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CAPE ELIZABETH SCHOOLS

Our Mission
CAPE Schools open minds and open doors.

a a cla ) O

Our Vision
We empower students with the academic, personal, and social knowledge and skills
needed to build fulfilling and engaged lives.

Our Beliefs Yalues

Community: We value the connections among our school, local,

and global communities that foster meaningful participation in a
dynamic and diverse world.

Academics: We value rich and varied learning experiences that
support critical thinking, perseverance, effective communication,
and independent and collaborative work inside and outside of the
classroom.

Passion: We value personal investment in learning in an
environment that nourishes joy and creativity, protects risk-taking,
and cultivates individual expression.

Ethics: We value decision-making and actions guided by the
principles of personal integrity, empathy, responsibility, and
respect for self and others.
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The Cape Elizabeth School Board efDireetersrecognizes that alcoholism and drug dependency

are treatable diseases. Left untreated, they may result in serious personal and family problems.
At the same time, the Board is also seriously concerned about the effects of alcohol and/esether

drug dependency upon an employee S _|0b performance and ability to serve as a role model for
our students.Faer Board-endorsesa-pe ol 3

A——The Board believes strongly that all employees and students should be able to work and
learn in an environment free, from alcohol and/er-etaer drug abuse. Accordingly, the distrietBoard
expects all employees to report for work and to perform their duties in a manner which does not
jeopardize the health, safety and well--being of co--workers and students.-Faeretore; the-senoer

system-
Any employee who susgggtg tha*‘ he/she mav have an alcguio! or drug degendencx g’oblem 18

No employee shall distribute, dispense, possess, use or be under the influence of any alcoholic
beverage, malt beverage or fortified wine or other intoxicating liquor. Nor shall an employee
unlawfully manufacture, distribute, dispense, possess, use or be under the influence of any
narcotic drug, hallucinogenic drug, amphetamine, barbiturate, marijuana, anabolic steroid or any
other controlled substance (as defined in schedules I through V of section 202 of the federal end-

staee—lm ontrolled Substance Act [21 USC § 812%: by regulation at 21 CFR, § 1309.11 ihrough

1300.15; and regulations);-or-any look-alike—drug

in 17-A MRSA, § 1101), This standard-efeenductapplies-before, during and after school hours, at
school or in any other school system location, defined as follows:

"School system location” means in any school building or on any school
premises; in any school— —-owned vehicle or in any other school--approved
vehicle used to transpertiransports students to and from school or school activities;
off school property at any school--sponsored or school--approved activity, event
or function, such as a field trip, or athletic event, where students are under the
jurisdiction of the school, unitdepartment; or during any period of time such
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employee is supervising students on behalf of the school system or otherwise
engaged in school unit-departinent business.

—staﬂd&rd—s}mﬁ—eensﬁmte-s&fﬁeteﬂt—gpe&nds—feﬁemﬁe} ee—dtsekpl-rrre—ua—te-&nd—me ﬂémg—dls- EHSSE
— fFromemplovsest

— Furthermore-Any illegal use, possession, furnishing, selling or provision of assistance in
obtaining alcoholic beverages or scheduled drugs not covered above may-depending tponthe -

— cireumst . by the preceding paragrapk is also
prohibited.

Maine Department of Health and Human Services Office of Sl.bstance Abuse.

Appropriate disciplinary action shall be taken against any employee wio violates this policy, up
to and including dismissal. Referrals made-underthis-poliey-will-for assistance or treaument do not

preclude disciplinary action underbeing taken for violations of this paragrapkpolicy.

B—Any employee—wheo—suspeets—that-he—orshe—mayhave—an -aicohel-er—ether—drug—depenaency
—preblem-is-strongly-encouraged-to-seelveluntary diagnesis-and-treatment—The-Superintencent of
—Mepdesrgﬁeempmaeaﬁj&fequest—aﬁd—mﬂ—ass&s%ﬂ&e-emp}e} ee-ndetemmninethe-exentlo
— —witich-insurance coverage-will- help-pay for avaiableservices—

— — W a—superviser ebsewes—e&has—mdwa&eﬂs—that—an—emp}eyee—mg have—aleshelandfordrus

C———As provided in the Drug--Free Workplace Act of 1988, all-empleyees-are-any erapioyee is
required to notify the school unitdistrict of asy-a criminal or civil drugstatute-conviction for 'a
drug violation occurring in the workplace net-no later than five calendar days after such
conviction. In turn, the Superintendent, within tea1C calendar days of learning of such a_
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conviction, shailis to give written notification to the U.S. Department of Education and to any
other federal agency from which the district receives grant funds.

A copy of this policy wiHis to be given or mailed to all current employees and aﬁ-)—to new

employees at the time of their employment-—
of — treatment reseurees-to-all-employees and is to be posted in appropriate locations througl'out
the school system.

