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“I have come to a frightening conclusion.

I am the decisive element in the classroom.

It is my personal approach that creates the climate.

It is my daily mood that makes the weather.

As a teacher, I possess tremendous power to

make a child’s life miserable or joyous.

I can be a tool of torture or

instrument of inspiration.

I can humiliate or humor, hurt or heal.

In all situations it is my response that

decides whether a crisis will be escalated or de-escalated,

and a child be humanized or dehumanized.”

Haim Ginott
Teacher and Child (1976)
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Welcome to the Sanford School Department!

August 24, 2021

On behalf of the Sanford School Committee, staff, parents and students, I am pleased to welcome you to
the Sanford School Department. You are joining a great team of professional educators!  What follows is
helpful information about the district in the form of an “Orientation Handbook”.  Please do not hesitate to
contact my office or one of your administrators if you have any questions.

I look forward to working with all of you and I greatly appreciate your enthusiasm and efforts toward
helping our students succeed and prosper.

Best wishes for a wonderful school year.

Regards,

Matt Nelson,
Superintendent
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Acronyms and Common Terms
QUESTION:  Where can I find the definition of an acronym or term that is unfamiliar to me?
ANSWER:  A glossary of acronyms and terms commonly used in the district has been compiled and updated over
several years.  The latest version can be found at the end of this document in Appendix A.

Apptegy
QUESTION:  Will I be notified if school is cancelled?
ANSWER:  Apptegy is the tool we use to communicate school closings and other emergency and general
information to parents and staff.  The key to a successful Apptegy account is entering a correct and current phone
number.  If your phone number changes, it is your responsibility to update that information in the Apptegy
program. If for some reason you are unable to access the program, please see your school administrative assistant
for help.  Please note that Apptegy does not update payroll and other databases so you will also need to notify the
Central Office of any changes.

Building Information
QUESTION:  Where can I find information regarding Sanford’s school buildings and office staff?
ANSWER:  A document containing the school names, locations, grade levels, phone numbers and office personnel
names has been created for this purpose.  Please see Appendix B at the end of this document.

Calendar
QUESTION:  Where can I find information regarding this year’s school calendar?
ANSWER:  The 2021-2022 School Calendar is posted on our website ; it is also available as Appendix C at the end of
this document.

Central Office
QUESTION:  Who should I contact in the Central Office if I have questions?
ANSWER:  Information regarding Central Office personnel, job titles and direct dial phone numbers is available as
Appendix B at the end of this document.

Certification/Recertification – Professional Learning Community Support System
(PLCSS)
QUESTION:  What system is in place to assist teachers seeking certification/recertification?
ANSWER:  Certification and recertification are the professional responsibilities of each individual who works in a
public school in Maine.  The PLCSS is a committee of teaching staff organized to assist individuals who are seeking
certification or recertification.  Each school in Sanford has a PLCSS Building Level Coordinator and a PLCSS
Representative.  Get to know who represents your building so you know who can help you receive and maintain
your professional credentials.  For the 2021/2022 school year, the Building Level Coordinators are as follows:

Carl J. Lamb School- Kathy McCall/Kim Minchin
Margaret Chase Smith School- Dawna Werner/Sara Deschambault
Sanford High School/SRTC/Bridge/Alt School - Nicholas Ericson, Troy Hathaway and Kelly Tibbetts
Sanford Middle School - Karen Birch, Erin Fraser and Angie Labbe
Willard School - Tricia Boivin and Diana Vermette

Contracts
QUESTION: Where can I see the Teacher Contract?
ANSWER: All contracts are available on the Sanford School Department website – www.sanford.org, under the

“Staff” link.
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QUESTION:  How do I request a change in my salary step?
ANSWER:  The Payroll and Benefits Office does not track an individual’s progress towards advanced degrees. It is
the employee’s responsibility to notify Central Office upon receipt of additional graduate level credits or a new
degree that will place the employee on a higher salary step. Simply complete a “Teacher Step Change Request
Form” found in on-line forms under Human Resources – Employees and send it to the Superintendent for review
and verification along with a set of original transcripts. Upon approval, the Business Office will issue a new
contract.

● Please note that effective July 2015 – Teacher Step Changes are awarded as follows:
● Requests submitted (with official transcripts) and approved by December 31st will be awarded half the

years’ step change which will be paid out over the remaining payrolls from January through August.
● Example – a request submitted and approved in October will receive the half (.5) year step increase

starting in January.
● Requests submitted (with official transcripts) and approved on or after January 1st will be awarded the full

years’ step change starting with the next school year contract in September.
● Example – a request submitted and approved in February will receive the full year step increase starting in

September.

Course Reimbursement
QUESTION:  How does course reimbursement work?
ANSWER: All courses must be pre-approved to be eligible for reimbursement.  As outlined in Article XIX –
Professional Development of the negotiated contract, the School Department will pay or reimburse pre-approved
college credit courses endorsed by both your PLCSS Member and the Superintendent.  College credit courses are
typically for graduate credits. The required request form (updated in 2014) can be found on-line and must be
submitted prior to taking the class; it is also available as Appendix D at the end of this document.

