EMMA L. MILLER ELEMENTARY SCHOOL
STUDENT HANDBOOK
Our mission is to create an environment where each child
may reach his/her full potential and see education as a
lifelong process.
26 Chapel Road
413-743-1992
Fax 413-743-1114

Staff
Ms. Anne E. Mahoney-Principal
Ms. Sandra LaBonte-Instructional Aide
Ms. Brenda Clairmont-Instructional Aide/Principal’s Administrative Assistant
Ms. Deborah Nowicki-Science/Social Studies
Ms. Susan O’Grady- Educational Specialist
Mr. Jason Davignon-Educational Specialist
Ms. Jane O’Riordan-Art, Music, and Computer Specialist
Mr. Leo Curtain-Custodian
Ms. Laura Martelle-Head Nurse
Mr. Doug Wentworth-School Adjustment Counselor
Ms. Andrea White-Speech Pathologist
Mrs. Christin George-Occupational Therapist
Mr. Graham Coterwas- Technology Expert
Philosophy:
In order to help each student reach his/her full potential, we believe that:
…students need a safe, pleasant learning environment.
…students will be more successful when a partnership exists between
school, home, and the community.
…each student’s learning style should be appreciated and encouraged.
…students and staff should work together to create a positive learning
experience based upon the various learning styles in our school.
…the school environment should foster respect and tolerance for the
cultural diversity of our global community.
…staff members should strive to implement a program of new ideas
and positive change.
Joint Responsibility:
The home and the school share a joint responsibility. As parents and teachers we undertake the responsibility to
develop to the utmost this nation’s most valuable asset-children.
Good communication is essential to the success of our combined efforts to offer the best possible educational
program. Therefore, please do not hesitate to call your child’s teacher or Mrs. Mahoney at 743-1992 to discuss
matters of mutual concern.
Homework
Some of the student’s responsibilities in relation to homework are:
*To do his/her homework the best s/he can
*To pass the homework in on time
*To let the teacher know when s/he is having problems
Some of the responsibilities of parents in regards to homework are:
*Provide a suitable place for you child to study and work
*Encourage and insist that homework be completed
*Check to see that s/he is doing his/her assignments
*Assist the child with balancing work with playtime
*Be supportive of the teacher
*Encourage your child to inform the teacher when help is needed
Each class has agreed upon consequences for missing homework.

Attendance Policy:
By law, students are expected to be at school everyday. Regular school attendance is very important. Not only
does attendance reinforce and enrich the learning process; it also establishes patterns and attitudes that will
carry forward into adult work habits. Regular, consistent attendance is a prerequisite to successful school life.
Children should be absent only in cases of illness or emergency.
Parents should notify the school office on the morning of your child's absence. When your child is ready to return
to school, send a note (required by law) to the teacher explaining the absence. Upon return, it is the student's
responsibility to make up all assignments, projects and tests that were missed during his/her absence.
If a student has…..
• Three (3) or more consecutive days absent, parents must obtain a doctor’s note and submit it to the school.
• Seven (7) absences (excused or unexcused), a letter of warning will be issued to parents reminding them
of the school’s attendance policy, and that they will be contacted to schedule a meeting should absences
approach 10 days.
• Ten (10) absences (excused or unexcused), a parent conference will be scheduled to discuss the attendance
policy and to develop a proactive attendance plan.
• Fifteen (15) absences (in disregard of the personal attendance plan), an attendance hearing will be held
with the parents, Principal, and Superintendent.
• Twenty (20) absences (in disregard of the personal attendance plan), a 51A (neglect) or CHINS (child in
need of services) may be filed.
• Twenty-five (25) absences or more, it could result in retention.
Enrollment/Transfer Students
All students will be enrolled as expeditiously as possible. The transition works best when all records and required
documents are in place. To enroll in Emma L Miller Elementary School a student must have a birth certificate, up
to date immunizations, documentation of a recent physical examination by a pediatrician (within six months) , and
proof of residency.
A student transferring into Emma L Miller Elementary School must provide a complete copy of his/her school
record. The record shall include, but not be limited to, any incidents involving suspension or violation of criminal
acts or any incident reports in which such student was charged with any suspendable act. At registration, parents/
guardians will complete a registration packet which includes essential personal and emergency information,
permissions to request school record from prior school, a home language survey, and various permissions to
participate in school activities. It is requested that parents/guardians inform the school office of any special
programs or needs that their child has at the time of enrollment to facilitate appropriate classroom placement and
programming (especially for IEP, 504, participation in Title I, or ELL/ESL programs)> Families are encouraged to
bring their children to school prior to their first day so that they can have a tour and familiarize themselves with
the new school environment.
Kindergarten/First Grade
The entrance age for Kindergarten is 5 years old by August 31, 2012. Families interested in enrolling their children
in first grade, but whose children are not 6 by August 31, 2012, will need documentation of successful completion
of kindergarten and must meet with the principal to discuss appropriateness of first grade placement. *This was
accepted by the Emma L Miller Elementary School Committee 2/27/89.

Withdrawal
Parents/guardians who are moving their families out of Emma L Miller Elementary School during the school year are
requested to inform the school office of the intent to withdraw and complete a withdrawal form and permission
to forward school records. A written request for records must be signed by the parent or guardian at the new
school and sent to the former school. That school will then send the records to the new school. Records will not be
released to parents or guardians.
Student records consist of anything a child does. At the end of the year, teachers will dispose of all student
work if not requested by June 30.
School Day
Classes begin at 8:30 a.m.
Snack/Break 10:15-10:30 a.m.
Lunch and Recess 12:00-12:45 p.m.
Close of school 2:55 p.m.
Late Arrivals
Any child who arrives at school after 8:35 a.m. is considered tardy. Students arriving late should report to the
office before going to class.
Releasing Students Early
Any student dismissed before 2:40 p.m. will be marked as an early dismissal. Students will not be allowed to
leave the building with any other person other than their parents or guardians, unless the school receives written
permission. Please try to schedule appointment for your child after school hours if at all possible.
School Cancellation
If school is cancelled in the morning or during the night because of inclement weather, power failure, etc., periodic
announcements will be made over the television and radio stations:
Channel 10 WTEN Albany NY
Channel 13
WNAW-1230 North Adams
WUHN-1110 Pittsfield
WBRK-1340 Pittsfield
Call the school 743-1992 and listen to the answering machine
Early Dismissal
If school is ever dismissed early because of inclement weather, power failure, etc., no student will be allowed to
leave the building until each parent, guardian, or responsible person listed on the emergency card is notified by
telephone. Please make sure that your child’s emergency card is kept up to date.
Expected Behaviors & Logical Consequences
Each individual classroom establishes with the students a list of classroom expected behaviors and logical
consequences. When you visit your child’s classroom either during our Open House or during parent conferences,
your child’s teacher will be glad to share these expected behaviors with you. In the handbook you will find the
school policy for dealing with specific behaviors. They are found in the following sections.
Aggressive & Threatening Behavior
In order to eliminate aggressive and/or threatening behavior that may occur in school the problem will be
addressed in two ways. The first involves a meeting that includes staff and students where the issues are

