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FILE: GCQE

ENROLLMENT OF NON-RESIDENT EMPLOYEES' CHILDREN

A goal of the Cape Elizabeth School District is to attract and retain quality staff.
Therefore, persons who are actively employed on a fulltime basis by the Cape
Elizabeth School Department may have their children enrolled, without paying
tuition, provided the administrative conditions established for all non-resident
students have been met and affirmed by the Superintendent, that space is
available, and that the educational needs of the student can be met with existing
district programs.

Staff requests for tuition waivers must be made annually by March 1 of the prior
academic year. In all cases, the Superintendent has the ability to review special
circumstances and to make a decision based on the best interest of the Cape
Elizabeth School District.

Legal Reference: TITLE 20A MRSA §§ 2701; 5202; 5801

Cross Reference: JFAB — Admission of Non-Resident Students

ADOPTED: October 9, 1984

DELETED: April 14, 1994

ADOPTED: November 14, 2000

REVIEWED AND ACCEPTED: January 11, 2005
Revised: January 14, 2014
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POLICY: GCSA
EMPLOYEE COMPUTER AND INTERNET USE

As used herein, the term “Computer([s]” refers to any desktop, laptop, or other
mobile computing device, including cellular phone, owned or issued by the Cape
Elizabeth School District to any employee for school and/or home use. The term
“Privately-Owned Computer[s]” refers to any privately-owned desktop, laptop, or
other mobile computing device, including cellular phones. The term “Computer
Services” refers to the School District’s network or Internet connections used to
access school or Internet-based information.

The Cape Elizabeth School District provides Computers and Computer Services to
support the educational mission of the schools. This policy and the accompanying
rules apply to the use of these Computers and Computer Services whether in use at
school or off school premises. Staff are allowed to use privately-owned computers at
school, provided that they comply with this policy and the related rules and policies.

School district computers, network and Internet services are provided for purposes related
to school programs and operations, and performance of employees’ job

responsibilities. Incidental personal use of school computers is permitted as long as such
use: 1) does not interfere with an employee’s job responsibilities and performance; 2)
does not interfere with system operations or other system users; and 3) does not violate
this policy and the accompanying rules, or any other Board policy/procedure or school
rules. “Incidental personal use” is defined as use by an individual employee for
occasional personal communications which do not interfere or conflict with his/her job
responsibilities.

Compliance with the Cape Elizabeth School’s policies and rules concerning
Computers and Computer Services use are mandatory. An employee who violates
these policies and rules may be subject to disciplinary action, up to and including
termination. Such violations of the school district’s computers may also result in
referral to law enforcement and /or legal action.

Cape Elizabeth School District’s Computers remain under the control, custody and
supervision of the school district at all times. The school district shall have the right to
monitor, review and have access to all Computers and information concerning the use of
Computer Services by staff, whether those Computer Services have been accessed on or
off school grounds, Staff have no expectation of privacy in their use of school Computers
and/or Computer Services, whether they are used on or off school property.

The Superintendent or his/her designee is responsible for implementing this policy
and the accompanying rules. Additional administrative procedures or school rules
governing the day-to-day management and operations of the school district’s
Computer Services may be implemented by the Superintendent, consistent with
Board policies and rules. The Superintendent may delegate specific responsibilities
to the Technology Coordinator, building principals and others, as he/she deems
appropriate.
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POLICY: GCSA

EMPLOYEE COMPUTER AND INTERNET USE

Employees shall be informed of this policy and the accompanying rules through
employee handbooks, the school website, computer start-up page and/or other means
selected by the Superintendent.

Cross Reference: GCSA-R — Employee Computer and Internet Use Rules
GBEB - Staff Conduct with Students
IJNDB — Student Computer and Internet Use
EGAD - Copyright Compliance

ADOPTED: January 10, 2006
Revised: February 8, 2011
January 14, 2014
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File: GCSA-R
EMPLOYEE COMPUTER AND INTERNET USE RULES

As used herein, the term “Computer[s]” refers to any desktop, laptop, or other mobile computing
device, including cellular phone, owned or issued by the Cape Elizabeth School District to any
student for school and/or home use. The term “Privately-Owned Computer[s]” refers to any
privately-owned desktop, laptop, or other mobile computing device, including cellular phones.
The term “Computer Services” refers to the School District’s network or Internet connections used
to access school or Internet-based information.

The policy and accompanying rules apply to the use of Computers and Computer Services
whether in use at school or off school premises. Staff are allowed to use privately-owned
computers at school, provided that they comply with the policy and related rules and policies.

Each employee is responsible for his/her actions and activities involving Computers and Computer
services, and for his/her computer files, passwords and accounts. These rules provide general
guidance concerning the use of computers and computer services and examples of prohibited

uses. The rules do not attempt to describe every possible prohibited activity by

employees. Employees who have questions about whether a particular activity or use is prohibited
are encouraged to contact a building administrator or the Technology Coordinator. These rules
apply to all Computers and/or school Computer Services regardless of how they are accessed.

A. Access to School Computers and Acceptable Use

The level of employee access to school Computers and Computer Services, is based upon specific
job requirements and needs. Unauthorized access to secure areas of the school’s Computers and
Computer Services is strictly prohibited.

All Board policies, school rules and expectations for professional conduct and communications
apply when employees are using Computers and Computer services whether in use at school or off
school premises.

B. Prohibited Uses

Examples of unacceptable uses which are expressly prohibited include, but are not limited to, the
following;:

1 Any use that is illegal or which violates Policy GCSA and/or other Board
policies/procedures or school rules, including harassing, discriminatory or threatening
communications and behavior; violations of copyright laws etc. The school district
assumes no responsibility for illegal activities of employees while using school
computers,

2 Any use involving materials that are obscene, pornographic, sexually explicit or sexually
suggestive, harmful to minors, or intended to appeal to prurient interests.

3 Any communications with students or minors for non-school-related purposes.

4 Any use for private financial, commercial, advertising or solicitation purposes.
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File: GCSA-R

EMPLOYEE COMPUTER AND INTERNET USE RULES

5 Any use as a forum for communicating with other school users or outside parties to solicit,
proselytize, advocate or communicate the views of an individual or non-school sponsored
organization; to solicit membership in or support of any non-school sponsored
organization; or to raise funds for any non-school sponsored purpose, whether profit or
not-for-profit. Employees who are uncertain as to whether particular activities are
acceptable should seek further guidance from the building administrator or other
appropriate administrator.

6 Any communication that represents an employee’s personal views as those of the school
district or that could be misinterpreted as such.

7 Sending mass e-mails to school users or outside parties for any purpose without the
permission of the Technology Coordinator or district administrator. Except that the school
district may, at its sole discretion, provide a forum for exchanging information that could
be beneficial to its employees, e.g., Buy/Sell/Exchange, Google group/e-mail.

8 Any malicious use or disruption of the school district’s computers, network and Internet
services; any breach of security features; any failure to report a security breach; or misuse
of computer passwords or accounts (the employee’s or those of other users).

9 Any attempt to delete, crase or otherwise conceal any information stored on a school
computer and school computer services that violates these rules or other Board policies or
school rules, or refusing to return computer equipment issued to the employee upon
request.

10 Any attempt to access unauthorized web sites or any attempt to disable or circumvent the
school district's filtering/blocking technology.

C. Disclosure of Confidential Information

Employees are expected to use appropriate judgment and caution in communications concerning
students and staff to ensure that personally identifiable information remains confidential. Use of e-
mail for sharing confidential information must comply with FERPA.

D. Employee/Volunteer Responsibility to Supervise Student Computer Use

Employees and volunteers who use school computers with students for instructional purposes have
a duty of care to supervise such use and to enforce the school district's policies and rules
concerning student computer use. When, in the course of their duties, employees or volunteers
become aware of a student violation, they are expected to stop the activity and inform the building
administrator consistent with the educational mission and curriculum and instructional goals.

E. <Compensation for Losses, Costs and/or Damage

An employee is responsible for compensating the school district for any losses, costs or damages
incurred by the school district for violations of Board policies and school rules while the employee
is using school district computers and school computer services, including the cost of investigating
such violations. The school district assumes no responsibility for any unauthorized charges or
costs incurred by an employee while using school district computers and school computer

CAPE ELIZABETH SCHOOL DEPARTMENT
Page 2 of 4



2rd Reading: 1/14/14

File: GCSA-R
EMPLOYEE COMPUTER AND INTERNET USE RULES

services. Cape Elizabeth School District will be responsible for accidental damages to employee
computers that occur through normal use of their job functions.

