see Section F). 

E.  Requests to Amend Education Records 

Parents/eligible students may ask MSAD #11 to amend education records they believe are 

inaccurate, misleading or in violation of the student’s privacy rights as follows: 

1.  The parent/eligible student must make a written request to the Superintendent or building 

administrator to amend the education record. The request must clearly identify the part of 

the record they want changed, and specify why it is inaccurate or misleading. 

2.  The Superintendent or building administrator shall, within a reasonable period of 

time after receipt of the request, either amend the record in accordance with the request 

or inform the parent/eligible student of  MSAD #11’s refusal to amend the 

record and inform the parent/eligible student of their right to request a hearing. 

3.  If the parent/eligible student requests a hearing, it shall be held within a reasonable 

period of time from MSAD #11’s receipt of the written request. The parent/eligible 

student shall be given advance notice of the date, place and time of the hearing. The 

Superintendent shall designate an individual to conduct the hearing. This individual may 

be an employee of MSAD #11 so long as he/she does they do not have a direct interest 

in the outcome of the hearing. The parent/eligible student shall be afforded a full and fair 

opportunity to present evidence relevant to the issues raised and may be assisted or 

represented by individuals of his/her their choice at his/her their own expense, including 

an attorney. 

4.  MSAD #11 shall make its decision in writing within a reasonable period of time. The 

decision of the school shall include a summary of the evidence and the reasons for the 

decision. 

5.  If, as a result of the hearing, MSAD #11 decides that the information is inaccurate, 

misleading or otherwise in violation of the privacy rights of the student, it shall 

amend the education records of the student accordingly and so inform the parent/ 

eligible student in writing. 

6.  If, as a result of the hearing, MSAD #11 decides that the information is not inaccurate, 

misleading or otherwise in violation of the privacy rights of the student, it shall inform 

the parent/eligible student of their right to include a statement in the student’s education 

record about the contested information and/or setting forth any reasons for disagreeing 

with the decision of MSAD #11. 

7.  Any statement placed in the student’s education record under the preceding paragraph 

shall be maintained as long as the record or contested portion is maintained by 
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MSAD #11. If the education records of the student or the contested portion is disclosed 

by the district to any party, the explanation shall also be disclosed. 

F.  Disclosure of Education Records 

All disclosures of education records will be made in compliance with federal and state statutes 

and regulations. MSAD #11 will maintain a record of disclosures of personally identifiable 

information from the education records of a student. Such records do not include disclosures to 

the parents/eligible student, disclosures made pursuant to written consent of the parents/eligible 

student, disclosures to school officials or disclosures of directory information. MSAD #11 will 

not disclose any personally identifiable information from the education records of a student 

without the prior written consent of the parent/eligible student.  The written consent shall include 

a specification of the records which may be disclosed, the purpose(s) of the disclosure(s), and the 

identity of the party or parties to whom the disclosure(s) may be made. 

There are several exceptions to the requirement to obtain prior written consent before disclosing 

education records as follows: 

 1.  Directory Information. MSAD #11 may make directory information (as 

described in Section A) public at its discretion unless a parent/eligible student 

has notified the Superintendent in writing by September 15th or within thirty (30) 

days of enrollment, whichever is later. 

MSAD #11 may disclose directory information about former students without 

the consent of the parent/eligible student. 

 2.  Military Recruiters/Institutions of Higher Education. Military recruiters and 

institutions of higher education are entitled to receive the names, addresses and 

telephone numbers of secondary students and MSAD #11 must comply with any 

such request, provided that parents have been notified of their right to request that 

this information not be released without their prior written consent. 

Parents/eligible students who do not want MSAD #11 to disclose this 

information must notify the Superintendent in writing by September 15th or 

within thirty (30) days of enrollment, whichever is later. 