E— The—Superintendent—shail —be responsible—for—developing—and—administering —appropriate
——administ=ative-proceauras-to-iziplemertthis peiiey:

Legal References: Reference:21 £S€U.S.C. § 812 (Controlled Substances Act)
21 eFR-§C.F.R. §§ 1300.11--1300.15
Fed. P.L. 101226
17-A MRSA § 1101

R

REVIEWED-and-APPROVED:+December 14,2004

20-A MRSA § 6621 et seq.

Cross Reference; JICH - Drug and Alcohol Use by Students

Adopted:
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FAMILY CARE LEAVE

Maine’s “Act to Care for Families” requires employers who provide paid leave under the terms
of a collective bargaining agreement or employment policy to allow employees to use such leave
to care for an immediate family member who is ill (hereafter referred to as “family care leave™)
in accordance with the conditions described in this policy.

L Definitions
For the purposes of this policy, the following definitions from the Act to Care for Families apply:
A. “Immediate family member” means an employee’s child, spouse or parent.

B. “Paid leave” means time away from work by an employee for which the employee
receives compensation, and is limited to sick time, vacation time, compensatory time and
leave that is provided as an aggregate amount for use at the discretion of the employee
for any of these same purposes. Paid leave does not include paid short-term or long-term
disability, catastrophic leave or similar types of benefits.

1I. Amount of Leave Available

An employee may take up to 40 hours of available paid leave (or the amount provided by an
applicable collective bargaining agreement if that is greater) as family care leave per 12-month

period. For the purposes of this policy, the 12-month period 1s-[-Nete—Wﬂﬁuggest—-nse r-ng—’-“ﬁe
same-period-ns-thesehool unit uses-to-eaierate oV -AJeare here] Scpiember 1 (hrough
August 31. An employee may not use paid leave for family care leave purposes until it has
been earned. If the employee has more than one type of paid leave available under an applicable
collective bargaining agreement or employment policy, he/she may specify which type and the
amount of each type of leave to be used as family care leave.

All family care leave taken by an employee shall be counted toward his/her entitlement under the
federal Family and Medical Leave Act or state Family Medical Leave Act.

III. Employee Notice Requirements

Notice and verification requirements for use of family care leave shall be the same as those
required by the school unit-department for an employee’s own illness. The employee must
specify that leave is being taken pursuant to the Act to Care for Families. {Nete:Theschool
unit sheuid revise caapoiieableleave formsto-inelude this roguiroment]

Legal Reference: 26 M.R.S.A. § 636

Cross Reference: GBN - Family and Medical Leave

CAPE ELIZABETH SCHOOL DEPARTMENT



1* Reading: 10/09/12
RECOMMENDED FOR DELETION

File: GCF

PROFESSIONAL STAFF HIRING

One of the mestimpertanttasks-ofadministrative personackisthe recommendation for
hire oftalemted-accomplished,and-cffective professionalstaff: Hiringthe bestpossible-
candidates makes alongtorm-difforcneeta-school system-quality- Goed staff-hirinp
should be-dene-in stager-invelving-varions people dn-scparateroles while caployinga
yarkoty-of information nources

Fhrough s -cmploymoent polivicssthe beard-shall attompt to- attract-bire-and-rotain the
host gealifiedporsonnel for albprofessional-pesitions.

H—shall- -bo —the duty--of- the superintendont- to - see—that —any—peorsen - hominatod - For
cimploymont in-the schoels shall meetall cortiffeationrequircments, hoalth—reguircrments
and the -reguiroments-of - the beard-for-the type-efpositionforwlichthe nurainntion i
-l—‘!-}h‘{k:

‘He Cape-bhsaboth- Sehools S liringProsedires Al wil-continue 1o be-Schoel-board
approved—Havill-he reviewed anpuath by the Pemsonne-Conmitice and will-be updated
swfeeded:

While- the-Board mayv-aceept-orrejecta-nemihation, anappointment-shall be valid oaly-if
wade with-the rocommondation-efthe-Superint:adent:

Loegel Reference: -—HTLE 20A-MRSA SEC 13201 FESEQ.

AP Jansary 425 1988
RIVHIWED—Marek-1)- 1902
Peesded- - —June-19408
Reviseds - June 10,2003
Reviged:—- - DPecemberdd, 2004
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RECRUITING AND HIRING OF ADMINISTRATIVE STAFF

Womer—i

he ‘sten ap-—88 Board affirms
its commitment to the strict prohlbltlon of dlscnmmatlon in employment on the basis of race,
color, national origin or ancesgg religion, sex, sexual orientation, age, genetic information or
disability, and to the principle of affirmative action i obtain wide and representative
candidate pools.