F. Additional Rules for Use of Privately-Owned Computers by Employees

1. Employees are permitted to use Privately-Owned Computers in school provided that they
comply with the policy and rules governing Computer and Internet Use, there is a suitable
educational basis for the request, and the demands on the school district’s network or staff
are reasonable. In addition, if requested, the employee must provide to the technology
coordinator such information as IP addresses and login passwords as to enable
enforcement of all policies and rules regarding use of Computer Services.

2. The Technology staff has the authority to determine whether use of an employee’s
Privately-Owned Computer would place an undue burden on or could interfere with the

Computer Services.

3. The employee is responsible for proper care of his’/her Privately-Owned Computer
including any costs of repair, replacement or any modifications needed to use the computer

at school.

4. The school district is not responsible for damage, loss or theft of any Privately-Owned
Computer.

5. Employees have no expectation of privacy in their use of Computer Services while using a
Privately-Owned Computer at school.

6. Employees are required to comply with all Board policies/procedures and school rules
while using school computer services on privately-owned computers at school or
elsewhere.

7. Violation of any Board policies, administrative procedures or school rules involving an
employee’s use of Computer Services or a Privately-Owned Computer may result in the
revocation of the privilege of using the computer at school and/or disciplinary action.

8. The school district may seize any privately-owned computer used by an employee in
school without authorization as required by these rules and the contents of the computer
may be searched in accordance with applicable laws and policies. The computer will be
returned to the owner when it is no longer needed for investigatory or evidentiary purposes.

Cape Elizabeth Schools may utilize all information provided in F1 above to review, monitor,
and/or have access to an employee's private computer at any time, without prior notice, to
determine if an employee is using the school computer services on an employee's privately-
owned computer, in compliance with all applicable policies and rules of the School.
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File; GCSA-R
EMPLOYEE COMPUTER AND INTERNET USE RULES

G. Violations

A violation by the employee of the school's policies and rules or use of school computer
services shall subject the employee to such disciplinary action as the superintendent believes is
appropriate including, but not limited to, loss of use of school computers and/or school

computer services,
Cross Reference: GCSA — Employee Computer and Internet Use

GBEBB — Staff Conduct with Students
JRA — Student Education Records and Information

APPROVED: January 10, 2006

Revised: February 8, 2011
January 14, 2014
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Policy: IINDB
STUDENT COMPUTER AND INTERNET USE

As used herein, the term “Computer[s]” refers to any desktop, laptop, or other mobile
computing device, including cellular phone, owned or issued by the Cape Elizabeth
School District to any student for school and/or home use. The term “Privately-Owned
Computer[s]” refers to any privately-owned desktop, laptop, or other mobile computing
device, including cellular phones. The term “Computer Services” refers to the School
District’s network or Internet connections used to access school or Internet-based
information.

The Cape Elizabeth School District provides Computers and Computer Services to
support the educational mission of the schools. This policy and the accompanying rules
apply to the use of these Computers and Computer Services. Students are allowed to use
privately-owned computers at school with prior authorization, provided that they comply
with this policy and the related rules and policies.

Compliance with the Cape Elizabeth School’s policies and rules concerning Computer
and Computer Services use are mandatory. Students who violate these policies and rules
may, after being given an opportunity to respond to an alleged violation, have their
Computer or Computer Services privileges limited, suspended or revoked. The building
administrator shall have the final authority to decide whether a student’s school
Computer and/or Computer Services privileges will be altered, based on the
circumstances of the particular case. Such violations may also result in disciplinary
action, referral to law enforcements and/or legal action.

Cape Elizabeth School District’s Computers remain under the control, custody and
supervision of the school district at all times. The school district shall have the right to
monitor, review and have access to all Computers and information concerning the use of
Computer Services by students, whether those Computer Services have been accessed on
or off school grounds. Students have no expectation of privacy in their use of school
Computers and/or Computer Services, whether they are used on or off school property.

The Cape Elizabeth School District utilizes filtering technology designed to block
materials that are obscene or harmful to minors and child pornography. The Cape
Elizabeth School District’s mobile devices provide access to web-based “app stores™ that
are privately filtered. The Cape Elizabeth School District takes precautions to supervise
student use of the Internet. Parents should be aware that the Cape Elizabeth School
District cannot reasonably prevent all instances of inappropriate Computer use by
students that may violate Board policies and rules, including access to objectionable
materials and communication with persons outside of the school. The Cape Elizabeth
School District is not responsible for the accuracy or quality of information that students
obtain through the Internet. In the interest of student safety (‘cyber safety’), Cape
Elizabeth also educates students about online behavior, including interacting on social
networking sites and chat rooms, and issues surrounding cyberbullying awareness and
response.
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Policy: IJNDB
STUDENT COMPUTER AND INTERNET USE

The Superintendent or his/her designee is responsible for implementing this policy and
the accompanying rules. Additional administrative procedures or school rules governing
the day-to-day management and operations of the school district’s Computer Services
may be implemented by the Superintendent, consistent with Board policies and rules. The
Superintendent may delegate specific responsibilities to the Technology Coordinator,
building principals and others, as he/she deems appropriate.

Student and parents shall be informed of this policy and the accompanying rules through
handbooks, the school web site, login Computer screens and/or other means selected by

the Superintendent.

Cross Reference: IINDB-R: Student Computer and Internet Use Rules
JICIA: Weapons, Violence, Bullying and School Safety
GBEBB: Staff Conduct with Students
GCSA: Employee Computer and Internet Use
EGAD: Copyright Compliance

Legal Reference; 47 USC § 254(h)(5) (Children’s Internet Protection Act)
ADOPTED: January 10, 2006
Revised: February §, 2011

February 14, 2012
January 14, 2014
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Policy: IJNDB-R
STUDENT COMPUTER AND INTERNET USE RULES

As used herein, the term “Computer[s]” refers to any desktop, laptop, or other mobile
computing device, including cellular phone, owned or issued by the Cape Elizabeth
School District to any student for school and/or home use. The term “Privately-Owned
Computer[s]” refers to any privately-owned desktop, laptop, or other mobile computing
device, including cellular phones. The term “Computer Services” refers to the School
District’s network or Internet connections used to access school or Internet-based
information.

All students are responsible for their actions and activities involving Computers and/or
Computer Services, and for their Computer files, passwords and accounts. These rules
provide general guidance concerning the use of the Computers and/or Computer Services
and examples of prohibited uses. The rules do not attempt to describe every possible
prohibited activity; students, parents and school staff who have questions about whether a
particular activity is prohibited are encouraged to contact a building administrator or the
Technology Coordinator, These rules apply to all Computers and/or school Computer
Services regardless of how they are accessed.

A, Acceptable Use

1. Cape Elizabeth School District’s Computers and/or Computer Services are
provided for educational purposes and research consistent with the Cape
Elizabeth’s educational mission, curriculum and instructional goals.

2. Students must comply with all Board policies, school rules and expectations
concerning student conduct and communications when using Computers and/or
Computer Services, whether on or off school property.

3. Students also must comply with all specific instructions from school staff and
volunteers when using the Computers and/or Computer Services.

B. Prohibited Uses

Unacceptable uses of Computers and/or Computer Services include, but are not limited
to, the following:

1. Accessing or Communicating Inappropriate Materials - Students may not
access, submit, post, publish, forward, download, scan or display defamatory,
abusive, obscene, vulgar, sexually explicit, sexually suggestive, threatening,
discriminatory, harassing, bullying and/or illegal materials, images (still or
video) or messages.

2. Tllegal Activities - Students may not use Computers and/or Computer Services
for any illegal activity or in violation of any Board policy/procedure or school

CAPE ELIZABETH SCHOOL DEPARTMENT
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Policy: IJNDB-R
STUDENT COMPUTER AND INTERNET USE RULES

rules. Cape Elizabeth School District assumes no responsibility for illegal
activities of students while using Computers and/or Computer Services.

3. Violating Copyrights or Software Licenses - Students may not copy,
download or share any type of copyrighted materials (including music or films)
without the owner’s permission (See Board policy.procedure EGAD: Copyright
Compliance); or copy or download software without the express authorization of
the Technology Coordinator except as expressly provided below in connection
with the district’s 1:1 mobile devices. Unauthorized copying of software is
illegal and may subject the copier to substantial civil and criminal penalties.
The school district assumes no responsibility for copyright or licensing
violations by students.