 3.  School Officials with Legitimate Educational Interests. Education records may 

be disclosed to school officials with a “legitimate educational interest.” A school 

official has a legitimate educational interest if he/she they needs to review an 

education record in order to fulfill his/her their professional responsibility. School 

officials include persons employed by MSAD #11 as an administrator, 

supervisor, instructor or support staff member (including health or medical staff 

and the school unit’s designated law enforcement unit personnel, if any); 

members of MSAD #11 School the Board; persons or companies with whom 

MSAD #11 has contracted to provide specific services (such as attorneys, 

auditors, medical consultants, evaluators or therapists); and parents or students, or 
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volunteers serving on an official committee (such as a disciplinary or grievance 

committee) or assisting a school official in performing his/her their professional 

responsibilities.  

 4.  Other School Units. Under Maine law (20-A MRSA § 6001-B), MSAD #11 is 

required to send a student’s education records to a school unit to which a student 

applies for transfer, including disciplinary records, attendance records, special 

education records and health records. Consent is not required for the transfer of 

these records, except for confidential health records. 

  At the request of the Superintendent of the school unit where a student seeks 

admission, the student’s current or former school administrators shall provide, in 

a timely fashion, an oral or written report to the Superintendent indicating 

whether the student has been expelled or suspended or is the subject of an 

expulsion or suspension proceeding. 

 5. Health or Safety Emergency. In accordance with federal regulations, RSU 

MSAD #11 may disclose education records in a health or safety emergency to any 

person whose knowledge of the information is necessary to protect the health or 

safety of the student or other individuals, without prior written consent. 

 6.  Other Entities/Individuals. Education records may be disclosed to other 

governmental entities and individuals as specifically permitted by FERPA and the 

accompanying regulations. 

 7.  Information on the Internet. Under Maine law (20-A MRSA § 6001), MSAD 
#11 shall not publish on the Internet any information that identifies a student, 

including but not limited to the student’s full name, photograph, personal 

biography, e-mail address, home address, date of birth, social security number and 

parents’ names, without written parental consent. 

G.  Waiver of Confidentiality Rights 

A parent/eligible student may waive any of his/her their rights regarding confidentiality of 

education records, but any such waiver must be in writing and signed by the parent/eligible 

student. The school may not require that a parent/eligible student waive his or her their rights. 

Any waiver may be revoked, but such revocation shall not apply to any actions taken the MSAD 
#11 prior to the revocation being received. If a parent executes a waiver, that waiver may be 

revoked by the student any time after he/she they becomes an eligible student. 

H.  Fees for Copying Records 

There shall be no charge to search for or retrieve education records of a student. MSAD #11 

shall provide copies of education records to parents/eligible students upon request. The cost of 

producing copies of the record to a parents/eligible student will be twenty-five cents ($.25 per 

page copied, plus postage). Parents/eligible students who are unable to pay such fees will not be 
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denied access to education records. This fee, however, will not prohibit a parent/eligible student 

the opportunity to access records if they are unable to pay for copies. 

I.  Maintenance and Destruction of Education Records 

MSAD #11 shall maintain accurate and up-to-date education records as required by federal and 

state statutes and regulations. 

1.  Records shall be maintained by personnel who are knowledgeable about the applicable 

confidentiality. All records shall be safeguarded from unauthorized access. Student 

records must be kept in fireproof storage at the school or a duplicate set must be kept off-

site. 

2.  The high school transcripts of former students shall be kept in perpetuity by MSAD #11. 

A permanent record of a special education student’s name, address, phone number, 

grades, attendance record, classes attended, and grade and year completed shall be 

maintained without time limitations. All other records will be maintained in accordance 

with Maine State Rules for Disposition of Local Governmental Records (Schedule L). 

3. MSAD #11 shall not destroy any education record if there is any outstanding request to 

inspect or review such records. 

4.  Records of access to education records shall be retained as long as the records 

themselves. 

5.  MSAD #11 shall inform parents of students with disabilities when education records are 

no longer needed to provide educational services to the student or to demonstrate that the 

school has provided the student with a free appropriate public education as required by 

law. At that point, the records may be turned over to a parents/eligible student upon their 

request, or destroyed in accordance with the parent’s request or district procedures. 