In addition to the School Department’s ongoing professional development program, there are modest additional
funds at the school level for professional development that can be accessed through the building principal and/or
principal and teacher organization.

(For more information regarding course reimbursement, please see the Sanford Federation of Teachers contract,
available on our website at www.sanford.org and refer to the Professional Development portion of this document.)

Department Chairs
QUESTION:  Who are the department chairs for grades 6-12?
ANSWER:  The following teachers serve as department chairs at Sanford Junior High School and Sanford High
School:

Special Education SMS = Mathew Foley SHS = Alex Munro
ELA SMS = Kim Shorey SHS = Kelly Tibbetts, Elizabeth White
Math SMS = Rachel White SHS = Nick Ericson
SJHS Allied Arts SMS = Amanda Roy
SHS Health/PE SMS = Amanda Roy SHS = Diana Walker
Social Studies SMS = Erin Barry SHS = Shane O’Connell
Science SMS = James Cantara SHS = Valerie West, Steve Walker
Modern/Classical Languages SHS = Josh Clement
Family/Consumer Science SHS = Margaret Warner
Visual/Performing Arts SHS = Margaret Warner
Counseling SHS = Beth Letourneau
Alternative High School SHS = Karen Webb
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Early Release Day (ERD)
QUESTION:  How does Sanford handle early release days?
ANSWER:  Early Release Wednesdays have been scheduled for every Wednesday throughout the 2021/2022 school
year starting September 8, 2021.  Students will be dismissed one hour prior to their regular dismissal time.
Teachers will participate in weekly professional development at the building level, content area or district level for
two (2) hours.

Emergencies
QUESTION:  How should I respond if an emergency occurs while I am at school?
ANSWER:  Each classroom is equipped with a Sanford School Department Emergency Management Guide.  Each
guide contains building-specific contact and protocol information designed to address a variety of emergency
procedures.  All staff members are required to familiarize themselves with this information.

Employee Self-Serve
QUESTION:  Where can I find information regarding my available sick and personal time?
ANSWER:  The Sanford School Department uses a program called ESS, Employee Self-Serve. You are able to login
and review many of the items that are found in ADS (our accounting and payroll software) specific to you including
sick leave and personal leave.  Please see Appendix E at the end of this document for detailed instructions. Note
that your school administrative assistant is familiar with ESS and can assist you.  Please note that even though the
District has implemented Frontline’s Absence Management tool for securing substitutes this year, employees are
still required to enter their absences into ESS.

QUESTION:  Where can I find information regarding my electronic paychecks and year-end tax forms?
ANSWER:  Employee Self-Serve or ESS includes information found on your electronic pay stubs and year-end tax
forms.  Again, please reference Appendix E at the end of this document for detailed instructions regarding ESS.

Please note that the day before an electronic transfer is made from the City to your bank, you will receive a
Verification of Deposit via email.  This electronic pay stub provides useful information including where your money
will be deposited, gross and net pay figures and information regarding your withholdings.

Forms
QUESTION:  Where can I find the forms that I need?
ANSWER:  The Sanford School Department website has a page devoted just to forms!  The Central Office makes
every effort to post all forms online; if you cannot locate a form, please let us know.  Forms are grouped by type:
Accident, Certification, General Administration, Health, HR-Employees, HR-Employers, New Teacher Induction,
Pre-K, Reimbursement, Student and Title I forms.

Goals
QUESTION: What are the Sanford School Department goals?

ANSWER: We have adopted three pillars of student success outlined below. Throughout the school year each

school will be working on activities and strategies to help ensure student success.

Grants
QUESTION:  I have an idea for a grant and would like to apply for it, what should I do?
ANSWER:  The Assistant Superintendent is responsible for monitoring all district grants.  Anyone who is considering
applying for a grant needs to communicate their interest to their building principal and the Assistant
Superintendent.  The Assistant Superintendent will help ensure that the grant complies with local expectations and
will monitor the process.  He/she will also identify the appropriate support staff and when to involve them in the
process.
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Grade Level Leaders
QUESTION:  Who are the Grade Level Leaders and what is their role?
ANSWER: Grade Level Leaders are the ‘go to’ contacts for teachers. They guide and support grade level teachers in
both grade level and district initiatives. GLLs lead grade level meetings and work closely with principals and the
Curriculum Director.

Grade K – Devyn Thomson Grade 1 – Sara Deschambault
Grade 2 – Holly Gillis Grade 3 – Danielle  Goad
Grade 4 – Kim LaPointe Grade 5 – Kristy Peters
VPA        - Heather Hastings Health/PE -TBD
Resource Room - Patricia Hussey Self-Contained - Kathy McCall
Self-Contained (ED) - Christien Surratt

Health and Dental Insurance
QUESTION:  Can I make changes to my health or dental insurance?
ANSWER:  Every May you have the opportunity to change insurance coverages, plans, and participants to take
effect July 1st. This annual “open enrollment” is the only time you can make changes.  There is an exception for “life
changing events” that allows changes in coverage other than during the open enrollment period IF the changes are
made within 30 days of the qualifying event. Life changing events include the birth of a child, adoption or divorce. If
a spouse or dependent no longer needs coverage, please notify the business office immediately, as this may
decrease the cost of coverage not only for you but also the School Department.