4. Downloading “Apps” from Authorized Sources/Authority of School Staff
to Search - Students may download apps onto mobile devices issued by the
District provided that those apps do not violate the other provisions of this
section regarding “Prohibited Uses™ and provided they are downloaded from a
school-authorized source. In the event school staff discovers inappropriate
materials on a student device, the device may be confiscated and the materials
removed without student permission, even if it means the loss of student-
purchased material, and appropriate restrictions may be placed on the student’s
future Computer use. The school staff also has the right to confiscate or search
Computers at any time with or without cause as part of an effort to deter
violations of these rules and to confiscate and search Privately-Owned
Computers on school grounds upon reasonable suspicion of a violation of this
“Prohibited Uses” section.

5. Plagiarism - Students may not represent as their own work any materials
obtained on the Internet (such as term papers, articles, music, etc). When
Internet sources are used in student work, the author, publisher and web site
must be identified.

6. Use for Non-School Purposes - Using Computers and/or Computer Services
for any personal reasons not connected with the educational program or school
assignments is permissible so long as those uses do not constitute a violation of
the “Prohibited Uses” section of these rules and/or are not interfering with the
educational purpose of these devices by the student or others.

7. Misuse of Passwords/Unauthorized Access - Students may not share
passwords, use other users’ passwords, access or use other users’ accounts, or
attempt to circumvent the network security systems and/or Computer Services.

8. Malicions Use/Vandalism - Students may not engage in any malicious use,
disruption or harm to Computers and/or Computer Services, including but not

CAPE ELIZABETH SCHOOL DEPARTMENT
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Policy: IINDB-R
STUDENT COMPUTER AND INTERNET USE RULES

limited to hacking activities, “jail breaking”, and creation/uploading of
computer viruses.

C. Compensation for Losses, Costs and/or Damages

The student and his/her parents are responsible for compensating the Cape Elizabeth
School District for any losses, costs or damages incurred by the school district for
violations of Board policies/procedures and school rules while the student is using
Computers and/or Computer Services, including the cost of investigating such violations.
The school district assumes no responsibility for any unauthorized charges or costs
incurred by a student while using Computer and/or Computer Services. The student and
his/her parents/guardians are similarly responsible if the student takes any action with a
Computer that has the purpose or effect of voiding any warranty in effect covering such
Computer or of providing students access to apps that are available other than at the app
source authorized for use by the school.

D. Student Privacy and Safety

A student should exercise caution, in consultation with a parent or school staff member,
before revealing his/her full name, e-mail address, physical address, telephone number,
social security number, or other personal information on the Internet. Students should
never agree to meet people they have contacted through the Internet without parental
permission. Students should inform their teacher and/or parent if they access information
or messages that are dangerous, inappropriate or make them uncomfortable in any way.

E. System Security

1. The security of the Computers and/or Computer Services is a high priority. Any
student who identifies a security problem must notify his/her teacher,
supervisor, or system administrator immediately. The student shall not
demonstrate the problem to others or access unauthorized material.

F. Insurance Program/Information Sharing/Care, Damage, Loss and Theft

1. MLTI Computers [Mobile Devices]. Mobile devices are loaned to Middle
School students as an educational tool pursuant to the Maine Learning
Technology Initiative (MLTI) and may be used only for purposes specifically
authorized by school staff and the MLTI program. The rules governing that
program are incorporated herein by reference.
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Policy: IJNDB-R
STUDENT COMPUTER AND INTERNET USE RULES

2. Information Session and Insurance Protection for MLTI Computers
[Mobile Devices]. Parents of Middle School students who are eligible to be
issued MLTI mobile devices are required to attend an informational meeting
before a MLTI device will be issued to their child. Both the student and his/her
parent must sign the school’s acknowledgment form before a MLTI device is
allowed to be taken home; for any such devices that are taken home, a
parent/guardian must participate in the Mobile Device Protection Plan, an
insurance program made available by the Cape Elizabeth School District.
Parents who choose to not have their students take home their MLTI devices
may decline to participate in the Mobile Device Protection Plan.

3. Information Sharing and Insurance Protection for District-Owned Mobile
Devices. The school shall share information regarding this policy and the
practices, rules and regulations regarding the use of District-owned mobile
devices. Before such devices may be taken home, parents must sign a consent
form acknowledging their receipt and understanding of these policies, rules,
and practices and must participate in the Insurance Protection Plan made
available by the school department. Parents who choose to not have their
students take home their District-owned mobile device may decline to
participate in the Insurance Protection Plan.

4, Care of and Responsibility for Damage to Computers. Students and their
families are responsible for the proper care of Computers at all times, whether
on or off school property, including costs associated with repairing or replacing
the Computer. Cape Elizabeth School District offers an optional Mobile Device
Insurance Protection program for parents to cover replacement costs and/or
repair costs for damages not covered by the Computer warranty. Parents who
choose not to participate in the Mobile Device Insurance Protection plan
should be aware that they are responsible for any costs associated with loss,
theft or damage to a Computer issued to their child.

5. Computer Loss or Theft and Loss or Theft Prevention. If a Computer is lost
or stolen, the loss or theft must be reported to the teacher and/or building
administrator immediately. Additionally, if a Computer is stolen, a report
should be made to the local police and the school technology coordinator
immediately. With respect to the District-owned mobile devices, students must
keep activated at all times the service that allows those Computers to be
located remotely and must establish and keep activated at all times a security
code which will prevent others from accessing the content and services of the
Computers.

G. Scope of Policy and Rules Application.
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Policy: IINDB-R

STUDENT COMPUTER AND INTERNET USE RULES

The Board’s policy and rules concerning Computer and/or Computer Services use apply
at any time or place, on or off school property. Students are responsible for obeying any
additional rules concerning care of District-owned Computers.

H. Miscellaneous Issues.

1.

Confiscation/Restriction of Privileges/Disciplinary Action. Violation of
policies or rules governing the use of Computers and/or Computer Services, or
any careless use of a Computer may result in a student’s Computer being
confiscated and/or a student only being allowed to use the Computer under the
direct supervision of school staff. The student will also be subject to
disciplinary action for any violations of Board policies/procedures or school
rules.

. Required Sharing of Computer Passwords with School Staff. Any student

to whom a Computer is issued must share with the school department any
passwords, codes, or keys to allow the technology staff unlimited access to any
and all materials on the Computer. Failure to provide such access will result in
a school discipline and confiscation or limitations placed on future use of the
Computer and Computer Services.

. Parent Access to Student Computer Passwords. Upon request, parents may

have access to their child’s login password, codes, or keys. Parents are
responsible for supervising their child’s use of the Computer and Internet
access when in use at home.

. Use of Computers by Others. Computers may only be used by the student to

whom it is issued or by any family members assisting them with their
educational work and consistent with the educational purpose of these
Computers. All use of Computers by all persons must comply with the school’s
Student Computer and Internet Use Policy and Rules,

. Return of Computers. Computers must be returned in acceptable working

order at the end of the school year or whenever requested by school staff.
Students will also be required to turn in Computers before the end of the school
year, at which time they will be inventoried, updated as needed, and subjected
to search for materials in violation of this policy.

G. Additional Rules for Use of Privately-Owned Computers by Students

1. Students are permitted to use Privately-Owned Computers in school provided

that they comply with the policy and rules governing Computer and Internet
Use, there is a suitable educational basis for the request, and the demands on
the school district’s network or staff are reasonable. In addition, if requested,
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Policy: IJNDB-R
STUDENT COMPUTER AND INTERNET USE RULES
the student must provide to the technology coordinator such information as IP

addresses and login passwords as to enable enforcement of all policies and
rules regarding use of Computer Services.

. The Technology staff has the authority to determine whether use of a student’s

Privately-Owned Computer would place an undue burden on or could interfere
with the Computer Services.

. The student is responsible for proper care of his/her Privately-Owned Computer

including any costs of repair, replacement or any modifications needed to use
the computer at school.

. The school district is not responsible for damage, loss or theft of any Privately-

Owned Computer.

. Students have no expectation of privacy in their use of Computer Services

while using a Privately-Owned Computer at school.

. Violation of any Board policies, administrative procedures or school rules

involving a student’s use of Computer Services or a Privately-Owned
Computer may result in the revocation of the privilege of using the computer at
school and/or disciplinary action.

. The school district may seize any privately-owned computer used by a student

in school without authorization as required by these rules and the contents of
the computer may be searched in accordance with applicable laws and policies.
The computer will be returned to the owner when it is no longer needed for
investigatory or evidentiary purposes.