In accordance with 26A20-A MRSA, seetion§ 1001.13, there-will-be-a-writtenthe Superintendent
shall prepare a procedure demgned to ensure nondiscriminatory practicespractice in recruitment
and hiring fex-all positions requiring administrator certification-and-, as well s to er:sureresult in

selection of the most qualified candidates. Fhis-procedure-is-shall-be-attached hereto-as-GCHB-
Rrand shall be reviewed periedicaliy-

Inthe-event-efanMoreover, upon each occasion of administrative vacancy, the Superintendent
shall review the procedure and W&W%&&Wﬁ%e%
superintendency;-the-Board shall review-and adapt-the procedure-asmake appropriate_adapiations
as may be warranted by special circumstaices.

In accordance with 20A420-A MRSA, seetien§ 4502.4-A, the unit'sdistrict’s Affirmative Action
Plan shall include: a description of the status of the unit's-nen-diserimmatoryunit’s
nondiscriminatory administrator hiring practice;. plans for in-service training programs on
gender equity for teachers, administrators; and the School Board; and the relationship of the
above to the State'sState’s five-year goal for the employment of women in administrative

positions. (See-CapeEliz eLlizabeth-Sehools Hiring-Brosedures Manval)

Legal Reference:

——Title-5 MRS A;seetion § 4576;

— Title 20A20-A MRSA; §§ 6;, 254.8-10;, 256.1, 7. 1001.13+, 4502.4A;, 13011.6;
. 13019-A.1D;, 13019-B.1C

Cross Reference:

_GCEB-R— Procedurefor Reeruiting and—Hiring of Administrative Siaff-**Delete **
AC -- Nondiscrimination/Equal Opportunity and Affirmative Action
—GGF—Pfefemeﬁﬂ—Smﬁl&mng **Delete**

(See Cape Elizabeth Schools Hiring Procedures Mcnual)
ADOPTED:—March 12,1996
REVISED:— December14;2004GBJC — Retention of Application
Materials
GCFB-R - Recruiting and Hiring of Administrative Staff Administrative
Procedure

Adopted:

CAPE ELIZABETH SCHOOL DEPARTMENT Page 1 of 1
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PROFESSIONAL STAFF DEVELOPMENT OPPORTUNITIES

The Board recognizes the importance of developing, maintaining, and extending the
skills of staff members and encourages employees to engage in programs and activities
that will lead to their professional growth and increased competence.

The Superintendent is authorized to initiate programs and activities which are designed to
serve the following purposes:

A.  To provide a structure through which staff members can stay abreast of new
developments in their areas of specialty-:

B. To familiarize staff members with new research and innovative teaching
methods:;

C. To assist staff members in the process of change and school improvement:;
and

D. To facilitate the development, implementation; and evaluation of new
programs.

Within budgetary limitations, visitations and attendance at conferences may be approved
by the Superintendent in accordance with Board policy.

ADORTED:—April 14,1002
Receded— June 19098

Legal Reference:  Chap. 125 (Maine Dept. of £d. Ruic

Adopted: -
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INEIVIDUALIZEE- EDUCATHCNPROGRAMS-(HEPS)POLICY ON INDIVIDUATIZED
EDUCATION PROGRAMS

It shall be the policy of the Cape Elizabeth School Department to maintain a complete
individualized education program ¢(“IEP}") for each student who has been identified with a
disability and in need of special education services under state and federal special education
laws, and who is in attendance at Cape Elizabeth pubiic Seheelsschools. The Cape Elizabeth
School Department shall develop these IEPs in a manner consistent with the procedural
requirements of state and federal special education laws.

Student IEPs shall be reasonably calculated to provide the identified student with educational
benefits in the least restrictive educational environment. +he-seheotunitlhe Cape Elizabeth
School Department shall ensure that such IEPs are in effect within 30 days of when a student is
first identified as in need of special education services, and in effect no later than the beginning
of each school year for subsequent FER?s:]EPs. All IER’SIEPs must be reviewed at least
annually, as prescribed by state and federal special education laws.

Legal Reference=——References: 20 BSC§§-U.S.C. §§1414(d}
); 34 €EFR-§-C.F.R. §300.320-328 t0 .324 (20063

Ch:): Me. Dept’ of Educ. Reg. ch. 101, § IX(3)
(August 2007 (Me. Dept—of EdRules)
Adopteé—— April 8;-2008).

CAPE ELIZABETH SCHOOL DEPARTMENT
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CODE: IHBAA-R
Referral/Pre-Referral Procedures

' Many school units use different titles for the office that manages special education within that school unit. The
bracketed title in this model procedure should be changed to reflect the title used by the local unit.