QUESTION:  What if I have questions about my health and dental benefits and coverages?
ANSWER:  Teachers and most support staff are insured through Harvard Pilgrim for health insurance and MSMA for
dental insurance.  The School Department highly recommends that you sign up for their online HPHConnect
program.  This is a password protected account that provides round the clock access to your plan information and
provides decision making tools regarding health care. In addition, the site provides a history of your use of Harvard
Pilgrim benefits and payments. If you have questions, please contact the Human Resource Generalist in the Sanford
School Department Central Office. Contact information can be found on the Business/Finance page at
www.sanford.org .

Injuries
QUESTION:  What if I get hurt on the job?
ANSWER:  If you get hurt on the job, you need to report the injury to your supervisor immediately.  If the injury
requires medical treatment, the School Department uses WorkWell Occupational Health Center at Southern Maine
Medical Center as the first level provider; they are able to work directly with our insurance carrier.  This does not
preclude you working with your own doctor but OHC needs to be the first step in the process. Naturally, if this is an
emergency you can go directly to the hospital.  If you sustain a work related injury or are involved in a work related
accident you must complete the Employee’s Incident Report and submit that to your supervisor within 48 hours of
the injury.

Maintenance
QUESTION:  What if something needs to be fixed in my room?
ANSWER:  Depending on the nature of the repair you should contact the building custodian or principal. If it
requires the intervention of the maintenance department, the custodian, administrative assistant or principal will
submit a work order.  If it presents an immediate health or safety issue, you should notify the principal’s office
immediately.

New Teacher Mentor Program
Question:  What is the New Teacher Mentor Program? 
Answer:  Sanford’s New Teacher Mentor Program is for all new teachers in Sanford.  During your first year, you will
be assigned a mentor to serve as a non-evaluative support person to make your first year in Sanford a success. You
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and your mentor will be required to meet bimonthly to discuss any questions and concerns you may have.  In
addition to bimonthly meetings, your assigned mentor will observe you three times throughout the year to provide
you with feedback in areas such as classroom management, instruction, and student engagement. Mentors may be
extended to a second year at the discretion of the building administrator.  

Payroll
QUESTION:  How and when do I get paid?
ANSWER:  All staff members at the Sanford School Department are paid electronically every other week. You will
need to submit a voided check to verify both the bank’s routing number and your account number. Please note that
it takes up to two pay cycles for the direct deposit to be put in place. Please notify the business office ASAP if there
are any changes to your banking information, so we will be able to make the proper updates to your direct deposit.
Failure to notify the Business Office may result in delayed pay.  Deposits are made to your account on Friday
mornings.  If Friday is an official bank holiday the deposit is made the day before.  Highlighted dates in Appendix F
at the end of this document indicate pay dates for the 2019/2020 school year.

Professionalism
QUESTION:  What is the standard for professionalism in Sanford?
ANSWER:  Professionalism is acting with integrity inside and outside the classroom. This involves understanding
and acting upon the responsibilities that a teacher has to the subject matter, students, his/her colleagues and the
community. Professionalism is engaging in behaviors that support learning; facilitating open communication within
the classroom and the culture of the school; and being proactive. Demonstrating respect for students, faculty and
staff is imperative. Teacher professionalism is about being a role model to students.  For more on this topic, please
read “What Makes A Great Teacher?” located at the end of this document in Appendix G.

QUESTION: What about Social Media and Email?
ANSWER:  All staff members are reminded that if you participate in social media such as Facebook, Instagram, etc.,
you should be discriminating and cautious about what you “post” or even “like” on-line as often students, parents
and community members will “check-you-out.” It is strongly advised that you never “friend” students on social
media.

Electronic communication with staff members, parents and students should always be conducted in a professional
and timely manner. Unfortunately, parents will often expect immediate replies to email inquiries sent during the
day, which may take away from your time with students. A good strategy is to post an away message while you are
teaching that indicates that you are currently teaching and will reply to emails at the end of the day.

Also be reminded that once you hit send on an email you no longer have control of the message. Be cautious and
aware of FERPA (Family Education Right to Privacy Act) and what information you should and should not share with
a parent and/or colleague.

Reimbursement – Mileage, Meals
QUESTION:  Is there a way to be reimbursed for business related mileage and meal costs?
ANSWER:  If your mileage or meal costs have been pre-approved as part of a professional event, there are forms
that must be submitted in a timely manner (within 60 days) so that allowable expenses may be reimbursed.  These
forms are available on the Sanford School Department website; no reimbursements will be made unless the
appropriate paperwork is submitted.  In the case of mileage, please note that if a trip is greater than 50 miles
roundtrip, a MapQuest/Google Trip printout verifying the mileage must accompany the signed form; receipts are
required if requesting reimbursement for tolls.  In the case of meals, reimbursement will not exceed current IRS
parameters and will require a detailed receipt.