Cross Reference: [INDB: Student Computer and Internet Use

EGAD: Copyright Complance

ADOPTED: January 10, 2006

Revised:

February 8, 2011
February 14, 2012
January 14, 2014
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Code: IKAB
STUDENT PROGRESS REPORTS TO PARENTS

The board believes that there should be continued emphasis on informing parents as to
the academic and social progress of their children. Reporting shall occur at no less than
the regularly scheduled intervals noted on the district calendar.

ADOPTED: Ociober 9, 1984

REVIEWED AND ACCEPTED: September 13, 1994
ADOPTED: April 8, 2008

Revised: January 14, 2014
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PROMOTION, RETENTION, AND ACCELERATION OF STUDENTS

It is the Board’s intent to Qrowde sequential instructional programming that provides equitable

opportunity for students to acquire the knowledge and skills that will enable them to meet the
content standards of the system of Learmng Results forat each grade span—In-generalstudents

ensmng—that—pamnts—a;eﬁt—infeﬂﬂed—eﬁgi&@ges_ among students in 1 their chitd sprosress

ﬂﬁeuglﬁepereeafds—pafenHeaehePee&fefeﬂeesmtellectualkphxs1cal, . social, aﬂiie@p@al

development, and e Hraged y th "
fegafehﬂg—that 1nd1v1dual students may wt in wtent areas of the Learnmu

nation-that-mey-apaet-niogress toward achieving the cross-

curricular k 1ls dentlﬁed in the ehi-ld—s—seheel—peffefmaﬁee_ iuiding Principles of the 1.earniny

£&etei=sWh1}e rnost students vull advance from one grade 10 another at the end of t_he,gca_degle

}:r some sl students mag benef t trom retention or acceler_a_tmn _Ass 1gnment ot a student to a
: ) . _ ; .

Al Criteria

___The following criteria will be used in making decisions concerning promotion,
retention efand and acceleration-of students:

» Informatienvegarding. Althouch all listed criteria mav be considered in the stadentfrom
decision-making process. because of the studentassessment-system;

*— Other-indieators-ofacademic—rclationship between a student’s achievement;

s Attendance;

*— Metivation;-attitude of the conient standards of the system of Learning Results and
okosriop:

*—Age;

> Prepramoptons;

CAPE ELIZABETH SCHOOL DEPARTMENT
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PROMOTION, RETENTION, AND ACCELERATION OF STUDENTS

his/her future success in school, more consideration shall be given to the criterion articulated in

~ paragraph A" below than to any other issues-pertinent-to-the-particular student’s

1. _____Achievement of the content standards of the Learning Results as

demonstrated through classroom assessments, common absessl_n_em:___

standardized tests, portfolios. performances, exhibitions. projects

other elements of the school unit’s local assessment svstem:

I 2. Achievement of cross-curricular skills associated with the Guiding
Principles of the l.earning Resulis.
. __3. __ Participation and succe: ess in rer remedial programs, tuloring, summer schocl,
and/or other opportunities ‘ers_ ceess:
.. _4 Potential benef
e e 2e . Poteniial for su
e _ O, ___Attendance:
7 __Social and emotional maturity:
e o 8o Health;
29 Agelin relation to grade placement
__..10. _ Program options;

11. __ Student attitude: and

12, Parenial concerns.

_B. ___ Retention

Parents erchoyld be notified as early as possible in the school-year-if their
ehildevent that retention is being considered-forretentionand-exceptin-very

un&sml—e&ee&&staﬂeesrﬁe—h%eﬁhaﬂApﬂH.—The-J Pals.nt__b___yvlll he informed of
the remediation options available to students such as tutoring. online/Internet-
based resources. atter-school programs. and summer school. Whene\ferkgoqsibl(.

fent BRT R ol e involving
parents. the student ﬂgachel the building admi-m-s%fatefpumlai and, as

CAPE ELIZABETH SCHOOL DEPARTMENT

decisions_concerning retention should be made through a conferer
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PROMOTION, RETENTION, AND ACCELERATION OF STUDENTS

appropriate, the guidang ccoumc]or other professional staft, and’or consultants.
Advancement to the pext grade may be made conditional op

remediation or der trated proficiency within a specified period of g_ﬁ_)g_,_

__The principal shall be responsible for making the final decision regarding
retention-e£._A parent who is dissatisfied with the principal’s decision may appeal
1o the Superintenden

._The Superintendcnt’s decision shall be final.

or and other proteqsmnal statf or

Gitted and Talenied qucatmn_ Coordinator 2l
consultants, as appropriate. A parent who is dissatistied with the principal’s

decision may appeal to the Superintendent, The Superintendent’s decision shall
he final.

_D. ___High School Grade J.evel Assignment

For students starting high school priox 1o the 2014-2015 :_Sn,hooi year, grade level

1

assignment will be based on the number of credits carned prior to the heginning of

the school year,

. credils,

__Beginning January 1, 2018, demonstrated proficiency in the content standards of

the svstem of Learning Results and in the cross-cur ricular standards skills

icentified in the Guiding Principles of the Learning Results. and successiinl

completion of all other rviulremwus;p ; Q_  the Board’s policy [KE

{Graduation Reyuirements), will be required tor a high school diploma.
with the 2014-20135 s¢

graduation or other pm POSES.

Il be 1 Starting
ol vear, credits will no longer be awarded or counted tor

Sl et S T 2 A R

_ High school grade level assignment vill be based on the number of learning:

experiences/courses completed prior to the beginning of the school year.

For sophonmore status, a suvdent lnl_lS_t have completed

L\pmem es/courses, {¢ _____ learning ¢

senior status ;L_;gcxmg xp:.m_.l'u_gs/u;m

___ LB, Transter Students

CAPE ELIZABETH SCHOOL DEPARTMENT
Page 3 of 4



2" Reading: 1/14/14
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PROMOTION, RETENTION, AND ACCELERATION OF STUDENTS

For students who transfer into the school system from another state or educational

program not required to meet the content standards of the system of Learning

Results th_pnnuﬁpalfw'll determine the_\_fglue of the student’s prior educational

experience for the purpose of grade placement or the fulfillment of credits,

Legal References—20-A-MRSA—§§-471472L-et-seq--6201-etseq:
Chapters125-andRelcrence:  Ch, 127 (Maine-Department-of EducationRules!vlc. Dept. of bd.

Cross Reference:  _IK — Student A(,hlcwmtm
hA - (rading/Aca :

IKAB - Report € ards/Pro;reQ Rq”)ats
" IKF — Graduation Requirements
LA - Student Assessment/Local Assessment Svstem

ADOPTED: October 10, 2006
Revised: November 13, 2012
Reviewed:  January 14,2014
Revised:
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high school students must-
meet speeifie-state

graduation requirements

CAPE ELIZABETH SCHOOL DEPARTMENT
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*MSMA SAMPLE POLICY REVISION 11-26-13# File: IKF

Studenis gradusting n the Classes of 2014-2017 musy meet the credit and other graduation
requirements specified i this policy.

A student who would have graduvated with the Class of 2017 and have been awarded a dipioma at
commencement but for his/her failure to earn sufficient eredits or meet other requirements sct by
Board policy will have until December 31, 2017 to fulil] the graduation requirements applicabic

10 the Class of 2017

‘The Superintendent. through the high school principal or other designee. shall be responsible ior

making accurate inlormation concaiming, dmlonm reguirements available to incoming siudents
anst their patenis priotto the start of their ninih grade school yeu oy oi this nni]u will b
disseminated to &ll incoming ninth wmch st

‘trts_cu the time oi course selecion, Tms pelic:
vl also be. mf'ludcd in every edition of the high school sladcm handbook.

1he Board has approved the following schedule o mininan reguirements for graduation. wiich
mcludes minimum reguirements specifted by the State ol Maoine.. The Boasd 1s aware that
current faw and reguiations are subject 1o change

i

1o inform students and parents as soon as
slanddids thai must be met before students may by

The Board expects the Superintepdent/de
practicable ol any additional State- nnpoat,d
awardad @ high school diploma

. DIPLOMA REQUIREMENTS FOR STUDEN
OF 2014, 2013, 2010 OR 2017

S GRADUATING IN THE CLASSES

Studenis who anticipate graduating 1 we Classes of 2014, 2013, 2016, or 2017 mus
mect ihe [ollowing minmmum reaeicemenis in order o be owarded a hth school digon,

AL The student moust successiully complete o wotid ol 130 eredits. OF these credis, 1

Ly twelve and vne-hall must be those specified by the State of Raine, They 2
Fnglhishitanguage arts - 4 credits

B Mathematics - 2 credits:

CAPE ELIZABETH SCHOOL DEPARTMENT
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*MSMA SAMPLE POLICY REVISION 11-26-13* File: IKF
D Social studies and story, e luding one year o Anlerican history and
government - 2 eredits:

4. Seienee. includimg at least one year of laboratory siudy - 2 vears:
3. . Fearis, which may inciude art. music. forensics or dramg - 1_eredits
0, Health - 172 ¢redn; and
/ Phvsical educiton - 1 coeait,

3 he studeni must gemonstraie compirer shalls aceording to the school unii
standards for computer literacy . prolicicacy. and periermance.