discussed and where students are able to learn how these behaviors harm the entire learning process. The second
involves the implementation of consistent consequences for students who exhibit threatening or aggressive
behavior at school. It should also be clear that we mean by aggression those behaviors that involve fighting,
pushing, shoving, and violence, not behaviors that come with healthy competition among students.
Consequences will be as follows:
A. Fighting
1. First Offense: Parent notification and immediate assignment of detention (after school or loss of
recess) for all involved
2. Second Offense: Parent meeting and two detentions (after school or loss of recess)
3. Third Offense: In-School Suspension
4. Fourth Offense: Two days of In-School Suspension and loss of field trip and special event
privileges
B. Verbal/Physical Threats
1. First Offense: Parent notification and immediate assignment of detention (after school or loss of
recess) for the student making the threat
2. Second – Fourth Offenses: Same as for fighting
C. Racial Slurs, Including References to a Person’s Ethnicity,
Heritage, or Country of Origin
1. First Offense: Parent notification and immediate assignment of detention (after school or loss of
recess) for the student using the offending language.
2. Second-Fourth Offenses: same as above infractions.
Disorderly Conduct on the Bus or at the Bus Stop
Students transported in the school buses are under the authority of, and directly responsible to, the bus driver.
Continual disorderly conduct or persistent refusal to obey the authority of the bus driver is sufficient reason for
the pupil to be denied transportation to the school on the bus. The following consequence of action pertains:
1st Offense: Driver warns student, notifies Principal and parents are informed.
2nd Offense: Driver warns student, notifies Principal, and parents are informed.
3rd Offense: Student is denied transportation for two days.
4th Offense: Student is denied transportation for one week.
5th Offense: Student is denied transportation for the reminder of school year.
Behavior
All students will behave in a manner that does not disturb or interfere with every student’s right to receive an
education. Generally, the classroom teacher handles discipline for misbehavior. Besides classroom rules, certain
general rules must be adhered to by the students. Non compliance to these rules will be handled in accordance
with the suggested disciplinary action whenever possible. Parents will be notified of the disciplinary action taken,
on a case by case basis.
After School Detention
Any behavior classified as misconduct may result in an after school detention. When a student is given an after
school detention, the teacher giving the detention or the Principal notifies the parent or guardian. The detention
is served that day under the supervision of the teacher giving the detention. The detention period will be from
3:00-4:00 p.m. It will be the responsibility of the parent or guardians to provide transportation home.

Suspension
“When a student is suspended, the following procedures, and any other procedure required by law, will be followed:
A. Students will be suspended only to the custody of the parent(s)/ guardian(s) or another person designated
by the parent(s)/ guardian(s).
B. Prior to suspension, an informal hearing before the principal or designee will be held. At this hearing, the
student will be informed of the reason(s) for the suspension, and will be given an opportunity to respond.
In an emergency situation, which requires the immediate removal of a student, the informal hearing will be
held as soon after the suspension as possible.
C.

The principal or designee will make every attempt to notify parent(s) or guardian(s) of the student of the
suspension and state the cause(s) leading to it. If the suspension is imposed during the school day, the
parent(s) or guardian(s) may be required to transport the student home. A conference with the parent(s)
or guardian(s) may be required for readmission.

D. The principal or designee will send a letter to the parent(s) or guardian(s) confirming the suspension. The
notification shall contain:
1) the reason(s) for the suspension
2) the number of days of the suspension
3) the re-admittance date
E) The student will be given an opportunity to complete any class work including examinations that may be
missed during the period of the suspension. A time limit equal to the number of days of the suspension will
be allowed for the completion of the work.
F) A suspended student may not participate in any school sponsored activities or events during the period of
suspension.
G) After suspension, students may be referred to the school adjustment counselor for follow-up counseling.
The student may be required to meet with the principal before re-entering school.
Appeals Procedure for Suspension
Parents/guardians have the right to appeal student suspensions to the building principal. Appeals must be put in
writing by the parent/guardian and must be given to the principal before the date of the suspension or before the
school day begins on the day of the suspension. The appeal letter must include the reason for appeal. The student
will be allowed to attend class until the principal has rendered a decision. If safety is deemed an issue resulting
in disciplinary action, the student will be suspended immediately with the appeal to be filed before the end of
the suspension. The student will not be allowed to attend school until the suspension ends or the principal makes
a decision. The principal’s decision may be appealed to the Superintendent within five (5) days of the principal’s
decision. The appeal to the Superintendent shall only be on the basis that the hearing was not in accord with the
outlined procedures set forth in this document.
Student Expulsion
Please refer to Massachusetts General Laws Chapter 71, Section 37H and Chapter 71, Section 371/2 H for grounds
and procedures regarding student expulsion from a public school.