Required Training
QUESTION: What training is required within the district and how is it accessed?
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ANSWER: All district employees are required to participate and successfully complete training on Bloodborne
Pathogens Safety, Sexual Harassment Awareness, Child Abuse: Mandated Reporter Training, FERPA: Protecting
Student Privacy, School Bullying, Youth Suicide: Awareness and Prevention, Seclusion and Restraint and Internet
Use.  These training sessions are offered online through Target Solutions.  The Central Office coordinates these
training and will guide you through the process.  During the year, you will also receive required Child Sexual Abuse
Prevention and Suicide Prevention training.

Ruth’s Reusable Resources
QUESTION:  What is Ruth’s Renewable Resources?
ANSWER:  The School Department purchases a membership to Ruth’s on an annual basis.  Ruth Libby’s organization
collects donations of school supplies and furniture that are new or slightly used for redistribution to educators.
Teachers can “shop” at their warehouse in Westbrook.  There is no cost but some items are limited.    See your
principal or administrator for further details.

Safety
QUESTION:  What does the Sanford School Department do about health and safety Issues?
ANSWER:  The Sanford School Department has a very active Safety Committee. Working with our Workers
Compensation carrier, we have been able to reduce the number of slips, trips and falls that occur.  The initiative to
reduce the slips, trips and falls has involved all departments and staff.  The Committee meets on a regular basis and
identifies areas of concern and helps formulate ways to address them. Please report any potential health or safety
issues to the Health and Safety Committee member for your building.

The City of Sanford
QUESTION:  What about Sanford?
ANSWER:  Sanford became Maine’s newest city in January 2013.  Located midway between Portsmouth, NH and
Portland, ME, Sanford’s 25,000 residents are within minutes of beaches, lakes and mountains.  Approximately 3200
school age students receive their education in seven buildings while hundreds of adult learners take part in
academic and enrichment programs at SCAE – Sanford Community Adult Education every year.  Sanford has a rich
history as a mill town; at one time, sawmills gave way to shoe shops and textile mills and Nasson College was a hub
of activity in Springvale.  For additional information regarding Sanford’s heritage, we encourage you to visit the
Sanford Springvale Historical Society in Springvale (http://www.sanfordhistory.org ).

Staff Dress Code
QUESTION:  Is there a dress code for Sanford School Department employees?
ANSWER:  Yes, there is!  Please refer to Policy GAHA “Staff Dress Code.” A copy is included as Appendix H at the
end of this document for your reference.

Student Support Services
QUESTION:  Where can I find help for students facing serious challenges in their lives?
ANSWER:  When students experience challenges that influence their ability to be successful in school we all
endeavor to understand those challenges and offer solutions or approaches to ameliorate them. Here are some of
the resources we offer:

● SCHOOL COUNSELORS – School guidance counselors are available in most of our buildings to
assist families and students.

● STUDENT ASSISTANCE TEAMS- Each school has a Student Assistance Team which can assist when
a student is experiencing difficulties by making appropriate referrals and/or offering solutions to
teachers and families.

● COUNSELING – There are numerous agencies and private practice clinicians in the Sanford area.
In addition, Sanford schools have an agreement with Sweetser Counseling Services to locate
clinicians in schools as available and necessary.
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● OUTREACH – Outreach workers are available by referral for families in need of additional support
or teachers having difficulty accessing parents. An outreach worker can meet with families to
explore solutions and services.  Referrals for outreach are made through guidance personnel and
the Student Assistance Team.

QUESTION:   What can I do if I have a concern regarding a student’s academic or behavioral progress?
ANSWER:  If you sense there are extenuating circumstances impacting a student’s ability to make educational gains,
the following protocols by grade level are:

Grade Level Action School Principals Counselors IEP
Coordinators

Grades K-4 Submit a RTI
Tier 1 Form to
the appropriate
principal or
school
counselor

CJL

MCS

Pride

Sherri Baron

Tracie Hallissey

Susan Inman

Jen Scremin

Brittany McClure

Laurie Keene

Ellen Murray

Kim Rutherford

Diana Vermette

Grades 5 -12 Provide the
information to
the appropriate
principal, school
counselor or IEP
Coordinator

SJHS

SHS

Pam Lydon

Matt Petermann

Colleen Quartararo
or
Nicole Quarto

Beth Letourneau
Greg MacDougal
Melissa Plattner
Sarah Preston

Jessica Allen

Jeff Enman

Substitutes
QUESTION:  What is the process for securing a substitute when I am absent?
ANSWER:   The Sanford School Department uses an automated substitute caller system through Frontline Absence
Management (formerly known as Aesop or Sub Finder).  As new employees are hired, they will receive information
from the Superintendent’s Office regarding their Frontline IDs and passwords.  Listed below are the basic steps for
securing a sub in Sanford under the new system:

1. Access Frontline Absence Management, either by phone or Internet
a. For phone access, dial 1-800-942-3767.

i. You will need your Phone ID and Phone PIN
ii. Follow the prompts to create your absence.  Do not hang up until you have a

confirmation number.
b. For Internet access,  log in to: www.signin.frontlineeducation.com

i. You will need your Internet ID and PIN
ii. Create your absence using the “Create Absence” tab

iii. Upload pertinent files for your substitute (optional)
(seating charts, lesson plans, etc.)