( I addition 1o the State reguirements, die siedaot ust megt 1he following

. Math - L additional creduigsy,
2 SCIeTK _ addinonal eredings
5. 1Otber Area of Study. e.o., Waorld Hisiory | eddit(s
4. [Other Avea ol St |- eredigsi.
> [Sentor pordcho, sewor oxhibition, “capsione” experience or other
specitic locul ceguirement — 0 crisdiin g
D The remaing credits may oc seiecied by e student dascd on histher mteresi,

satistuction of course prereduisires. and sequireinents of the ficid that hershe pians

1o eiter upon graduailon.

I, JOPFIONAL: The student must also satisfactordy compiete a toiat o’

vommunity service hours, |

ALTERNATIVE MIETTHODS OF EARNING CREDITS

A studeni who is deticiont 1 ihess regquurenenes o |

meet these reguiremams

throngh alternative icans iay carn and apply cecdits m accordanee witii the provisions

oi thix seciion,

Astugent who wisihes oomeel a eredit requireiment hrougch an aliernative imethod s

have prior written appiosyal os specitied in this section

A student wiio makes up aoireiencios may partepaic 1in e nexi reguiul sraduats
ceremony following successiul completion of ofl araduation reguirements.

CAPE ELIZABETH SCHOOL DEPARTMENT
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A A student may carn up o two eredns thronglhi 1h Adult Educador
Program. The siudent nust have prior writen approy al imm the Direetor off

Adult I dumimn Guidance Counselor, Departmnent llrili_@ld Principal.
B, A student may omain credits through summer school m classes taat hesshbe:
completed at Cape Elizabeth High School but did not pass. The stedent must

obtain prior written appreval [rom the Guidance Counsclor. Depariment Chaie

and Pringipal.
L Astudent may carpup o crediis drough distanee Jeaming virtual coueses

Department Chair and Principal and 2) piogress is monite
High School's proiessional swatl

prnvldcd 13 1he course s approved i advance by the G _L__gc_ n¢e Lounselor
wed by amember

) Advanced conrses or courses not avatlabie o) Cape Bizabeth Hioh School 1y be
taken at other secondary schools or g1 approved posisecondary Tnxiitefions with
the approval vi the Guidance Counseloy and Pruncipal

A swident thay earn up o eredils throngh independent sty approved by the
(nndamu Cowmselor, Department Chair and Prineipal and monitowed by the
eacher(s) of the subject(si to which the independent study is related.

STUDENTS RECEIVING SPECEAL EDUCATION SERVICES

Studenis who_achieve proficieney m meeung the coment standards oi_the [Leammy
Resuhis as specitled in the goais and obieciives of their Individualized Tducation
Plans (19, will be awarded diplomas,

. DIPLOMA REQUIREMENTS FOR STUDENIS GRADUA UINGIN T CLASS OF
2018 AND BLYOND

In accordance with Mame iaw and Cape Flizabeih’s siandards-based [OR:_proficiena
based| system of i aming. after Jonuary 1, 2018, the awording olf_nginonm trom (ape
tlizabeth schools will be conungent un the demonsiration of proliciency in the conteni

areas of Mainc’s sysiem ol 1 carning Results and meeting the cross-content perlormance

standards of the Guiding Principles of the 1 eurning Results, rather than the accumntation
oi credits. The siudent pinsi also tuliil any other requirements spectfied in this polic:

Siudents whoe anucipate prnduating in_the Classes of 2018 and bevond mus meet the
tollowing reguirements in order 1o be awarded a high sehool diptom,

CAPE ELIZABETH SCHOOL DEPARTMENT
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*MSMA SAMPLE POLICY REVISION 11-26-13* File: IKF
AL “Demonstrate prodiciency nneeting stangards n the following contcng arca:

the Learming Results. Meeting the standards eitails demonstrating proficienes 1o
cach stendard wihin cach coniem

English Language Aris
Mithematics

Scienee andg Technotogy

Soeial Studics

Healih Fducatron o Phvsical dueat

Visnal and Pertorming Aris

Career and bducanon bevelopnieni (entbeadod 1n the other conient greas

B Nieet the cross-contant periormance staiwdards sel jorth in the Guiging Prinemics
ol the ] earniug Results.

A studeme graduating (rom Cape Ilizubeth senools 1s expeetest 1o be o
Ulear and eficenyve commuincatos :
CSeltsdirected and life-long learner:

Lileniivie el i si i I TN ELE

Responsible ane mvoived clgven: and nn

Integrative and miomed thinker

{OPTIONAL: Complele a capstong project [OK: integrative rescarei:
service learning projecti through which hesshe will demonstrate in-depiii
research. presentanon, and technelogy application skills and evidence ot
proficiency i the Guiding Ponciples of the Leatsiing Results, ]

i JOPTHONAL: ¢ ompicic anappilcaton o g gose-sevnidare s iiona
institution. raining program or other experience that prosides an opportanuy
lurther grov ih. |

JOPTTONAL: The student st also romplete e following non-academie
requirements, '

CAPE ELIZABETH SCHOOL DEPARTMENT
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MULTIPLE PATHWAYS TO THE AWARDING QF A PROFICIENC Y-BASED
DIPLOMA

Cape Blizabeth’s high school ciucational program [OK; currulum] is designed i
enable students g_g) satisly graduation requirements in tour vears through a sequence ol
cducational (learning) expericnces ‘courses providing opportinitics o gain ani
demonstrate proficiencey in all of the content arcas ol the Learning Resulis and m e
cross-cotitent Chiiding Principles ol the Fearning Resulis

Students following a traditionat paiinvay will
R Engage 1 educational experienees in the content areas of Epgelish Language

Arts. Mathematics., qnd Seienee and Technoiowy in cach vear of theis high schoot
pregran.

L&Qﬂh;’fh%rwvm in A" 453&3_ - «'@‘\Uﬂlﬂggg&_‘ﬂﬁ Saing

Ingage m g easi two [OR: three o edicanonal experiences
Cindhe content area of social studies durning their high <chool prograin

Pingage moal feest ong cducational experience m cach of the content areas o
vistial and performing arts during their high sehool program.

Fou

- Ing
_L51L1

moatieast . edncational expereuess 18 worid funguages duriig
g,h school pmumm

i

m at feast neahth and physical cducsuon expericnees ¢uring

thr..u nigh schooi pmm am,

I Lopage e aducavonal experiences Wi infegrate  caregt gt catisation

development into other content arcas of the 1 carmtie Resulis.

Students fellowing a nraditionat pathwiy muse be enrotled in the equvatent of hive [OR.
| tudl year learning expericnces/conrses o imegrated equivaietts i cach of their

hwh school vears.

Students may also opLio purstic a tugh school g drongt muitinic addinenea!
pathaaye meinding:

Iy colicge/duai crnollineni courses
Career and weehnical cducation prograniming

Onlinesvirtaal learninge

CAPE ELIZABETH SCHOOL DEPARTMENT
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Apprenticeships. internsiiips end/or ok voork
Community service

Lxchange prograns

fndependent siudy

Alernative education/ Al Risk programuomng
Adult educauon

iZach pathway must provide a guality learmng experience comparghle 1 rigor o thy
sehool unit’s own cducational experience (course) ofierings.

[ order to pursge one or more of the muiiple/shtamative pabwas < a sttadent muasi have o
Personal Learning Plan detailing how the parhrvay wili p:m 1de exposure Lo the ¢onient
standards of the Learning Results and how the student will demousirate proficicney in
mecting 1h(, standards. The perscnal leaming plan must, b\. approved by the Uu.d,mu
Counsclor, Departiment Chair and Principal JOR: |

STUDENTS RECEIVING SELCTAL EDUCATION SERYICES
Students who achicve proficiency n the cotment stimdards ol tie Fearning Resufts apa
CGuiding Principles. as specilied in the gogds and objectives ol their Individuaiizeg

Fducation Plans (1EP) will be awarded diplonas.