Special Education Information
603 CMR 28.00, the Massachusetts Special Education Law (previously Chapter 766), requires that additional
provisions be made for students who have been found by an evaluation team to have special needs and whose
program is described in an Individual Educational Plan or 504 Plan.
The IEP or 504 Plan for every special needs student will indicate whether the student can be expected to meet the
regular discipline code or disciplinary measures are required, it will be written into the IEP or 504 Plan.
When a special needs student approaches ten (10) or more days of suspension in a school year, a review of the IEP
or 504 Plan will be held to determine the appropriateness of the student’s program. The student’s TEAM will be
reconvened and will conduct a Manifestation Determination Hearing. If the Manifestation Determination does not
find that the student’s disability is related to his/her misconduct then the student will be disciplined in accordance
with the foregoing discipline policies while being provided Free Appropriate Public Education as determined by the
TEAM. If the Team determines that the disability is related to the student’s misconduct, then the TEAM will take
appropriate steps to ensure the IEP or 504 Plan is fully implemented and address possible changes to the student’s
IEP or 504 Plan.
If the suspension will result in more than ten (10) days in a school year, all of the above steps will be followed; and,
in addition, written notification and request for approval of an alternative plan will be filed with the Division of
Special Education of the Massachusetts Department of Education and a copy will be given to the student’s parents/
guardians.
POLICIES OF EMMA L MILLER ELEMENTARY SCHOOL
Non-discrimination Policy – Chapter 622
All students, regardless of race, religion, color, sex, gender identity, religion, national origin, sexual orientation,
disability or homelessness, have equal access to the general education program and the full range of any
occupational, vocational programs offered by the district.
Emma L Miller Elementary School has a designated person to handle inquiries regarding the nondiscrimination
policies. The Chapter 622/Title IX Coordinator, the Superintendent, for Emma L Miller Elementary School can be
reached at 413-664-9292.
Sexual Harassment Policy
Policy Statement
A. It is the policy of the Emma L Miller Elementary School to maintain a learning and working environment free
from sexual harassment. No employee or student of the school shall be subjected to sexual harassment.
B. It shall be a violation of this policy for any member of the Emma L Miller Elementary School staff or student
body to engage in sexual harassment as that term is defined in Section II.
C. Each administrator shall be responsible for promoting understanding and acceptance of, and assuring compliance
with, state and federal laws and school department policy and procedures governing sexual harassment
within her or his school or office.
D. Violations of this policy or procedure will be cause for disciplinary action
Definition
A. Sexual Harassment means unwelcome sexual advances, requests of sexual favors, and other verbal or physical
conduct of a sexual nature when:

1. submission to such conduct is made, either explicitly or implicitly, a term or condition of a person’s employment or
advancement, or of a student’s participation in school programs or activities; or
2. submission to or rejection of such conduct by an employee or student is used as the basis for decisions affecting the
employee or student; or
3. such conduct has the purpose or effect of unreasonably interfering with an employee’s/student’s performance, or
creating an intimidating, hostile, humiliating or sexually offensive work or learning environment

B. Sexual harassment as set forth in Section II – It may include, but is not limited to:
1. unwelcome or hostile verbal or physical conduct of a sexual nature
2. overt or subtle pressure for sexual activity
3. sexual insults, leering, and name-calling
4. unwelcome touching, pinching, and patting
5. sexual joke, posters, etc.
6. unwanted sexual flirtation
7. suggesting or demanding sexual involvement, accompanied by implied or explicit threats concerning one’s grades, job,
etc.
8. attempted rape or rape
9. other forms of sexual harassment including, but not limited to stalking
C. Sexual harassment may involve behavior which is student-to-student, student-to-staff, staff-to-student, staff-tostaff, male-to-male, male-to female, female-to-female, female-to-male.

Sexual Harassment Reporting/Grievance Procedures
A. Any other person alleging sexual harassment may contact the Title IX/Chapter 622 Coordinator, the
Superintendent, Jonathan Lev at 413-664-9292
B. The school district will endeavor to maintain the confidentiality of both the accuser and the accused consistent
with the school district’s legal obligations and with the necessity to investigate allegations of misconduct and to
take corrective action when this conduct has occurred. All reports will be referred to the Title IX/Chapter 622
Coordinator who will conduct the investigation.
Disciplinary Action
A. A substantiated charge against a staff member in the school district shall subject that staff member to such
disciplinary action as is appropriate if applicable, any other disciplinary provisions applicable to the staff member,
and with applicable law.
B. A substantiated charge against a student in the school district shall subject that student to disciplinary action
consistent with the procedures and actions outlined in the Student Handbook and Code of Conduct and may include
suspension or expulsion.
C. Recommended courses of action in substantiated claims may include, but are not limited to, the following:
1. removal of any offending materials, graffiti, or other objects with notice to all personnel of the reason for the
removal and a prohibition against such items in the workplace/school in the future
2. informal counseling of an offending party with a verbal warning as to the consequences of a repeat offense
3. enrollment of an offending party in an appropriate training program
Notification
A. Notice of this policy shall be circulated to all members of the Emma L Miller Elementary School community and
incorporated in student handbooks. Training sessions on this policy and the prevention of sexual harassment shall
be held for school department employees and students in all schools on an annual basis.
B. Reports of sexual harassment (alleged and/or substantiated) will be kept on file in the office of the Title IX/
Chapter 622 Coordinator, the Superintendent at 413-664-9292.
English Language Learners

In November 5, 2002 a ballot initiative (known as "Question 2") was approved by voters in Massachusetts. Question
2 amended in its entirety the Transitional Bilingual Education statute, G.L. c. 71A, and is the new Massachusetts
law governing the education of students who are English learners. Under G.L. c. 71A, the terms “sheltered English
immersion” and “structured English immersion” are used interchangeably. Both terms describe an English language
acquisition process for young children in which nearly all classroom instruction is in English but with the curriculum
and presentation designed for children who are learning the language. Title VI requires that English learners be
provided language support services until they are proficient enough in English to participate meaningfully in the
district's education program. Some English learners will reach this level of English proficiency within one year, but
some will not. Since students acquire proficiency in English at different rates, districts cannot limit to one year
the provision of language support services to English learners who are not yet able to participate meaningfully in
the district's programs in English, and all reading, writing, and subject matter is taught in English.
• Sheltered Immersion (ELL)
Under G.L. c. 71A, all textbooks and other instructional materials are to be in English, no subject matter shall be
taught in any language other than English, and students learn to read and write solely in English. However, teachers
may use an English learner’s native language when necessary for clarification purposes.

Request for Interpretation, Translation or Support Services
If you would like any forms or other communications from school translated into your first language, then please
fill out the attached form and submit it to contact person listed on form.