2. Call your supervisor
a. Let him/her know when/why you will be out
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i. Let him/her know the status of any lesson plans or information your sub may need
3. Enter your absence information into the Employee Self-Serve (ESS) system.

Supplies
QUESTION:  What do I do if I need textbooks and/or supplies?
ANSWER:  If you need supplies you should make this request to your building administrator.  The School
Department uses a requisition and purchase order system and all purchases MUST go through this system. If the
item is delivered directly to you, please notify your building administrative assistant as soon as possible that your
order has arrived and to authorize Accounts Payable to pay the vendor.

Any items (textbooks, on-line educational resources, special programs, etc.) that are related to curriculum must be
pre-approved by the Curriculum Director.

Technology
QUESTION:  How can I get assistance with technology?
ANSWER:  The district technical support team can be reached via email at repairs@sanford.org

Each building has a primary contact available through the email system.  The following people are the first
responders:
                               

● District                                   Joan Wright, Director
● District Kelly Hanson, Asst. Director                        
● District                                   Tim Brownell, Network Administrator
● SJHS and MLTI                      Craig Treadwell
● Willard                                   Dennis Wilson
● CJL                                          Dennis Wilson
● MCS Dennis Wilson
● SHS                                         Scott House SHS Tech Hub

You can email them directly using the format: firstinitiallastname@sanford.org or go to https://bit.ly/2Tf2CLF which
will take you to the Technology Department Webpage.

QUESTION:  What gradebook program do we use?
ANSWER:  All teachers use Infinite Campus for grading and attendance. 
The direct address for that database is: https://ic.sanford.org/campus/sanford.jsp
It is recommended that you bookmark this address.  This server is in Sanford and will often be working even if your
Internet connection is unavailable to the outside world.  There are many Help files and videos available on the IC
site once you login.

QUESTION:  Other than what is in the classroom, what equipment is available?
ANSWER: Our Media Specialists are very helpful in providing tools and resources for classroom use.  Digital
projectors and iPads are available in all schools.  Contact your media specialist for storage locations and check out
information. In addition, Media Specialists have begun to provide 3D printing, coding and other enrichment
opportunities for the classroom. 

QUESTION:  What cloud solutions are available?
ANSWER:  Teachers in grades K-12 can use google apps for education and google classroom.  Sanford is a GAFE

school.  Your sanford.org account will be added to the GAFE users.  Your login is your Sanford email (for example,

jdoe@sanford.org) .  You should have received an email with this information.  If you have difficulty logging in,

please contact your building tech support.
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 All students in grades 4-12 have gapps (Google apps for education) accounts with this format:

YOGfirstnamelastinitial@gapps.sanford.org.  For example, a senior would use 20janed@gapps.sanford.org.  An 8th

grader would use 24janed@gapps.sanford.org.  Students can use the email account for email as well as for Google

Classroom and Google Drive.

QUESTION:  What subscriptions are available to teachers and how do we find the login information?
ANSWER:  You will find links to our subscriptions on the district web page under staff links and on the district

technology page as well as the curriculum office. Contact  Bethany Lambert (blambert@sanford.org) with questions

regarding curriculum related items.

 QUESTION: How do we add apps to the iPads in K-2?

ANSWER: Each iPad in grades K-2 has an AppleID associated with it.  The AppleID is set up for all of the K-2 iPads by

the technology department and teachers can add apps if approved by the building administrator.  For assistance

with installing the apps, contact your building tech support.

QUESTION: How do we add apps to the chrome devices?
ANSWER:  Email repairs@sanford.org

QUESTION: What curriculum do we use to teach digital citizenship?
ANSWER: Commonsense Media curriculum is used in K-12.  Media specialists and the technology integrator will

coordinate the delivery of digital citizenship lessons at each level.  However, all teachers are encouraged to teach

lessons on digital citizenship prior to students using the technology tools in the classroom.  Go to

www.commonsensemedia.org to create your own account.

QUESTION: Can I create my own classroom web page and if so, what tools are available?

ANSWER: Yes!  Google Sites (preferred) or other free options like Weebly located at

https://education.weebly.com/ can be used to create teacher web pages.

QUESTION:  Other than what is in the classroom, what equipment is available?
ANSWER: Our Media Specialists are very helpful in providing tools and resources for classroom use.  Digital
projectors and iPads are available in all schools.  Contact your media specialist for storage locations and check out
information.  Tandberg Distance Learning Systems are also available in each school.  The Tandbergs can also be
used for collaborations set up between teachers, with any distance learning site that can be coordinated between
classrooms.

QUESTION:  What library software do we use?
ANSWER:  Our District uses Destiny Web software for library circulation; the web address is

www.destiny.sanford.org.  Once connected, choose your building by name and browse the collection for your

school.  This site has links to many other resources as well as the library catalog.  Contact your building librarian for

more information regarding Follett Shelf and digital books.