L ADDITIONAL CONSIDERATIONS APPLICABLE TO THIT AWARDING OF
DIPLOMA FROM CAPE ELIZABETIH HIGH SCHOOL

s seciron applies 10 ail students, 10 afl graduguyen Ciasses.

AL Transfer Students

L anotici
Crom i i il TR RV ERGTAL: uquncu m W dll”]l&.d RS 1lh the conteni
standards of the svsiem .L@mmg Resudts, e Cape Elizabeth High

Principal shall determine the value of the student's prior educational experience

towards meeting-Cape-Elizabeth-High-Sehool's graduation requirements.

Home-schooted Stuaent:

For heme-schooicd stidents wishing o receve wdiptoni srom & ape Cleabi
High School, Ui Cape Blizabeth High School Principal skall deternne the vauic
of the student’s prics educationai expericnee toward meeting graduation credi

CAPE ELIZABETH SCHOOL DEPARTMENT
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Early Awarding of Diplomas

—A student who has met the State's and the Board's diploma requirements in
fewer than four years of high school may be awarded a diploma. Any-stadent
interested-in-pursuing this-optionmy chodile-a-meeting with her/hi

Participation in Graduation Ceremenies—No-student-is-allowed

to participate in graduation exercises-unless-all-

CAPE ELIZABETH SCHOOL DEPARTMENT
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BB

Legal Refereneces : 20-AMRS.A. §§ 4722:-6209
Ch. 125-127-33+432- (Maine Department of Edveation
Bales)
Cross RERFERENCES:— THCDA: Post Secondary Enrollment Options

IKFA: Early Graduation
IKFC: Awarding of High School Course Credit Prior to Grade 9

ADOPTED: November 8, 1994
REVISED: November 12, 1996
May 13, 2003
November 14, 2006
June 10, 2008
December 11, 2012
Reviewed: January 14, 2014
Revised:

CAPE ELIZABETH SCHOOL DEPARTMENT
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File: ILA

STUDENT ASSESSMENT

The Board recognizes that Maine law requires each school administrative unit to use multiple
assessment methods to measure student achievement of the learning results set forth in 20-A
M.R.S.A. § 6209 and Department of Education (DOE) rules implementing that section and other
curricular requirements established in § 6209 to inform instruction and to ensure that students are
making progress toward achieving the learning results set forth in § 6209 and in DOE rules
implementing that section, other curricular requirements and the requirements of a common

course of study.

Through this policy, the Board adopts and directs the Superintendent/designee to implement and
oversee an assessment system for District schools that will accomplish these objectives. The
Superintendent shall be responsible for reviewing the assessment system for compliance with
applicable statutes and rules and for certifying to the Commissioner that it is in compliance with
Maine Department of Education standards.

Legal Reference: 20-A MRSA § 6202-B, 6209

APPROVED: January 8, 2008
January 14, 2014
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File: IMB

TEACHING ABOUT CONTROVERSIAL/SENSITIVE ISSUES

American academic tradition stresses the free contest of ideas as a vital element both in the
development of curriculum and in classroom teaching. The Cape Elizabeth School District believes
that exploring controversial issues in an important part of the educational experience.

Teaching Controversial Issues

Training in reflective and responsive thinking, may be incorporated in course offerings at all
grade levels, This training is impossible, or at least severely hampered, if the community does
not respect the principles of freedom and recognize that dissent does not necessarily mean
disloyalty. However, one form of dissent which is incompatible with freedom is that which
attempts to end freedom. Irrational fears do just this, and thereby may block the school in its
efforts to handle controversial issues in an atmosphere of freedom and thoroughness.

A.

It is the responsibility of the schools to make provision for the study of controversial

issues.

1.

The policy on controversial issues should be defined in terms of the rights of
students rather than in terms of the rights of teachers.

The study should be emphasized in the high school, when most students are
mature enough to study the significant controversial issues facing our society.

The study should be objective and scholarly with a minimum emphasis on
opinion and a maximum emphasis on facts.

In the study of controversial issues the students have the following rights:

1.

The right to study controversial issues which have political, economic, or social
significance and concerning which (at the appropriate level) he/she should begin
to have an opinion;

The right to have access to relevant information;

The right to form and express opinions on controversial issues without thereby
jeopardizing relations with the teacher or the school; and

The right to study under competent instruction in an atmosphere free from bias
and prejudice.

The teacher employs the same methods in handling controversial issues as characterize
the best teaching at any time.

CAPE ELIZABETH SCHOOL DEPARTMENT
Page 1 of 2
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TEACHING ABOUT CONTROVERSIAL/SENSITIVE ISSUES

{Cross Reference:

ADOPTED:

The teacher, in selecting both the content and the method of instruction, is
mindful of the maturity level of the students.

The teacher has assured him/herself that the controversial subject to be
discussed belongs within the framework of the curriculum to be covered, that
the subject is significant as well as meaningful for the students, and that through
the discussion, students will have the opportunity to grow.

The teacher handles the classroom presentation in ways that will ensure a wide
range of information and interpretation for the students’ consideration and
strives to present a balance among many points of view.

The teacher does not use the classroom as a personal forum. He/she does not
employ the techniques of the demagogue or the propagandist for attention, for
control, or simply for color. The teacher has the right to identify and express
his/her own point of view in the classroom as long as he/she indicates clearly
that it is his/her own.

The teacher emphasizes keeping an open mind, basing one’s judgment on
known facts, looking closely at facts to evaluate them in terms of the subject
under discussion, and being ready to change one’s opinion should new facts
come into light.

The emphasis always is on the method of forming an opinion as much as on the
opinion formed.

AD - Educational Philosophy
GCSA — Employee Computer and Internet Use
IINDB — Student Computer and Internet Use

CAPE ELIZABETH SCHOOL DEPARTMENT
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File: IMG

ANIMALS IN SCHOOLS

Permission is to be obtained from the Principal before animals are brought into the school
by anyone. If students wish to bring in animals for educational purposes, they are to
consult with their teachers who, in turn, will request permission from the Principal.
Animals are not to be transported on a school bus.

Animals must be adequately housed and cared for in appropriate, contained habitats.
Only the teacher or students designated by the teacher are to handle the animals.

If animals are to be kept in the classroom on days when classes are not in session,
arrangements must be made for their care.

Cross References: ACAC — Service Animals in the Schools

ADOPTED: January 14, 1997

Recoded: June 1998

Revised: November 14, 2006
January 14, 2014
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Code: JFAB

ADMISSION OF NON-RESIDENT STUDENTS

The Cape Elizabeth School Board authorizes the superintendent to enroll without tuition
and on a full-time basis, in accordance with applicable statutory provisions, persons who
are not otherwise eligible for a free public education in Cape Elizabeth. Enrollment of
any such persons shall be discretionary with the superintendent and shall be subject to
such conditions as the superintendent deems necessary to avoid disruptive or adverse
effects to the Cape Elizabeth school system, including that space is available, and that the
educational needs of the student can be met with existing district programs.

Legal Reference: TITLE 20A MRSA §§ 2701; 5202; 5801

ADOPTED: October 9, 1984

REVIEWED AND ACCEPTED: September 13, 1994
Recoded: June 1998

REVIEWED: November 4, 2008

Revised: January 14, 2014
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File: GBO
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.

II. 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 is September 1 through 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 department for an employee’s own illness. The employee must specify
that leave is being taken pursuant to the Act to Care for Families.

Legal Reference: 26 M.R.S.A. § 636

Cross Reference: GBN — Family and Medical Leave

ADOPTED: November 13,2012
Reviewed:  January 14, 2014
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Code: IGA

CURRICULUM DEVELOPMENT AND ADOPTION

For the purpose of this policy “curriculum” means Cape Elizabeth School’s written document that sets
forth the learning expectations for all students for all content areas of Maine’s system of Learning Results
including the Common Core Standards for mathematics and English language arts, as well as for other
content areas as specified by the Board. The curriculum shall reflect continuous, sequential and specific
instruction aligned with the content areas of the Learning Results and Common Core Standards.

The Board recognizes that curriculum development, review and evaluation is an ongoing process, and that
programs and practices may need to be adjusted or revised to meet educational standards and to serve the

best interests of students and the community.

Therefore:

A, The Board expects the administration and staff to be sensitive to changing conditions that
may require modifications in curriculum.

B. The Board expects all programs to be subject to ongoing review and evaluation to ensure
that they meet the instructional needs of students.

C. The Board expects the school system to undertake intensive curriculum revision as
needed.

D. The Superintendent is expected to lead the ongoing curriculum development and review
process, and align curriculum with educational standards and with advances in
knowledge, educational research and “best practices.”