Title VI; EEOA: 20 U.S.C. 1703(f); M.G.L. c. 76, s. 5; 603 CMR 26.02(2)

Emma L Miller Elementary School

Request for Interpretation, Translation or Support Services*
Date of request________________________________
Student Name ___________________________ Grade_____
Person making request_____________________________________________
Request for:
______ translation
language(s)________________________________________
______interpretation
______ support service(s)
If this request is for translation, please attach English text.
If this request is for interpretation or support services, please attach date, time, purpose, and location
of meeting or service.
Title VI; EEOA: 20 U.S.C. 1703(f); M.G.L. c. 76, s. 5; 603 CMR 26.02(2)

* including, but not limited to: guidance, and other counseling
Send to:
Anne Mahoney
Principal
413-743-1992
FAX 413-743-1114
---------------------------------------------------------Response and notes:

Special Education
In Massachusetts, the special education system is based on the federal special education law, the Individuals
with Disabilities Education Act (IDEA), in combination with the state's special education law (MGL c. 71B). These
laws protect students with disabilities who are eligible for special education and guarantee them an Individualized
Education Program (IEP) designed to meet their unique needs. Students ages 3-21 suspected of having a
disability affecting her/his ability to progress effectively in education can be referred for a full evaluation to
determine eligibility for special education services. The referral can be made by school personnel, a parent/
guardian, pediatrician, nurse and/or therapist. Prior to a referral all efforts must be made to provide reasonable
accommodations and modifications for the needs of a student within the regular education setting, utilizing regular
education services such as Title I, ELL/ESL and before/after school enhanced instruction. In addition, a parent/
guardian has the right to request the services of the building based pre-referral support team in each school. If a
school refers a student for a special education evaluation, parent/guardians will be notified in writing and written
parent/guardian consent for an evaluation will be obtained. Evaluations will be completed by qualified staff.
The Emma L Miller Elementary School is committed to providing Special Education services to students in the
least restrictive environment. This means that, to the maximum extent possible, children with disabilities must be
educated with children who do not have disabilities. Special Education services will be provided to the child
with a disability in the regular classroom when appropriate. Special classes, separate schooling or other removal of
a child from the regular education environment will occur only when the nature or severity of the disability is such
that education in regular classes with the use of supplementary aids and services cannot be satisfactorily achieved.
If a parent/guardian feels his/her child may be eligible for services under Special Education, a referral can be
made directly to the school principal. Further explanation of parental/guardian rights under IDEA and/or Special
Education programs which are available in Emma L Miller Elementary School can be obtained from either the school
principal or the Special education Director at 413-664-4655.
504
The federal Americans with Disabilities Act provide protections for the civil rights of students with diagnosed
disabilities that substantially limit their ability to access an education without specific specialized accommodations.
The purpose of the law is to ensure that all students have equal access to an education regardless of a disability.
Unlike special education eligibility, a student does not have to demonstrate failure to make adequate academic
progress to access classroom and school accommodations and services. Student eligibility is determined through
evaluation by a specialist (i.e., pediatrician, speech therapist, psychiatrist) or through the special education core
evaluation process. The principal is responsible for writing and monitoring the 504 accommodation plan.
Firearms
In compliance with Section 10 of Chapter 71, Chapter 150 of the Acts of 1987, it is the policy of the Emma L Miller
Elementary School Committee that bringing firearms or other dangerous weapons to school, on school grounds, or
on the bus is prohibited and punishable by fine, imprisonment or both.
No Smoking
In compliance with Section 37H of Chapter 71 of the Massachusetts General Laws, it is the policy of the Emma L
Miller Elementary School Committee that the use of any and all tobacco products is prohibited within the school
buildings, the school facilities, or on the school grounds or on the school buses by any individual including school
personnel.
Hazing
In compliance with Section 17 of Chapter 269 of the Massachusetts General Laws hazing is prohibited at the Emma
L Miller Elementary School, on the school grounds, or on the bus. It is punishable by fine, imprisonment or both.
RIGHTS OF NON-CUSTODIAL PARENTS

If notified of a pending or actual divorce or separation between parents of a school-age child, the following policy
and procedure shall apply:
A natural parent who is separated or divorced from the parent with legal custody of their child shall have the same
rights as custodial parents in the following areas, unless these rights have been limited by court action:
Access to their child's records;
Visitation to observe their child, in accordance with the school's visiting policy.
Conference with teacher to discuss their child's educational progress.
Custodial parents who wish to limit the above rights must provide the school with a copy of the relevant court
document.
To save children, parents, and the school from embarrassment and anguish, the following matters -if not already
classified by a legal document - should be spelled out in writing by the custodial parent:
Opportunity for the non-custodial parent to meet privately with a child in school;
Opportunity for the non-custodial parent to take a child away from the school.

Lacking specific instructions in writing from the custodial parent or a court document on the matters in the
above, school principals will assume non-custodial parents do not have these opportunities.
"Under Massachusetts law, a parent without legal custody of their child must submit to the child’s school principal a court order which proves the
parent has not been denied custody "based on a threat to the safety of the child or the custodial parent." Only then can the noncustodial parent be
granted access by the principal, and must reapply for access each year. However, federal law dictates that both parents have equal access to their
child’s records unless the school is shown a court order specifically revoking the noncustodial parent’s access for reasons such as abuse of the child
or custodial parent. " The Department of Education adopted emergency regulations, Access by Non-Custodial Parents, 603 CMR 23.07(5), to bring
the state into compliance with the federal law until the state law is amended. More information is available at Mass. Law About Education.

Child Abuse and Neglect
Under Massachusetts General Laws Chapter 119, § 51A, any public or private school teacher, educational
administrator, guidance or family counselor, nurse, social worker, or member of certain other professions who
in his/her professional capacity shall have reasonable cause to believe that a child under eighteen years of
age is suffering physical or emotional injury resulting from abuse inflicted upon him/her which causes harm
or substantial risk of harm to the child’s health or welfare including sexual abuse, or from neglect, including
malnutrition, shall immediately report such conditions to the Department of Social Services. School employees
meet their responsibilities for reporting by informing the school principal. A written report to DSS must then be
filed within 48 hours. The Savoy Public Schools affirms its responsibility to provide for the safety and well-being
of students. This responsibility extends to fully complying with the Massachusetts Mandatory Child Abuse and
Neglect Reporting Statute, Chapter 119, Section 51A. It is expected then, that when any staff member in his/her
professional capacity, has reasonable cause to believe that a child under the age of eighteen years is suffering
from the effects of any form of child abuse and neglect, that the staff member will report his/her concerns to
the building principal for consideration of reporting to the Department of Social Services.