Page 1 of 4
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CODE: IHBAA-R
Referral/Pre-Referral Procedures
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CODE: IHBAA-R
Referral/Pre-Referral Procedures

Gpecisl-cdueatiun-due process-procedures-shatbnor-be wued to-address parental concums reardine
sthocearabmplomentation-uf these prerefurral-precedures and-the-Failure 4o-uen-this pru seforripeacess
may-niothe ysedn-spedinhodvsation-dueprocess proceedhnge-to-estabhsh diat the-whowlupithav-{uedo
areat HirehHa-find-or referral wblizations:

Eegal Reforence Ch 04 5 § HE3HHAVO KD Vb A{Me, Beptefd <&
- Rsles ) At 200 7)

Aduptudi - — - Apri-8 2618

Page 4 of 4
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The Cape Elizabeth School Department seeks to ensure that all children within its jurisdiction

| are identified, located and evaluated who are school-age; 5 through the school year in which
they turn 20- and who are in need of special education and supportive assistance; -- including
homeless children, state wards, state agency clients, students who have been suspended or

| expelled, children attending private schools, receiving home instruction, children incarcerated
in county jails, children who have the equivalent of 10 full days of unexcused absences or 7
consecutive school days of unexcused absences during a school year, highly mobile children
(including migrant or homeless), and children who are suspected of being disabled and in need

| of special education and supportive assistance even though they are advancing from grade to
grade-are identifiedlocated;and-evanated.

The Cape-Elizabeth-Sehoer Departmert is responsible ferchiva-finarorresteeat-set: HEeRGiEE
private-or-pudlic-scheelsthrougk pubte-tuition payments-or pioic contractand spaireet ! &}q—&&}

either through-anpropriate-arrangements-with-tie receivinpgschoe' anii orthrevghéireeteld+ze
serviees py-tpit personael orcomracted persenne:.

=

| The Cape Elizabeth School Depariment’s child find responsibility shall be accomplished through
a unit-wide process which, while not a definitive or final judgment of a student’s capabilities or
disability, is a possible indicator of special education needs. Final identification of students
with disabilities and programming for such students occurs only after an appropriate evaluation
and a determination by the IEP Team.

This child find process shall include obtaining data on each child through multiple
measures, direct assessment, and parent information regarding the child’s academic and
functional performance, gross and fine motor skills, receptive and expressive language skills,
vision, hearing and cognitive skills. The Cape Elizabeth School Department may schedule child
find activities during its annual kindergarten enrollment to assist in planning for necessary
special education and related service at the start of the school year. If screening occurs in the
spring prior to school entry, The Cape Elizabeth School Department will refer the child to the

| regional Child Developraent-Serviees(CDS) site within 10 school days.

| If the child find process indicates that a student may require special education and
supportive services in order to benefit from regular education, the student shall be referred to
the IEP Team to determine the student’s eligibility for special education services.

School staff, parents, or agency representatives or other individuals with knowledge of
the child may refer children to the IEP team if they believe that the student, because of a
disability, may be in need of special education and supportive services in order to benefit from

| regular education. Such a referral should follow the school-anitdepartment’s pre-referral and
referral policy.

Page 1 of 2
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References: 34 C F.R. § 30 § 300.111 (2006
Ch:); Me. Dep’t of Educ. Reg, cii. 1014, IV(2) (2009-Me-Dept—of Ed-Rules)2010),

——— Septomber 2005
April-$:-2008Date approved: -

Page 2 of 2
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HOME INSTRUCTION PROGRAM

A student may be excused from attending public school if he/she obtains equivalent
instruction through a home instruction program that complies with applicable Maine laws

ane-FeguitrORS—,

Wiritten Notice of Intent

The student’s parent or guardian must provide a written notice of intent to provide home
instruction simultaneously to the Cape Elizaebeth Schiool Degartmant Superintendent of
the-schoot-unitin-which-the-student resides-and te-the Maine Commissioner of
Education within ter-10 calendar days of the beginning of home instruction. The notice
must contain all of the information required by law.

Annual Assessment of Student Progress

The law requires that students in a home instruction program participate in an annual
assessment of the student’s academic process. If the test is administered through the
school uaitwhere the student resides, the parent or guardian must obtain the
agreement of the Superintendent or designee prior to submitting the written notice of
intent to provide home instruction.

On or before September 1% of each subsequent year of home instruction, the student'’s
parent or guardian shall file a letter with the Superintendent of the-scheslunitCaps
Elizabeth Scheols and the Commissioner stating the intention to continue providing
home instruction and enclosing a copy of one of the forms of annual assessment of the
student’'s academic progress as specified by law.

Roster of Students Receiving Home Instruction

The Superintendent shall maintain a roster of all students eligible to attend school within
the seheel uniidistrict who are receiving home instruction.