J.  Complaints 

The United States Department of Education maintains an office that handles complaints about 

alleged violations of FERPA by local school units. Complaints regarding violations of rights 

accorded parents/eligible students may be submitted in writing to: 

Family Policy Compliance Office 

Department of Education 

400 Maryland Avenue, S.W. 

Washington, D.C. 20202 

Legal Reference: 20 U.S.C. § 1232g; 34 C.F.R. Part 99 (as amended) 

20 U.S. C. § 7908 

20-A M.R.S.A. § 6001, 6001-B 
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Maine Department of Education Rules, Chapters 101 and 125 

Maine State Archives, Rules for Disposition of Local Governmental Records 

Adopted:  January 8, 2009 

Revised:  December 3, 2009; September 7, 2017 

 



MSAD #11 ENROLLMENT - October 2022December 22,2022
LER Principal - Karen Moody RVCS Principal - Victoria DuGuay

PK Duquette, A. AM 14 3 McLaughlin, R. 19

PK Duquette, A. PM 13 3 Robinson, R 19

PK Ellis, A. AM 15 3 Savoy, C 19

PK Ellis, A. PM 11 3 Storey, M. 18

K Chadbourne, L. 15 4 Patrick, K. 16

K Gagnon, S 17 4 Lorbeski, K. 19

K Luiz, S. 16 4 Estabrook, K 17

K Nelson, E. 16 5 Crane, S. 19

1 Bishop, K. 16 5 Duca, R. 17

1 Clary, L. 16 5 O'Brien, K. 19

1 Lancaster, J. 16

1 Whitman, A. 17

2 Grant, T. 16

2 Hersom,E 16 Total Students 182

2 Keyser, F. 15

2 Lowell, T. 14

Total Students 243 PITT-RAND Principal - Tiffany Cockrell

K Ciampa, L. 12

K Hilton, G. 12

K Somes, B. 11

1 Carter, K. 15

1 Woodcock, K. 16

HTS Principal -  Kady Gould 2 Damon, K. 15

PK Moore, J. AM 14 2 Rowe, H. 15

PK Moore, J. PM 12 3 Casey, L. 16

K Belmore, A. 15 3 Dedeo, D. 16

K Luken, E. 15 4 Tarrio, M. 17

1 Bannister, B. 19 4 Webb, S. 17

1 Brann, N 18 5 Adams, P. 14

2 Beaulieu, A. 16 5 King, S. 14

2 Lucas, S. 16

3 Marx, S. 21

3 Snow, C. 20

4 Johnston, T. 18 Total Students 190

4 Pare, L. 17

5 Hanley, S. 20

5 Lazaro, A. 20

Steps Craig, A. 7

Total Students 248



GRMS Principal - Sara Sims GAHS Principal - Chad Kempton

6th Grade 160 9th Grade 158

7th Grade 152 10th Grade 140

8th Grade 143 11th Grade 158

12th Grade 163

Total Students 455 Total Students 619

GRANDE TOTALS  - December 2022

Steps 7

PK 79

K 129

1st Grade 133

2nd Grade 123

3rd Grade 148

4th Grade 121

5th Grade 123

6th Grade 160

7th Grade 152

8th Grade 143

9th Grade 158

10th Grade 140

11th Grade 158

12th Grade 163

TOTAL ENROLLMENT 1,937

December 22, 2022

Home School Students who access District Programs = 4

22-Dec 30-Nov Change 22-Dec. 30-Nov Change

2022 2022 2021 2021

Laura E. Richards School 243 241 2 255 258 -3

River View Community School 182 184 -2 163 162 1

Helen Thompson School 248 248 0 265 265 9

Pittston-Randolph Consolidated School 190 190 0 202 201 6

Gardiner Regional Middle School 455 455 0 440 444 24

Gardiner Area High School 619 620 -1 618 620 -34

 

Totals 1937 1938 -1 1943 1950 -7
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