Communication: Compliments and Criticisms

Communication between home and school is essential to a student’s successful education. Students need to be
aware that their parents are supportive of education in general, and of their specific accomplishments. It is also
important for teachers to hear from parents when they are pleased with what is happening in their child’s class.
The Savoy Public School District welcomes constructive criticism concerning the operation of the Emma L
Miller Elementary School. The Emma L Miller Elementary School Committee believes that complaints are best
handled and resolved as close to their origin as possible. Therefore, the proper channeling of complaints involving
instruction, discipline, or learning materials will be as follows:

1. Teacher
2. Principal
3. Superintendent
4. School Committee

Emma L Miller Elementary School Bully Prevention Plan
BULLYING, RETALIATION, AND HARASSMENT
At the Emma L Miller Elementary School, we will not tolerate any unlawful or disruptive behavior,
including any form of bullying, cyber bullying, or retaliation. Bullying is defined as the repeated use
of a written, verbal, or electronic communication, or a physical act or gesture, or any combination
thereof, by one or more students directed at another student that has the effect of:
causing physical or emotional harm to the other student or damage to his or her property;
placing the other student in reasonable fear of harm to him or herself or of damage to his or her
property;
creating a hostile environment at school for the bullied student;
infringing on the rights of the other student at school; or
materially and substantially disrupting the education process or the orderly operation of a school
Retaliation is any form of intimidation, reprisal, or harassment directed against a student who reports
bullying, provides information during an investigation of bullying, or witnesses or has reliable
information about bullying.
Cyber-Bullying is bullying through the use of technology or any electronic means, and includes the
distribution of electronic communications or the posting of electronic material that may be accessed
by one or more persons.
In accordance with Massachusetts Law Chapter 92 of the Acts of 2010, An Act Relative to Bullying in
Schools, bullying and retaliation is prohibited in any form:

At school and at all school facilities;
At school-sponsored or school-related functions, whether on or off school grounds;
On school buses and at school bus stops;
Through the use of technology or an electronic device owned, licensed or used by a school; and
At non-school-related locations and through non-school technology or electronic devices, if the
bullying or retaliation affects the school environment

LEADERSHIP
The Emma L Miller Elementary School Bullying Committee, which consists of principal, classroom
teachers, MTA representative, parents, staff members, school committee members, and the
superintendent, created this document. The work began in the fall of 2010 and work on this
document will continue throughout the 2010/11 school year. In the future the plan will be reviewed
and followed each year and adjusted as needed. The team created a survey that was distributed and
completed by each Emma L Miller Elementary School family. The data from the survey was used
to get an idea of the understanding our families have of bullying in our school. We were pleased
to discover that there were zero incidents of bullying reported on the surveys. There were a few
concerns that have been addressed in the procedures for reporting that we have defined in the
Policies and Procedures section of this report.

TRAINING AND PROFESSIONAL DEVELOPMENT
Professional Development in the area of bullying will be ongoing throughout the 2010/11 school
year. Each month at staff meeting, bullying and/or retaliation will be an agenda item. We will focus
our efforts in the areas of Second Step lesson planning, reviewing any incidents of bullying and/or
retaliation that have arisen, discussing prevention, identification, and responses to bullying and/or
retaliation, conversations around continuing to develop a learning environment that is positive and
safe for all students and staff members, how to help children deal with their anger, and encouraging
students to be decision makers.
Annual Staff Training
Topics will include:
• Responsibility of all staff on reporting observed bullying and/or retaliation
• Review of steps that staff will need to take when witnessing bullying and/or retaliation
• Protocols and procedures to be followed by administration upon request of a report of bullying
and/or retaliation
• Overview of bullying prevention curricula offered at each grade level
• Professional development on bullying prevention for all new faculty and staff
• Review of updates to the bullying plan
• Internet safety issues with focus on cyberbullying prevention and identification
Ongoing Professional Development

In order to foster a safe, respectful school climate ongoing professional development will be
scheduled throughout the school year. This PD will be focused on building skills of all staff in the
areas of prevention, identification and response to bullying and/or retaliation, as well as training in
social curricula that addresses a positive classroom environment. All programs and topics will be
researched based and developmentally appropriate for students in grades PreK-5th. Consideration
will be given to students with disabilities when developing IEPs especially those students with autism
or students whose disabilities affect social skills development. Additionally, areas identified through
surveys of students, parent and teachers will be addressed. Topics may include, but are not limited
too:
•
•
•
•
•
•
•
•
•
•
•
•

Positive Classroom Management
Positive Behavioral Interventions
Teaching Social Skills of Positive Communication
Anger Management and Empathy
Engaging Students in Classroom Planning and Decision Making
Establishing a Caring Classroom for all Students
Developmentally (or age-) appropriate strategies to prevent bullying;
Developmentally (or age-) appropriate strategies for immediate, effective interventions to stop
bullying incidents;
Information regarding the complex interaction and power differential that can take place
between and among an aggressor, target, and witnesses to the bullying;
Research findings on bullying, including information about specific categories of students who
have been shown to be particularly at risk for bullying in the school environment;
Information on the incidence and nature of cyberbullying; and
Internet safety issues as they relate to cyberbullying.