E. The Board expects that curriculum development and revision will be achieved with
appropriate involvement of administrators, instructional and support staff, students,
parents, community and the Board.

F. The Board shall review and adopt all curriculum guides, and courses of study prior to

their implementation.

The Superintendent is expected to develop plans and timelines as necessary for the development,
implementation and evaluation of the curriculum and to provide the Board with an annual report on the

status of the curriculum.

The Superintendent is expected to make recommendations concerning professional development,
instructional materials and resources needed for curriculum implementation, consistent with Board policy.

Legal Reference: 20-A M.R.S.A. §§ 1001(6), 6209
Ch. 127 § 5-7 (Me. Dept. of Ed. Rules)

ADOPTED: June9, 1992

Recoded: June 1998

Revised: November 8, 2005
September 10, 2013

Reviewed: January 14, 2014
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INDIVIDUALIZED 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 public schools. 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. The 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 IEPs. All IEPs must be reviewed at least annually, as prescribed by state and
federal special education laws.

Legal References: 20 U.S.C. §§1414(d); 34 C.F.R. §300.320 to .324 (2006); Me. Dept of Educ.
Reg. ch. 101, § IX(3)

Adopted: April 8, 2008

Revised: November 13, 2012
Reviewed:  January 14, 2014
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REFERRAL/PRE-REFERRAL POLICY

It shall be the policy of the Cape Elizabeth School Department to refer all school-age students
suspected of having a disability that requires special education to the IEP Team for an evaluation
in all suspected areas of disability. Referrals of students to the IEP team may be made by parents
at any time, and by professional school staff and by other persons knowledgeable about the
child’s educational needs. Any such referral should be made in accordance with procedures that
may be approved by the Superintendent of Schools.

Regardless of the source of the referral, a referral will be considered received by the school
department on the date that the written referral is received by the office of the Director of
Instructional Support. It shall be signed and dated by the Director of Instructional Support
thereby indicating the date of the receipt of that referral.

The Superintendent of Schools, in consultation with the Director of Instructional Support, may
develop procedures for referral and the use of pre-referral interventions within the local school
unit, and may from time to time amend those procedures as necessary.

References: Me. Dep't of Educ. Reg. ch. 101, §§ 11(23), 111, IV(2)(D), (E), V(4)(A)
(May 2010).

Date Adopted: April 8, 2008
Revised: November 13, 2012
Reviewed: January 14, 2014
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CHILD FIND POLICY

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.

The Cape Elizabeth School Department’s child find responsibility shall be accomplished through a
district-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 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 department’s pre-referral and referral policy.

References: 34 C.F.R. § 300.111 (2006); Me. Dep’t of Educ. Reg. ch. 101, IV(2) (2010).

ADOPTED: February 9, 1999

REVISED: November 14, 2000
September 13, 2005
April 8, 2008
November 13, 2012

Reviewed:  January 14, 2014
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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.

Written Notice of Intent

The student’s parent or guardian must provide a written notice of intent to provide home
instruction simultaneously to the Cape Elizabeth School Department Superintendent and the
Maine Commissioner of Education within 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 district where
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 Cape Elizabeth Schools 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 Studenis Receiving Home Instruction

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

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

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

ADOPTED: September 13, 2005

Revised November 13, 2012
Reviewed:  January 14, 2014
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File: IHBGA
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
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 Cape
Elizabeth public 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.

CAPE ELIZABETH SCHOOL DEPARTMENT
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File: IHBGA

HOME SCHOOLING — PARTICIPATION IN SCHOOL PROGRAMS

2.

The student shall demonstrate prior satisfactory academic achievement
consistent with Cape Elizabeth School Department policy and procedures
applicable to all students.

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.

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 department as long as additional expenses are not incurred
and vehicle capacity is not exceeded.

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

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.

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.

SPECIAL EDUCATION SERVICE

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

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.

Grade level placement is determined by the principal, in consultation with
appropriate school staff, based upon, but not limited to, such factors as the

CAPE ELIZABETH SCHOOL DEPARTMENT
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File: THBGA

HOME SCHOOLING - PARTICIPATION IN SCHOOL PROGRAMS

student’s completed curricula and record of achievement, conferencing with the
student’s parent or guardian and administration of tests, if determined necessary.

The final grade placement decision shall be made by the principal.

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
department, subject to the following conditions.

A,

B.

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

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

The student may sign out a textbook for a period not to exceed one school year,

The parent/guardian and student agree to reimburse the school department for
lost, unreturned or damaged library books and textbooks and for consumable
supplies used.

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,

B.

The use does not disrupt regular school activities.

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

The use does not create additional expense to the school department.
The use is directly related to the student’s academic program.
The use of potentially hazardous areas, such as shops, laboratories and

gymnasiums, is supervised by a qualified employee of the school department,
approved and assigned by the Superintendent.

MAINE EDUCATIONAL ASSESSMENT AND SAT/MHSA

CAPE ELIZABETH SCHOOL DEPARTMENT
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HOME SCHOOLING - PARTICIPATION IN SCHOOL PROGRAMS

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.

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.

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.

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).

B. A student may earn credit for course work completed through home-schooled
instruction if the principal determines both in advance and, upon compietion 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.

C. 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.

D. 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 department
diploma.

CAPE ELIZABETH SCHOOL DEPARTMENT
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HOME SCHOOLING - PARTICIPATION IN SCHOOL PROGRAMS

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:

A.

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

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

PARTICIPATION IN EXTRACURRICULAR ACTIVITIES

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

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.

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 department. 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.

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.

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

APPEALS

Appeals from administration and application of this policy are heard by the Board, whose
decision is final and binding. Appeals that question whether this policy complies with

CAPE ELIZABETH SCHOOL DEPARTMENT
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HOME SCHOOLING - PARTICIPATION IN SCHOOL PROGRAMS

legal requirements must be made to the Commissioner of Education, whose decision is
final and binding.

Legal Reference: 20-A MLR.S.A. §§ 5001-A(3), 5021-5025
Ch. 127 (Maine Dept. of Ed. Rules)

Cross Reference: IHBG — Home Instruction Program
ADOPTED: September 13, 2005 (Replacing original policy)

Revised: November 13, 2012
Reviewed:  January 14, 2014
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POST-SECONDARY ENROLLMENT OPTIONS

This policy establishes the requirements for student enrollment in post-secondary courses taken
before high school graduation.

Eligible Institutions

Students may take courses at eligible post-secondary institutions within Maine, which include
the University of Maine System, the Maine Community College System and Maine Maritime
Academy. Students may take courses offered through the DOE Distance Learning Network
or the Internet if such participation is approved by the post-secondary institution.

Students may be allowed to take courses at private colleges or other institutions, including
courses offered through the DOE Distance Learning Network or the Internet. Responsibility
for all costs associated with any courses taken at private colleges will rest with the student and
his/her parent(s). Any such requests shall be considered on a case-by-case basis to the extent
that funds are available and the requirements of this policy are met.]

Student Eligibility Requirements

A student may take no more than one course per semester and two courses per academic year.

A student must meet the following criteria prior to enrolling in a post-secondary
course:

A, Have a minimum of a B average [or 3.0] in his/her courses overall, unless
the eligible institution has waived the minimum grade/grade point requirement;

B. Meet the course admission standards of the eligible institution;
C. Provide evidence of parent/guardian approval for taking the course; and
D. Receive a recommendation to take a postsecondary course or courses from the school

administration or one of the student’s secondary school teachers following an
assessment of the student by the administration.

A student enrolled in grade 11 or 12 who does not have a B average [or 3.0} in his/her courses
overall is eligible to take a post-secondary course provided that he/she:

A, Has been assessed and received a recommendation to take the course from the school
administration or from a secondary school teacher; and

B. Has been approved for participation in the course by an eligible institution.

Awarding of Credits

CAPE ELIZABETH SCHOOL DEPARTMENT
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File: IHCDA
POST-SECONDARY ENROLLMENT OPTIONS

The eligible institution shall grant full credit to any student who successfully completes a
course.

High school graduation credit for a course taken under this policy shall be awarded as
follows:

A. The course must meet for a minimum of one semester or for an equivalent number of
credit hours.

The course must meet any applicable Learning Results standards.
The student must earn a passing grade in the course.

Attendance must satisfy the instructor’s requirements.

5 o 0 W

If the above criteria are met, the student shall receive 5 (five) high school credits for
each 45 credit hour course.