Legal References: 20-A MRSA § 5001-A (3) and (4)
Maine Department of Education Rule ChaptersChapter 125 and 130

Cross Reference: JEA — Compulsory School Attendance
IHBGA — Home Schooling — Participation in School Programs

ADOPIED—Septeaber 32005
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HOME SCHOOLING - PARTICIPATION IN SCHOOL PROGRAMS

The Cape Elizabeth School Board acknowledges the provisions for equivalent instruction under
Maine law. The Board further recognizes the Legislature’s statement “that the term ‘equivalent’
is intended to mean meeting state standards for alternate or other instruction and is not intended
to mean the same as the education delivered in the public school system,”

In addition, it is the intention of the Board to, “cooperate in the home instruction of any child
who resides in the school administrative unit to the degree that the level of cooperation does not
interfere with the responsibilities to the students enrolled in Cape Elizabeth Schools’ regular
programs.” Furthermore, participation of students in such school programs shall be limited to
home-schooled students whose home instruction programs are in compliance with applicable
Maine law and Department of Education regulations.

In order to maintain an efficient and orderly school program, the Board directs the
Superintendent/designee to develop procedures, as appropriate, regarding the availability of
school system resources and services to home-schooled students who would otherwise be
eligible to attend school in Cape Elizabeth Schools. The procedures shall be in accord with the
following provisions.

L. PROVISION OF INFORMATION

At the request of the student or the student’s parent/guardian, the Cape Elizabeth school
wnit-Department shall make available to home-schooled students, in a form determined
by the school, information regarding access to public school activities and attendance at
the-sehooluait’sCape Elizabeth puklic schools. This information must include:

A, Requirements regarding initial health and developmental screening for motor
skills, vision, hearing and immunization; and

B. Criteria for participation of home-schooled students in curricular, co-curricular
and extracurricular activities.

II. PERMITTED PARTICIPATION

A Participation in Regular Classes. Home instruction students may enroll in
specific, day-school classes provided that the student’s attendance is regular, the
class is deemed to be age and grade appropriate, and all prerequisite course
requirements are met. In addition, the following shall also apply.

1. The student or the student’s parent/guardian, on the student’s behalf, shall
apply in writing to and receive written approval from the
Superintendent/designee. Approval may not be unreasonably withheld.

Page 1 of 7
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HOME SCHOOLING - PARTICIPATION IN SCHOOL PROGRAMS

2. The student shall demonstrate prior satisfactory academic achievement
consistent with Care Elizobeth Sschool wnit-Department policy and
procedures applicable to all students.

3. The student shall comply with behavioral, disciplinary, attendance and
other classroom rules applicable to all students. If a student fails to
comply, the school may withhold credit or terminate the student’s
participation.

4, Transportation must be provided by the parent/guardian or student.
However, the student may use the same transportation as all other students
in the school urit-department as long as additional expenses are not
incurred and vehicle capacity is not exceeded.

5. The student shall complete all assignments and tests as required of all
students in the same class.

B. Course Auditing. Home instruction students may audit a course(s) provided the
following conditions have been met.

1. The student or the student’s parent/guardian, on behalf of the student, shall
apply in writing to and receive written approval from the
Superintendent/designee to audit a specific course or courses.
Participation may not be unreasonably withheld.

2, The student agrees to meet established behavioral, disciplinary, attendance
and other classroom rules applicable to all students. If a student fails to
comply, the school may terminate participation.

III.  SPECIAL EDUCATION SERVICE

Special Education Services will be available to eligible special education students in
accordance with applicable federal and state laws and regulations.

IV. ADMISSION TO REGULAR PROGRAM/PLACEMENT

A student who has been receiving home-school instruction and who seeks admission or
re-admission to the regular school program will be placed in a grade commensurate with
the level of the student’s academic achievement. Placement must be guided by the
following.

A Eerstudenis-whe-Fansferinto-sehool-frorm-an-eduecationsl-program-that- Grade
level placement is notrequired-to-meet the-standards-oi the systesof Lesrning

Page 2 of 7
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HOME SCHOOLING — PARTICIPATION IN SCHOOL PROGRAMS

oatte—tbopeneinal of the cosebarssehasinball detpeine thasene ot the
studenss prioredueational-experience-toward-meeiing-taese standards:

B—determined by the principal, in consultation with appropriate school staff-wes
make recorymendations-concerning niacemert, based eaupon, but not limited to,
such factors sueh-as the student’s completed curricula and record of achievement,
conferencesconferencing with the student’s parent/ or guardian- and
administration of tests, if determined necessary,

pwpese—eildetefmmg—aﬂ—appfopﬁate—grade%ex the-pﬁ w}pal pay—be
appested-to-the-Superintendcak

V. USE OF SCHOOL TEXTBOOKS AND LIBRARY BOOKS

Subject to availability, a student receiving home instruction may use school textbooks, if
the number of particular copies are sufficient, and library books owned by the school
gnitdepariment, subject to the following conditions.

A, The use does not disrupt regular student, staff or special program functions.