Second Step, a violence prevention social curriculum has been introduced at all grades levels Pre-K
through 5th by our School Adjustment Counselor. He is working closely with the classroom teachers
throughout the school year so that they understand the components of the program. During the 2010/
11 school year the Adjustment Counselor and classroom teachers will co-present the lessons to the
students. Classroom teachers will be 100% responsible for the teaching of all Second Step lesson
starting in the Fall of 2011.
Each year the students will be educated by a Bullying Prevention Team from the local District
Attorney’s Office. These lessons were taught in the fall of 2010 and will be repeated each school
year as long as the District Attorney’s office makes them available.
Finally, we are presently searching for an additional curriculum piece which addresses positive
classroom environments. Currently we are looking into Responsive Classroom to determine if it has
the components we are looking for. Professional Development money will be used during the 2011/
12 school year to train the teachers in the caring classroom curriculum the committee chooses.
EDUCATION OF PARENTS/GUARDIANS, STAFF, AND OTHER COMMUNITY MEMBERS
It is crucial to the overall effectiveness of the plan to engage and collaborate with families to increase
capacity of the school in its mission to prevent and respond to bullying and/or retaliation. The plan
includes measures by which parents and guardians gain information about how to support the
curriculum, what bullying, retaliation, and/or online safety and cyberbullying looks and feels like, and
what steps to take if they feel their child is bullying or being bullied.
The Student Handbook is distributed at the beginning of each year. Included in the Student
Handbook is our policy concerning bullying and/or retaliation and overall acceptable school behaviors

and consequences. Parents and students are required to go through the handbook together. The
parent/guardian and child sign and return an attached sheet that says they agree to follow the rules
set out in the handbook.
The District Attorney’s Office offers the following workshop for parents and guardians. This year we
invited them to the school to present to the families. We will continue to invite them to share this
invaluable information for as long as the DA’s office offers the workshops.
A Safer School, A Safer You: Bullying and Harassment
This presentation reviews the significant role of parents/guardians in supporting school prevention
and intervention plans. The training provides information on the dynamics of bullying, recognizing
the signs and symptoms that a child may be a bully or the target of a bully and how to respond
appropriately. The powerful role of the bystander and the importance of changing our culture around
the acceptance of bullying and/or retaliation will be discussed and resources will be offered for both
children and parents/guardians.
Finally, parents/guardians will be invited to come to workshops to receive information about any antibullying curriculum that is ongoing in the school or being introduced.

BULLYING AND HARRASSMENT POLICY
To stop bullying and/or retaliation as soon as it occurs, all school staff are required to promptly report
bullying and/or retaliation when they witness or become aware of it. The school principal or teacher
in charge must immediately investigate and take appropriate disciplinary action. The attached policy
provides more specific information to guide students, staff, administrators, and parents on reporting,
investigating, and responding to complaints of bullying and/or retaliation and harassment.
I. Policy
A. It is the policy of the Emma L Miller Elementary School District to take pro-active, reasonable
measures designed to provide a safe learning and working atmosphere for students free from
bullying and/or retaliation, sexual harassment, and intimidation. These terms are referenced herein as
“bullying”, which is more particularly defined below. Savoy, in the strongest possible terms, condemns
bullying, whether based on race, color, religion, national origin, age, gender, sexual orientation,
gender identity, or disability.
B. It is a violation of policy for any administrator, teacher or other employee, or any student or other
member of the school community, to engage in or condone bullying in school, on the bus, on school
grounds or at or in a school-related function, activity, communication or contact, or to fail to report or
otherwise take reasonable corrective measures when they become aware of an incident of bullying.
C. Reports of bullying and/or retaliation, including but not limited to cyber-bullying by electronic or
other means, occurring in or out of school will be reviewed, and, if a sufficient connection to school or
school-related work exists, will result in discipline.
D. It is the responsibility of every employee, student and parent to recognize acts of bullying and/or
retaliation and take reasonable action to see that the applicable policies and procedures of this school
are implemented. All members of the school community are and must act as partners in such efforts
if we are to have any reasonable chance of success in preventing or minimizing activity of this type,
which is harmful to both the victim and the perpetrator.

E. Any student who believes that s/he has been subjected to bullying and/or retaliation has the right
to file a complaint and to receive reasonably prompt and appropriate handling of the complaint.
Further, all reasonable efforts shall be made to maintain the confidentiality and protect the privacy
of all parties, but proper enforcement of this policy may require disclosure of any or all information
received.
F. The principal or teacher in charge shall be responsible for assisting employees and students
seeking guidance or support in addressing matters relating to any form of bullying and/or retaliation.
II. Prohibition and Definitions
Bullying and/or retaliation may take a variety of forms. Bullying and/or retaliation is unacceptable in a
school or work environment. As a result, no student shall be subjected to bullying and/or retaliation,
intimidation, or cyber-bullying in any public educational institution.
A. “Bullying”, including “cyberbullying”, as used in this policy means an unwelcome written, electronic,
verbal or physical communication, act or gesture which: (1) reasonably causes a student to feel
coerced, intimidated, harassed or threatened and (2) under the circumstances may cause: (a) a
reasonable person to suffer physical or emotional harm, or (b) damage to a student’s property, or (c)
a disruptive or hostile school environment. The behavior must interfere with a student’s academic
performance or ability to learn, or interfere with a student’s ability to participate in or benefit from
services, activities, or privileges:
o that are being offered by or through the school; or
o during any school related educational program or activity; or
o while in school, on or using school property or equipment, in a school vehicle, on a school
bus, at school-designated bus stops, at school-sponsored activities, at school-sanctioned
events; or
o through the use of data, telephone or computer software that is accessed through a computer,
computer system, or computer network; or
o in circumstances otherwise having a sufficient connection with the school.
B. “Electronic communication” as used in this policy means any communication through an electronic
device, including but not limited to a telephone, cellular phone, computer or pager that are associated
with the school.
C. Definitions – Sexual Harassment Prohibited
“Sexual Harassment” means unwelcome sexual advances, requests for sexual favors, and other
inappropriate verbal, written, electronically transmitted, or physical conduct of a sexual nature,
including but not limited to unwelcome comments, touching, written notes, pictures/cartoons or
other inappropriate conduct, such as leering, whistling, brushing up against the body, commenting
on sexual activity or body parts. Harassment has the effect of creating an intimidating, hostile, or
offensive work or learning environment that takes place under any of the following circumstances:
o When submission to such conduct is made, explicitly or implicitly, a term or condition of
employment, instruction, or participation in school activities or programs;