Transportation of Students
QUESTION:  May I use my car to transport a group of students?
ANSWER: PLEASE NOTE - Transportation of students in private vehicles, staff-owned or otherwise, is discouraged
and will occur only if no other means of transportation is available. There is a permission form on the school web
site that needs to be completed and submitted to your administrator prior to transporting students for any reason.
You must briefly describe the activity and number of students involved and provide information regarding your
automobile, registration and insurance.  The completed form goes to the Business Office for final approval.  You will
be notified of the approval.
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Wellness
QUESTION:  Are there any wellness benefits available to Sanford School Department employees?
ANSWER:  Through an agreement between the City of Sanford and the Sanford Springvale YMCA, city employees
(including school department staff) are entitled to a 10% discount on their YMCA membership.  Additional wellness
related benefits may also be available through your health insurance carrier; check your health insurance benefits
online at www.harvardpilgrim.org .  The Sanford School Department also sponsors a Wellness Committee to aid
wellness efforts district-wide.  For additional information, please contact the Human Resource Generalist in the
Sanford School Department Central Office. Contact information can be found on the Business/Finance page at
www.sanford.org .
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Appendix A
Sanford School Department

Glossary of Acronyms and Terms

A
AD – Athletic Director
AFT - American Federation of Teachers (Union)
ALC – Anderson Learning Center (Springvale) Home of Adult Education offices
Alt Ed or Alternative Education – nontraditional educational facility sponsored by Sanford School Dept. and
located at Sanford High School.  This program serves approximately 32 students.
AP - Advanced Placement (course)
A-Team - Building principals, assistant principals, directors, assistant directors, and central office administrators

B
BRIDGE Program – nontraditional educational facility sponsored by Sanford School Dept. and located in
In the Anderson Learning Center in Springvale.  This program works with students with behavioral issues.
BLC - Building Level Coordinator– An assigned person in each building who assists new teachers with their
certification plans.

C
CJL - Carl J. Lamb School
COP – Central Office Personnel
COT – Central Office (Administrative) Team
CP – College Prep (course)
CRF – Class Roster File which holds the names of all students to be tested with NWEAs
CTE – Career & Technical Education

D
DHHS - Department of Health and Human Services

E
ESOL – English Speakers of other Languages
ELO – Extended Learning Opportunity – a learning opportunity that takes place outside the regular classroom
experience at the high school level
EM4 – Everyday Mathematics (K-5) – the District’s math program used in grades K – 5 from the University of
Chicago School Mathematics Project; EM4 is the updated program used by all K-5 teachers.
ERD – Early Release Day
ESEA – Elementary and Secondary Education Act – federal law that governs education (known as No Child
Left Behind (NCLB) under Bush and Race To The Top (RTTT) under Obama)
ESY – Extended School Year is a summer program for students with IEPs

F
504 Plan – A plan written to promote student academic success

Updated 2021/22 14



FERPA - Federal Education Rights and Privacy Act ("Student Record Access Policy"

G
GLL – Grade Level Leader – a designated teacher leader at each grade level K-5 to coordinate and facilitate grade
level
meetings, support grade level peers and keep abreast of new developments in curriculum, instruction and
assessment.

H
HIPPA - Health Insurance Portability and Accountability Act
HON – Honors Level (course)
HQT – Highly Qualified Teacher

I
IC - Infinite Campus
IDEA - Individuals with Disabilities Education Act is a law ensuring services to children with disabilities
throughout the nation
IEP - Individual Education Plan (developed through the PET – Pupil Evaluation Team - process)
IEP Team - Group that makes decisions about a student’s IEP

J
JMG – Jobs for Maine Graduates

K

L
LC – Learning Community
Learning Continuum – NWEA tool of learning statements in reading and math for setting goals with students and
differentiating instruction
LEP – Limited English Proficiency (formerly ESL)
Lexile – Reading Skill Level

M
MAP – Measures of Academic Progress from NWEA
MCAS – Maine Comprehensive Assessment System
MCS - Margaret Chase Smith School
MEA – Maine Education Assessment (Science assessed only in grades 5, 8 and 11); SAT for Grade 11
MEA – Mathematics and ELA/Literacy for grades 3-8 eMPower™ (online)
MEDMS – Student information system used at the State level – replaced by NEO
MHSA - Maine High School Assessment (SAT+)
MLR – Maine Learning Results
MSDS - Material Safety Data Sheets
MSAA – Multi-State Alternate Assessment (Maine’s MEA alternate mathematics and ELA assessment)
MTSS - is a systemic, continuous-improvement framework in which data-based problem solving and
decision-making is practiced across all levels of the educational system for supporting students.