B. The student’s sign-out period for a library book is the same as that applicable to
regularly enrolled students.

C. The student may sign out a textbook for a period not to exceed one school year.
D. The parent/guardian and student agree to reimburse the school anit-department for
lost, unreturned or damaged library books and textbooks and for consumable

supplies used.

Page 3 of 7
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HOME SCHOOLING — PARTICIPATION IN SCHOOL PROGRAMS

VAIVI. USE OF SCHOOL FACILITIES AND EQUIPMENT
A student receiving home-school instruction may use public school facilities and
equipment on the same basis as regularly enrolled students if the following conditions are
met.

A. The use does not disrupt regular school activities.

B. The use is approved by the school principal in accordance with established school
policy.

C. The use does not create additional expense to the school anitdepartment.

D. The use is directly related to the student’s academic program.

E. The use of potentially hazardous areas, such as shops, laboratories and
gymnasiums, is supervised by a qualified employee of the school urit:department,
approved and assigned by the Superintendent.

VEIVIL MAINE EDUCATIONAL ASSESSMENT AND SAT/MHSA

If a parent of a student in an equivalent instruction program requests to have the student
participate in the Maine Educational Assessment (MEA);) or SAT/MHSA, such request
must be granted. Participation in such examinations must be in compliance with all rules
and procedures governing testing conditions in the school unit.

DEVIIL ACADEMIC CREDIT
A student receiving home-school instruction must receive academic credit subject to the
following requirements.
A. Academic credit for individual courses must be awarded if the student meets
required academic standards applicable to all students enrolled in the same course.
B. Academic credit must be awarded for successful completion of alternative
instruction opportunities sponsored by the school and available to all students.
XIX. HIGH SCHOOL COURSE CREDITS AND DIPLOMA ELIGIBILITY

The following standards govern the awarding of course credits and a graduation diploma
to a student receiving home-school instruction who seeks admission or readmission to the
high school.

Page 4 of 7
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HOME SCHOOLING - PARTICIPATION IN SCHOOL PROGRAMS

A.

A student shall earn high school credits for satisfactory completion of courses in
the high school pursuant to 20-A M.R.S.A. § 5021(2)(A).

A student may earn credit for course work completed through home-schooled
instruction if the principal determines both in advance and, upon completion of
the course, that the course satisfies the requirements for awarding the credit. The
principal may direct that the student undergo a test or tests to assist in making a
determination relative to the awarding of credit.

Requests for transfer credit for equivalent instruction completed at non-approved
private schools, at private schools that elect not to meet requirements under 20-A
M.R.S.A. § 2901, or through other equivalent instruction programs must be
evaluated on the merits of the documentation provided. The principal and
guidance staff shall conduct these evaluations on request made by the student or
the student’s parent/guardian. The principal may direct that the student undergo a
test or tests to assist in making a determination relative to the awarding of credit.

X

assessmentSystem:

Awarding of a high school diploma by the local school is conditioned upon the
student’s demonstration of having satisfied all specific course credit and other
requirements established by the Board. The Board may establish resident credit
requirements as a precondition for the awarding of a local school uait-department
diploma.

EOR STUDENTS GRPADUATRNG AT END-OF 20072068 5CHICOL
YEAR:Awarding-of a-high seacol dipioma-by-the-oeal schoolis-conditioned
upon-the student’s-having-met-the-contentstandards-of the-applicable-coatent
areas-of the system-of Learning Restltsas-determined-by-the loeal-assessirent
system-and-the-student’s demeonstration er-havingsatisfied-oll specificcourse
credits and additional diplomarequirements-asspecified by Board poliey—Fne
Boeard-may-establish residentcredit requiremenis-asa-preconditionfor tne
awardingof alocal schoeol-urit-dinlema:

PARTICIPATION IN CO-CURRICULAR ACTIVITIES

Students receiving home-school instruction may participate in co-curricular activities
such as field trips, assemblies, and academically-related fairs provided:

Page 5 of 7
CAPE ELIZABETH SCHOOL DEPARTMENT



1* Reading: 10/09/12
LALILLL-__HAJAL,

HOME SCHOOLING - PARTICIPATION IN SCHOOL PROGRAMS

A. Prior written permission is obtained from both the parent/guardian and the
principal; and

B. The student has agreed to meet established behavioral, disciplinary, attendance,
and other rules applicable to all students.

XHXI, PARTICIPATION IN EXTRACURRICULAR ACTIVITIES

Students receiving home-school instructions are eligible to try out for extracurricular
activities sponsored by the school unit-department provided the student applies in writing
if the following requirements are satisfied.

A. The student agrees to abide by equivalent rules of participation as are applicable
to regularly enrolled students participating in the activity and provides evidence
that the rules of participation are being met.