o When submission to or rejection of such conduct by an individual is used by the offender as
the basis for making personal or academic decisions affecting the individual subjected to
sexual advances;
o When such conduct has the effect of unreasonably interfering with the individual's work,
attendance at school or participation in academic or curricular activities, or
o When such conduct has the effect of creating an intimidating, hostile, or offensive work or
learning environment.
III. Guidelines and Procedures for Investigating and Processing Bullying and/or Retaliation
Claims
Bullying and/or retaliation may take many forms. It could involve an instance of staff member to staff
member, staff member to student, student to staff member, or student to student. It conceivably could
also include parent to a student other than the parent’s child, staff member to parent, or parent to staff
member. This listing is illustrative and the procedures set forth are not intended to limit the definition
of bullying and/or retaliation, or the school’s authority to take appropriate action as to same except to
the extent that specific subject matter is expressly addressed herein.
Guidelines and procedures for dealing with any charge of bullying and/or retaliation are as follows:
A. By law, bullying is defined by the victim’s perception in combination with objective standards or
expectations. What one person may consider acceptable behavior may be viewed as bullying by
another person. Therefore, in order to protect the rights of both parties, it is important that the victim
make it clear to the harasser that the behavior is objectionable.
B. In all charges of bullying and/or retaliation, the victim should complete a Emma L Miller
Elementary School Bullying Incident Report Form which is available in the principal’s office, the
specifics of the complaint to ensure that the subsequent investigation is focused on the relevant
facts. If possible, the victim and/or parent/guardian should sign the complaint. Oral and anonymous
complaints will be reviewed but are inherently difficult to investigate and may not be procedurally fair;
as a result, no disciplinary action shall be taken on anonymous complaints unless verified by what the
administration in the good faith exercise of its reasonable discretion deems to be clear and convincing
evidence. To file an anonymous report, reporters can leave a completed report in the sealed
envelope in the principal’s mailbox, or leave it in the nurse’s office on the desk. All other complaints
will be reviewed based on evidence standard, namely whether the administration in the exercise of its
aforementioned discretion, taking into account all material information and circumstances, concludes
that a violation of this policy more likely than not has occurred.
C. Any school employee who has information that would lead a reasonable person to suspect that a
person may be a target of bullying and/or retaliation or intimidation shall immediately, as a condition
of employment report in writing by completing a Emma L Miller Elementary School Bullying
Incident Report Form which is available in the principal’s office. The school shall document each
prohibited incident that is reported and confirmed, and report each such incident and the resulting
consequences, including discipline and referrals if any, to the Superintendent’s office in timely fashion
and without any avoidable delay.

D. A good faith report from a staff member is not grounds for any legal liability and, since such reports
are a condition of the staff member’s employment, is considered to have been made for purposes
of the Municipal Tort Claims Act, M.G.L. c. 258. As a result, the employee would not be subject to
damages simply by reason of making such a report, and in the event of a suit based solely thereon
would be covered by the school district’s insurance policy which provides defense of such suits.
E. If an instance of student to student bullying and/or retaliation is reported to a staff member other
than an administrator, the staff member must inform the principal or teacher in charge in timely
fashion in writing by completing an Emma L Miller Elementary School Bullying Incident Report
Form which is available in the principal’s office.
F. If a situation involving a charge of staff member to student bullying and/or retaliation, or staff
member to staff member bullying and/or retaliation, as defined in Sec. II. above, is brought to the
attention of any staff member, the staff member should notify the principal or teacher in charge
immediately in writing by completing a Emma L Miller Elementary School Bullying Incident
Report Form which is available in the principal’s office.
G. Once a charge of bullying and/or retaliation has been made, the following course of action should
be taken.
o Before fully investigating the allegations of bullying and/or retaliation, the principal or teacher
in charge will take steps to assess the need to restore a sense of safety to the alleged target
and/or to protect the alleged target from possible further incidents. The following responses
may also be used to protect the aggressor, any witness, and appropriate family members.
Responses to promote safety may include, but not be limited to creating a personal safety
plan, promptly notify target’s parents/guardians, counseling or referral, pre-determining
seating arrangements for the target and/or the aggressor in the classroom, at lunch, or on
the bus, identifying a staff member who will act as a “safe person” for the target and altering
the aggressor’s schedule and access to the target. The principal or teacher in charge will
take additional steps to promote safety during the course of and after the investigation, as
necessary.
o The principal or teacher in charge upon determining that bullying and/or retaliation has
occurred, will promptly notify the parents or guardians of the target and the aggressor of this,
and of the procedures for responding to it. There may be circumstances in which the principal
or teacher in charge contacts parents or guardians prior to any investigation. Notice will be
consistent with sate regulations at 603 CMR 49.00.
o The principal or teacher in charge should conduct a reasonable, factual investigation by means
of discussions with the individuals involved, other witnesses if any, review of any documents
and other, written or electronic materials, etc.
o If the principal or teacher in charge does not conduct the investigation, s/he should review
the designee’s report and supporting documentation (by way of example only, any written,
signed statements by the complainant setting forth the allegations, any such statement by
the accused and witnesses, and any other materials such as those mentioned above), as
appropriate to the current stage of the investigation. The principal or teacher in charge may
deem it necessary or advisable to conduct direct interviews before making a determination.
o In situations involving allegations against an employee, the employee should be accorded all
rights provided by any applicable statute and/or collective bargaining agreement, including

but not limited to being informed of his/her right to have a third party present at the time of the
discussion if apt, and in the case of a teacher of the right to counsel if any discussion could
conceivably lead to a suspension.
o In situations involving bullying and/or retaliation of students, the principal or teacher in
charge should conduct an investigation with the appropriate classroom or special subject
area teacher. Parents will be informed of the situation and invited to participate in resolution
discussions if warranted.
o Parents of students alleged to have engaged in bullying and/or retaliation for whom
suspension is imposed shall be notified that they must attend a meeting at which the behavior,
words or images giving rise to the complaint may be reviewed. Before any final decision is
made as to whether to impose discipline exceeding ten (10) school days, and the nature of
such discipline, the student and her or his parent(s) will be informed in reasonable detail of the
factual allegations underlying the complaint and given an opportunity to respond to and provide
any information material to same.
o In the school administration’s discretion, depending on its preliminary assessment of the
seriousness of a reported incident of alleged bullying and/or retaliation, a student accused of
bullying and/or retaliation may be suspended from school under the procedures for suspension
set forth in the student handbook and not readmitted to the regular school program until
the student and his or her parent(s) attend such meeting. A ten (10) school day suspension
if deemed reasonably necessary by the administration may be imposed prior to such a
meeting, but before any such consequence were imposed the student shall be informed of
the ground(s) for such possible suspension in sufficient detail to allow the student to respond
to the charge(s). A satisfactory conference with the student and his or her parent(s) or legal
guardian(s) must occur prior to the student’s readmission.
o It is important that each situation be resolved as confidentially and as quickly as circumstances
reasonably permit.
o At any stage of the proceedings the alleged harasser and the victim may discuss the matter at
a resolution meeting in the presence of the principal or teacher in charge, Superintendent, and/
or parent when appropriate.
o During this discussion, the offending behavior should be described by the victim and the
administration If warranted, a request for a change in behavior should be made, and a promise
should be made that the described behavior will stop and not recur.