N
NAEP – National Assessment of Educational Progress
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NEASC - New England Association of Schools and Colleges is an accrediting agency
NEO - Maine.gov data collection system (replaced MEDMS)
NHS - National Honor Society
NBPTS - National Board for Professional Teaching Standards
NTHS – National Technical Honor Society
NTI – New Teacher Induction
NWEA – Northwest Evaluation Association – developer of Measures of Academic Progress and the  NWEA Learning

Continuum in Reading, Math, and Language Usage aligned to the Maine Learning Results

O
OM - Odyssey of the Mind
OSHA - Occupational Safety and Health Administration enforces safety requirements
OSS – Outside School Suspension – SHS Program administered by Assistant Principals

P
PCAP – Professional Certification Action Plan
PD – Professional Development
PEPG – Performance Evaluation and Professional Growth
PLCSS - Professional Learning Community Support System
PLP – Personalized Learning Plan
PRAXIS – a standardized test taken by teachers for certification purposes
PSAT - Standardized test given prior to the SAT
PTA - Parent Groups at the different schools

Q

R
READ 180 – instructional software program at SHS and Grade 8 to assist students become better readers
RIT - Rasch Unit Scale:  an equal interval unit of measurement developed and used by NWEA
RTI – Response to Intervention is a federal program used by educators to help students who are struggling with a
skill or lesson

S
SAT – Student Assistance Team
SAT - A standardized test required by the State for all third year high school students
SCAE - Sanford Community and Adult Education
SFT - Sanford Federation of Teachers (local teachers’ union)
SIS – Student Information System
SMCC – Southern Maine Community College
SRO - School Resource Officer
SRTC - Sanford Regional Technical Center
SSC – Student Success Center at Sanford High School
Strategies for a Stronger Sanford – a 501c3 organization with a mission to improve the community for
youth and families

T
Title I - A federal program that provides supplemental academic support to students who qualify
TWD – Teacher Workshop Day
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U
UbD – Understanding by Design

V
VOC – “Vocational” now known as SRTC –Sanford Regional Technical Center

W

Y
YCCC – York County Community College
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Appendix B

SANFORD SCHOOL DEPARTMENT GENERAL INFORMATION

School Address Grade Level Phone Personnel

Carl J. Lamb

School

233 Shaw’s Ridge Rd

Springvale, ME

04083

Grades K-4 324-8481 Sherri Baron (Principal)

Trish Leet (Asst. Principal)

Roberta Hurley (Office

staff)

Diane Mallon (Office staff)

Margaret C.

Smith School

248 Twombley Rd.

Sanford, ME  04073

Grades K-4 324-7586 Tracie Hallisey (Principal)

Mark Bisson (Asst.

Principal)

Lisa Hanson (Office staff)

Deb Malcolm (Office staff)

Sanford High

School

100 Alumni Blvd.

Sanford, ME  04073

Grades 9-12 324-4050 Matt Petermann (Principal)

Amanda Doyle (Asst.

Principal)

Aaron Tremblay (Asst.

Principal)

Troy Watts (Asst. Principal)

Marguerite Smith (Office

staff)

Carrie Hathaway (Office

staff)

Cindy Pattershall (Office

staff)

Joanne Bourassa (Office

staff)

Sanford

Middle School

52 Spartan Drive

Sanford, ME  04073

Grades 5-8 324-3114 Pamela Lydon (Principal)

Joseph Mastraccio (Asst.

Principal)

Michael Bailey (Asst.

Principal)

Audree Sheldon (Office

staff)

Marsha Reny (Office staff)
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Sanford

Regional

Technical

Center

100 Alumni Blvd

Sanford, ME  04073

Grades 10-12 324-2942 Kathy Sargent (Director)

Michael Redmond (Asst.

Director)

Darlene Breton (Office

staff)

Sandra Mikusek (Office

staff)

Pride

Elementary

School

708 Main Street

Sanford, ME  04073

Grades K-4 324-8454 Susan Inman (Principal)

Kristin Daly (Asst. Principal)

Alexia Ortega (Office staff)

Kathy Ross (Office staff)

Central Office 917 Main Street,

Suite 200,

Sanford, ME  04073

District 324-2810 Matt Nelson (Supt)

Steve Bussiere (Asst. Supt.)

Cheryl Fournier (Business

Manager)

Bethany Lambert

(Curriculum)

Deb Sanborn (Title I)

Anne L’Heureux (Data

Enrollment)

Linda Vaughn (Grants)

Jennifer Varney (Accounts

Payable)

Donna Michaud (Benefits)

Judy Coyle (Payroll)

Liz Dudgeon (Supt.’s  Adm.

Assistant)

Athletics
100 Alumni Blvd.

Sanford, ME  04073

District 324-8080 Gordon Salls (Athletic

Director)

Becky Cleveland (Office

staff)

Food Service 52 Spartan Drive.

Sanford, ME  04073

District 608-8762 Holly Hartley (Director)

Diane Tapscott (Office staff)

Maintenance 52 Spartan Drive

Sanford, ME  04073

District 324-5722 Don Nichols (Director)

Mary Rancourt (Office

staff)

Sanford 21 Bradeen Street District 490-5145 TBD (DirectorO
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Community

Adult

Education

Springvale, ME

04083

Lisa Merlin (Office staff)

Lisa Blanchette (Office

Coordinator)

Sue Colley (Office staff)

Special

Education,

State Agency

Clients,

BRIDGE

Program

100 Alumni Blvd.

Sanford, ME  04073

Grades K-12 457-1413 Stacey Bissell (Director)

Tammy Delaney (Asst.

Director)

Jennifer Kaeppel (Office

staff)

Donna Dugas (Office Staff)
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Appendix G

What Makes A Great Teacher?