B. The student complies with the same physical examination, immunization,
insurance, age, and semester eligibility requirements as regularly enrolled
students participating in the activity. All required documentation must be made
available upon request by the school anitdepartment. The school principal is
authorized to collect from the student’s parent/guardian actual samples of
coursework (e.g., homework, examinations, etc.) as he/she deems necessary in
order to make the determination that the necessary academic standards have been
met.

C. The student meets equivalent academic standards as those established for
regularly enrolled students participating in the activity and provides evidence that
the academic standards are being met.

D. The student abides by the same transportation policy as regularly enrolled
students participating in the activity.

XL — — STANDARDS EOR PARTICIPATION- WHEN-FUHTHONPAYMENT O
ANOTHER- UNITIS-REQUIRED {if applicable]

— T¥and-wherthe school unit-docsnotprovideacademicinstruetionfor spectficgrado
levels-the following applies-for-siudents-enrelled-inanapproved-prograri o -ecuivalcit
Faglraetien:

request-authorization-from-the residentlecal-school-unit-to-apply to-anctnersehool unit
or-perrnissionto-participate-in-classes-oraetivdties-in-that othersehoelunit
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XIII. APPEALS

Appeals from administration and application of Beardiiis policy are heard by the Board,
whose decision is final and binding. Appeals that question the-Beardwhether this policy
cemplianeecomplies with legal requirements must be made to the Commissioner_of
Education, whose decision is final and binding.

Legal Reference: 20-A M.R.S.A. §§ 5001-A(3), 5021-5025
Ch. 1275-136-(Me. (Maine Dept. of Ed. Rules)

Cross Reference: IHBG — Home Sa}
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SELECTION OF EDUCATIONAL MATERIALS

Definitions

Chapter 127 of the Maine Department of Education defines “instructional materials” to include
“textbooks and other print materials, software and other electronic materials, and supplies and
other materials to support implementation of the system of Learning Results.” “Library-media
resources” include “books, written materials, online Internet resource materials, multimedia
materials and information technology that support the school unit’s curriculum,”

nin e porapelers of
pfions with the Suserintendes

selections must be submitted to the Board for approval. The Superintendent is responsible for
developing any administrative procedures necessary to g uide the review and selection of
educational materials, and may delegate specific responsibilities io staff as he/she deems

appropriate. All administrative procedures must be consistent with this policy.

:PTION 2: The Superintendent, in consultation with administrators and professional staff, is
responsible for selecting appropriate educational materials (including instructional materials and
library-media resources). The Superintendent is responsible for developing any administrative
procedures necessary to guide the review and selection of educational materials, and may
delegate specific responsibilities to staff as he/she deems appropriate. All administrative
procedures must be consistent with this policy. The Superintendent is expected to keep the
Board informed about educational materials purchased for the school unit.

Criteria for Selection

Page 1 of 4
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SELECTION OF EDUCATIONAL MATERIALS

Quality educational materials and resources are essential to student learning and supporting the
school unit’s educational goals and objectives.

Instructional and library-media materials selected should:

A. Support student achievement of the content standards of the system of Learning
Results;

Support the goals and objectives of the school unit’s educational programs;
Enrich and support the curriculum;

Take into consideration the varied interests, abilities and maturity levels of the
students served;

Foster respect and appreciation for cultural diversity and varied opinions;
Stimulate growth in factual knowledge, literary appreciation, aesthetic values, ethical
standards, and critical analysis;

Provide information that will enable students to make informed decisions in their
daily lives;

Be accurate and current;

Reflect high quality scholarship and presentation;

Represent significant authors/composers and works; and

Be affordable.

HAm oow

FESEoQ

Selection Procedure

The highest priority shall be meeting the instructional needs of the individual schools. In
meeting this priority, preference shall be given to basic learning materials, i.e., those that are the
predominant instructional materials used at particular grade levels or courses and/or are essential
to student achievement of Learning Results content standards.

Before selecting/recommending materials for purchase, professional staff should evaluate the
existing collection, consult with staff from appropriate departments and/or grade levels,
personally review the material and obtain recommendations/reviews regarding the material from
appropriate reputable sources.

In accordance with state regulations, social studies and science textbooks should not be older
than five years unless up-to-date supplemental instructional materials are also available.

Multiple copies of materials should be purchased as needed and within budgetary constraints.
Worn or missing materials should be replaced as needed. Outdated materials or materials that
are no longer in demand should be withdrawn from the collection and/or circulation.

Donated Materials

Gift materials are judged by the same criteria as materials selected by the school staff and in
accordance with any applicable Board policies or procedures on gifts and donations.
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SELECTION OF EDUCATIONAL MATERIALS

Inspection of Materials by Parents and Opt-Out Requests

A student’s parent/guardian may inspect, upon request, any instructional or library-media
materials used as part of the curriculum. Such requests shall be made to the appropriate teacher
or the library-media specialist. Access to the materials shall be provided within a reasonable
time after such a request is made. The Superintendent may develop any administrative
procedures necessary to implement this policy.