o If circumstances do not permit a face to face meeting the administration will present the
victim’s position. Follow-up verification procedures will be explained. Failure to comply after a
resolution, if any, is voluntarily reached at such a meeting will result in appropriate discipline.
The principal or teacher in charge at the close of the meeting shall prepare a written summary
of the discussion held at the meeting and of any resolution, if any, agreed to at same, and
shall ask the parties attending the meeting to review, date and sign the agreement. The
administrator shall sign the summary, and if any party to the meeting refuses to sign shall note
that fact thereon. No such memorandum must be included in a student’s school record or an
employee’s personnel file unless otherwise required by law, but the principal or teacher in
charge shall keep a copy of same in her or his records.

H. If after a resolution meeting with the involved parties, the principal or teacher in charge determines
that further disciplinary action must be taken, the following may occur:
o In instances involving student to student or student to staff member bullying and/or retaliation,
subject to applicable law and the disciplinary procedures set forth in the student parent
handbook, the student may be subject to discipline, including but not limited to counseling,
suspension or expulsion
o In instances involving staff member to student and staff member to staff member bullying
and/or retaliation, findings will be reported to the Superintendent of Schools for further action.
Personnel action, up to and including discharge from employment, may also be initiated at this
point, consistent with applicable law and collective bargaining agreement
o In all cases where in the good faith judgment of the Principal or Superintendent if the
circumstances so warrant, a referral to law enforcement will be made. School officials will
coordinate with the Police Department to identify a police liaison for bullying and/or retaliation
cases.
I. Responses to Bullying
•

Teaching Appropriate Behavior Through Skills-building: Upon the principal or teacher in
charge determining that bullying or retaliation has occurred, the law requires that we use a
range of responses that balance the need for accountability with the need to teach appropriate
behavior. M.G.L.c. 71 370 (d) (v). Skill-building approaches that the principal or teacher in
charge may consider include:
o Offering individualized skill-building sessions with the school counselor based on
the Emma L Miller Elementary School anti-bullying curricula.
o Providing relevant educational activities for individual students or groups of
students, with school counselor.
o Implementing a range of academic and nonacademic positive behavioral supports
to help students understand pro-social ways to achieve their goals
o Meeting with parents and guardians to engage parental support and to reinforce
the Emma L Miller Elementary School anti-bullying curricula and social skills
building activities at home
o Adopting behavioral plans to include a focus on developing specific social skills
o Making a referral for evaluation
•

Taking Disciplinary Action
o If the principal or teacher in charge decides that disciplinary action is appropriate,
the disciplinary action will be determined on the basis of facts found by the principal
or teacher in charge, including the nature of the conduct, the age of the student(s)
involved, and the need to balance accountability with the teacheing of appropriate
behavior. Discipline will be consistent with the Emma L Miller Elementary School
Bullying Plan and with the school code of conduct.
o Discipline procedures for students with disabilities are governed by the federal
Individuals with Disabilities Education Improvement Act (IDEA), which should be read in
cooperation with state laws regarding student discipline.

o If the principal or teacher in charge determines that a student knowingly made a false
allegation fo bullying or retaliation, that student may be subject to disciplinary action.
•

Promoting Safety for Targets and Others
o As needed, adjustments in the school environment will be made to ensure safety for any
target, reporter, information providers, or witness. Adult supervision may be increased
in areas where bullying and/or retaliation is likely or known to occur. The principal or
teacher in charge will check in with the students and staff after a reasonable amount of
time to determine if any recurrence has transpired and if additional supportive measures
or actions are needed.

IV. Retaliation:
In the event of retaliation in any form against any person who has made or filed, or provided any
information as to a complaint relating to bullying, any employee or student found to have engaged in
retaliation shall be subject to discipline in accordance with applicable law - for an employee, up to and
including dismissal from employment, and in the case of a student up to and including expulsion. If
warranted a referral to law enforcement shall also be made.
V. Confidentiality:
Reports of bullying and/or retaliation should be kept completely confidential to the extent consistent
with necessary investigation procedures, with the goal of protecting the victim and stopping the
behavior.
For further information about these guidelines or help with sexual harassment problems or any other
form of harassment, consult the Emma L Miller Elementary School District

EMMA L MILLER ELEMENTARY SCHOOL BULLYING INCIDENT REPORTING FORM
1. Name of Person Filing Report
2. Check appropriate boxes for the next two questions
3.

4.

I was the target of the behavior

I am

a student
Administrator

I am a reporter but not the target

Staff member (specify role)

Parent

Other (specify)

5. The best way to reach me is

.

6. If you are a student please write what grade you are in

.

7. Information about the Incident
Name of Target
Name of Aggressor
Date of Incident
Time of Incident
Location of Incident
How did this incident come to your attention?

Witnesses
Name

Student

Staff

Other

Name

Student

Staff

Other

Name

Student

Staff

Other

7. Describe the details of the incident including names of people involved, what occurred, and what each person did and
said (be a specific as possible). Please use additional space on back of sheet if necessary

FOR ADMINISTRATIVE USE ONLY
Signature of person filing report
(Reports may be filed anonymously, but no disciplinary action will be taken against an alleged aggressor solely on the basis of an anonymous report)

Form Given to:

Signature of person RECEIVING report

Position

Date

Date Received