1. A great teacher respects students. In a great teacher’s classroom, each person’s ideas and opinions are
valued. Students feel safe to express their feelings and learn to respect and listen to others. This teacher
creates a welcoming learning environment for all students.

2. A great teacher creates a sense of community and belonging in the classroom. The mutual respect in
this teacher’s classroom provides a supportive, collaborative environment. In this small community, there
are rules to follow and jobs to be done and each student is aware that he or she is an important, integral
part of the group. A great teacher lets students know that they can depend not only on her, but also on
the entire class.

3. A great teacher is warm, accessible, enthusiastic and caring. This person is approachable, not only to
students, but to everyone on campus. This is the teacher to whom students know they can go with any
problems or concerns or even to share a funny story. Great teachers possess good listening skills and take
time out of their way-too-busy schedules for anyone who needs them. If this teacher is having a bad day,
no one ever knows—the teacher leaves personal baggage outside the school doors.

4. A great teacher sets high expectations for all students. This teacher realizes that the expectations she
has for her students greatly affect their achievement; she knows that students generally give to teachers
as much or as little as is expected of them.

5. A great teacher has his own love of learning and inspires students with his passion for education and for
the course material. He constantly renews himself as a professional on his quest to provide students with
the highest quality of education possible. This teacher has no fear of learning new teaching strategies or
incorporating new technologies into lessons, and always seems to be the one who is willing to share what
he’s learned with colleagues.

6. A great teacher is a skilled leader. Different from administrative leaders, effective teachers focus on
shared decision-making and teamwork, as well as on community building. This great teacher conveys this
sense of leadership to students by providing opportunities for each of them to assume leadership roles.

7. A great teacher can “shift-gears” and is flexible when a lesson isn’t working. This teacher assesses his
teaching throughout the lessons and finds new ways to present material to make sure that every student
understands the key concepts.

8. A great teacher collaborates with colleagues on an ongoing basis. Rather than thinking of herself as
weak because she asks for suggestions or help, this teacher views collaboration as a way to learn from a
fellow professional. A great teacher uses constructive criticism and advice as an opportunity to grow as an
educator.

9. A great teacher maintains professionalism in all areas—from personal appearance to organizational
skills and preparedness for each day. Her communication skills are exemplary, whether she is speaking
with an administrator, one of her students or a colleague. The respect that the great teacher receives
because of her professional manner is obvious to those around her.
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APPENDIX H

Staff Dress Code
Dress for Success
Research reveals that the clothing worn by staff members affects the work, attitude, and discipline of students. You
dress for four main effects: Respect, Credibility, Acceptance and Authority.

The effective staff member uses these four traits as assets in relating to students, peers, administrators, parents,
and the community. If you have these four traits, you have a much greater chance of influencing young people to
learn than someone who lacks these four traits.

“Clothing may not make a person, but it can be a contributing factor in unmaking a person. Whether we want to
admit it, our appearance affects how we are perceived and received in definite ways. Clothing has nothing to do
with students liking a staff member. But clothing definitely has an effect on students’ respect for a staff member,
and respect is what a staff member must have if learning is to take place.”

-- Harry Wong in his chapter entitled “How to Dress for
Success” from  his book The First Days of School.

Professional Dress and Grooming
All school personnel are expected to dress in a professional manner, appropriate to their particular position.

The following are examples of dress that is inappropriate for all school employees:
• Bare midriffs and backs
• Hats, sweatbands, sunglasses and other headgear may not be worn inside the building
• Tube or tank tops, T-shirts, spaghetti straps or excessively tight clothing
• Frayed or shredded clothing, clothing with holes.
• Visible undergarments
• Visible cleavage
• Very short skirts or dresses
• Sweatpants and shorts (unless job appropriate)
• Slippers, flip-flops, shower or beach style shoes
• Other items of clothing, jewelry, body art or footwear that disrupt the educational environment.
• Blue jeans and shorts are not allowed. For events (such as outdoor education or field trips) where an
employee feels blue jeans or shorts are appropriate, the employee is expected to discuss the event with
his/her building administrator before wearing them to work.

School personnel are also expected to comply with the following requirements:

• Hair styles, hair color, make-up and facial hair shall be maintained in a neat and professional manner,
and shall not be disruptive to the educational environment.
• Other items of clothing, jewelry, body art or footwear that are disruptive, distracting or
unsafe/unhealthy are not permissible.
• Specified specialty area employees must wear clothing deemed appropriate for their assignments as
approved by the building administrator. Vocational teachers must wear OSHA approved clothing when
teaching vocational classes.

Note: Dress code expectations are to be followed on all student days. The school administrator may
designate special days or spirit days during which reasonable modifications to this policy may be made.

If a Sanford School Department administrator deems that a staff member is not appropriately or professionally
attired for the performance of duties within an educational environment, he/she reserves the right to discuss the
matter with that individual and request that the offending inappropriate attire not be worn again or, for serious
infractions, to require the staff member to return home to change their clothing.
Approved: August 23, 2010

Effective: September 1, 2010
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