If a parent/guardian wishes to restrict their child’s access to particular instructional materials, the
procedure in Board policy IMBB shall be followed.

Challenged Materials Procedure

This procedure applies only to requests to remove materials from the school’s collection or
curriculum. Individual exemption requests are subject to Board policy IMBB. In the event that a
student, parent, staff or community member has a concern regarding particular materials or
requests removal of particular material from the curriculum or collection, the following
procedure will be followed:

A. The complainant must discuss their concern first with the person providing the material
in question. Individual staff members may discuss concerns, but do not have the
authority to remove materials from the curriculum or library collection.

B. If the complainant is not satisfied, he/she shall be referred to the building administrator
and requested to fill out the “Citizen’s Challenge to Educational Media” form. A copy of
the form will be forwarded to the Superintendent.

C. The Superintendent shall appoint a committee composed of the following persons to
review the complaint: one administrator at the appropriate grade level; one
librarian/media specialist; one classroom teacher; the department head in the subject area
of the challenged materials; and one twe-community member.

D. The review committee shall read and examine the materials referred to them; check
general acceptance of materials by reading reviews; weigh the values and faults of the
material. Committee members are expected to form opinions based on the material as a
whole and not on passages or portions pulled out of context. The Committee should
generally be neutral toward viewpoints expressed in materials, and shall ask the
Superintendent to consult legal counsel for advice concerning any questions involving
freedom of speech or expression. The committee shall meet to discuss the material and
prepare a written report with their recommendations.

E. The committee shall provide the final report to the Superintendent, who will inform the
complainant of the results.
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SELECTION OF EDUCATIONAL MATERIALS

F. No material shall be removed from use until the review committee has made a final

decision.,

G. The review committee’s decision may be appealed to the Board. The Board may set
aside a portion of a regular meeting or call a special meeting to review the complaint and
the committee report, and to receive testimony from representatives of the various points
of view. The material in question shall be:

1.

2,

3.

4,

Reviewed objectively and in its full content;

Evaluated in terms of the needs and interests of students, school,
curriculum and community;

Considered in the light of differing opinions; and

Reviewed in light of the criteria set forth in this policy.

The Board will announce its decision in writing not later than the conclusion of the next regular

meeting of the Board.

Legal Reference:

Cross Reference:

20-A MRSA §§ 1001 (10-A), 1055 (4), 4002
Chapter 125 (Maine Department of Education Rules)
P.L. 107-110 § 1061 (No Child Left Behind Act)

IJJ-E — Citizen’s Challenge of Educational Media Form
IMBB - Accommodation of Sincere Beliefs in Required Instruction

ADOPTED: -Septeraber13, 2065 (Replaces-original [ Selection-of Instructionat & - Libresy

Materials)
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UDENT PROGRESS THROUGHEH CRADES

The Cape Elizabeth School Department offers a planned program of instruction designed
to assist students in meetingachicving the content standards of the system of learning

results for each grade span-d—througherade2grades3-45-8-and-9-12).. In general,
students will progress annually from grade to grade, but the Board recognizes that some

students may require a shorter or longer time to meet-the-content-standards-ard
otherreach instructional goals. Therefore, the grade placement of each student will be
made on an individual basis. The Board expects school administratezadministrators and
teachers to provide students with the instructional support needed to progress from grade
to grade in the regular sequence whenever possible.

Effective communication with parents is critical to a student’s success in school. The
Superintendent, school administrators and teachers are responsible for ensuring that
parents are kept informed of their child’s progress through report cards, parent-teacher
conferences and other appropriate means. Parents are encouraged to keep themselves
informed regarding their child’s progress and to inform their child’s teacher(s) of any
information that may impact the child’s school performance.

School administrators, teachers and guidance counselors shall consider the following
| factors in making deeisiondecisions concerning promotion, retention or acceleration of
students:

I * Information regarding the student from the teeaistudent assessment system;
e  Other indicators of academic achievement;
* Attendance;
* Motivation, attitude and behavior;
* Age;
* Program options;
| * Any other issues pertinent to the particular student’s gchooi performance.

DeecisionDecisions concerning special education students shall be in consultation with the

Pepil-Evaluation| EP Team.

Parents will be notified as early as possible in the school year if their child is being

| considered for retention-, and except in very unusual circumstances, no later than Aprii 1,
The building administrator shall be responsible for making the final decision regarding
retentlon or acceleration in consultatlon w1th the student’s parents teacher(s) and
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| TUDENT PROGRES

CROSSREFERENCE:Cross References: IKF - Graduation Requirements

Legal References:  20-A MRS A. §§4711; 4721 eiseq.; 62C1 ei seq,
Chapters 125 and 127 (Maine Departinent of Educatic; Ruies
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