F. The weight assigned to grades received in post-secondary courses approved pursuant
to this policy shall be determined on a case by case basis by the Principal and the
Guidance Director depending on the circumstances of the student’s taking the class
and the course description and expectations. There shall be no presumption that
grades in approved courses shall receive weight simply because they are offered by a
post-secondary institution.

Financial Assistance

A, The Maine Department of Education shall pay applicable tuition costs (up to the limits
of legislative appropriation) for any student enrolled in a course under this policy if
the eligible institution requires tuition payment.

B. The student and his/her parent/guardian are responsible for paying for all textbooks,
course fees and transportation costs.

School District Reporting Requirements

The Superintendent shall make parents and students aware of post-secondary enrollment
options through handbooks or other appropriate means.

Legal Reference: 20-A MRSA Section 4771 et seq.
Chapter 127 (Maine Department of Education Rules)

ADOPTED: September 13, 2005 (Replacing original policy)
Revised: December 11, 2012
Reviewed: January 14, 2014
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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.”

Selection of Materials

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

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.

mmooow
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File: 1JJ
SELECTION OF EDUCATIONAL MATERIALS

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.

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:

CAPE ELIZABETH SCHOOL DEPARTMENT
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File: 1JJ
SELECTION OF EDUCATIONAL MATERIALS

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 two community members,

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 Commitiee 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.

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. Reviewed objectively and in its full content;

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

3. Considered in the light of differing opinions; and
4, 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.
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Legal 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)

Cross Reference: 1JJ-E — Citizen’s Challenge of Educational Media Form
IMBB — Accommodation of Sincere Beliefs in Required Instruction

ADOPTED: September 13, 2005 (Replaces original 113 Selection of Instructional & Library Materials)
Revised: December 11, 2012
Reviewed: January 14, 2014
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EARLY GRADUATION

If a student can meet the graduation requirements of his/her class in less time than the
four-year high school sequence, that student can apply for early graduation. In order to
apply for early graduation the student must do the following early in the fail of the year
graduation is requested (or the previous spring):

A.

Write a letter explaining the reasons for requesting early graduation in the year
preceding his’her scheduled graduation. This letter is addressed to the school
principal and should include the student’s post-graduate plans.

Arrange a meeting to include the student, parents, guidance counselor, principal and
any appropriate faculty members.

Complete an Early Graduation Form listing courses and credits needed to graduate.
High school and college level courses can be used toward graduation. The plan for
fulfilling these requirements will be reviewed. The student's reasons for requesting
early graduation will be reviewed.

Upon approval, as Early Graduates, they will be invited to participate in all senior
activities relating to graduation.

The high school administration will extend special types of honors recognition to a
student who has exemplified superior academic achievement and has chosen to
graduate early from CEHS. This recognition would be separate from the honors
recognition extended to senior graduates of the high school at the graduation
ceremony,

The class ranking of early graduates will take place at the end of four semesters of
high school. Early Graduates will be ranked in the class with which they entered
high school. These students will be ranked with their own class and not with the
senior class. Class ranking of seniors (weighted/unweighted) will take place at the
end of six semesters of high school. Therefore, early graduates will not receive a
weighted class ranking.

Early graduates may be considered for Book Awards in their third year of high
school.

ADOPTED: November 12, 1996
Revised: December 12, 2006
Reviewed: December 11, 2012

January 14, 2014
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AWARDING OF HIGH SCHOOL COURSE CREDIT PRIOR TO GRADE 9

Cape Elizabeth Middle School students who are approved to take courses at Cape
Elizabeth High School will not receive high school credit.

Middle School students who successfully complete high school courses or other
accelerated academic programs may list such courses on the student's Cape Elizabeth
High School transcript, but they will not be included in calculating grade point average or
accruing credits toward High School graduation requirements.

For the purposes of this policy, a student is not considered a high school student until s/he
begins taking courses in the fall of his/her ninth grade year.

Legal Reference: Maine Department of Education Rule chapter 127 § 7.02
Cross Reference: IKF — Graduation Requirements

ADOPTED: January 9, 1996

Revised: April 10, 2007

Reviewed:  December 11, 2012
January 14, 2014
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STUDENT SURVEYS AND MARKETING INFORMATION

From time to time, the Cape Elizabeth School Department may administer surveys to students in the
course of developing and evaluating programs and services offered in the schools. The school unit
will comply with the federal Protection of Pupil Rights Act and applicable regulations concerning the
administration of surveys and the use of personal information about students for marketing purposes as
outlined in this policy.

Parental Consent to Surveys

No student shall be required to participate in a survey receiving funding under U.S. Department of
Education programs that reveals the following information without prior notice to and the written
consent of parents/guardians:

« Political affiliations or beliefs of the student or the student’s parent;

* Mental or psychological problems of the student or the student’s family;

* Sex behavior or attitudes;

* Illegal, anti-social, self-incriminating, or demeaning behavior;

* Critical appraisals of other individuals with whom respondents have close family relationships;

* Legally recognized privileged or analogous relationships, such as those of lawyers, physicians,
and ministers;

« Religious practices, affiliations or beliefs of the student or the student’s parent; or

* Income (other than that required by law to determine eligibility for participation in a program
or for receiving financial assistance under such program).

In the case of surveys not funded under U.S. Department of Education programs, parents/guardians
will receive prior notice of the survey and their right to opt-out. Parents/guardians may request that
their child not participate in a particular survey by submitting a written request to the Building
Principal within five days of receiving the notice.

Notice to Parents Regarding Surveys

Parents/guardians will be provided with a copy of this policy at the beginning of each school year, and
within a reasonable time if substantive changes are made to the policy by the Board. If actual or
expected dates of surveys have been scheduled when the policy is distributed, parents/guardians of
affected students will be notified at that time. If surveys are scheduled after the start of the school
year, parents/guardians will be provided with reasonable notice before the survey is administered.

Procedure for Inspection of Surveys/Instructional Materials

Parents/guardians have the right to inspect any survey created by a third party before it is distributed or
administered to students. Parents/guardians may also inspect any instructional materials, including
teacher’s manuals, films, tapes, or other supplementary material which will be used in connection with

any survey.
Parents/guardians may request to inspect surveys or related instructional materials by submitting a
request in writing to the Building Principal within five days of receiving notice that a survey is to be
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administered. The Building Principal shall make arrangements for the parent/guardian to inspect the
survey and/or materials within a reasonable time prior to the scheduled date for the survey.

Use of Student Personal Information for Marketing Purposes

The School Department does not collect, use or disseminate personal information about students for
marketing or commercial purposes.

This policy does not prevent the collection, use or dissemination of personal information collected
from students for the exclusive purpose of developing, evaluating or providing educational products or
services for or to students or educational institutions (including but not limited to tests and
assessments, sale by students of products or services to raise funds for school-related purposes, student
recognition programs and book clubs or magazines).

Protection of Student Privacy

The Superintendent shall be responsible for ensuring that appropriate measures are taken to ensure that
student privacy is protected when surveys are administered or personal information about students is
collected, disclosed or used for marketing purposes.

Students Over 18/Emancipated Students

In the case of emancipated students or students over the age of 18, the parent/guardian rights described
in this policy transfer to the student.

Complaints

The United States Department of Education maintains an office that handles complaints about alleged
violations of the Protection of Pupil Rights Amendment by local school units. Complaints regarding
violations may be submitted in writing to:

Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, S.W.
Washington, D.C. 20202-4605

Legal References: 20 U.S.C. § 6361 (No Child Left Behind Act)
20 U.S.C. § 1232h; 34 C.F.R. Part 98 (Protection of Pupil Rights Amendment
20 U.S.C. § 1232¢; 34 C.F.R. Part 99 (Family Educational Rights and Privacy
Act)

Cross References:  JRA — Student Education Records and Information

ADOPTED: December 12, 2006
Revised: December 11, 2012
Reviewed: January 14,2014
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ACCOMMODATION OF SINCERE BELIEFS IN REQUIRED INSTRUCTION

The curriculum of the Cape Elizabeth School Department is designed to meet statutory
requirements and includes other areas of study deemed appropriate by the professional staff and
the Board. The curriculum includes topics and materials that are age and ability appropriate to
the students.

The Board acknowledges that from time to time individual students may be exposed to some
ideas and materials with which they or their parent/legal guardian do not agree. Students and
their parents cannot be required to adopt ideas with which they disagree, but such disagreement
alone is not a sufficient basis to exempt a student from the prescribed curriculum. Exemptions
from the required curriculum should be minimized because they can detract from the overall
instruction provided to the class as a whole and the educational objectives sought to be achieved
by the curriculum.

The Board recognizes, however, that there could be topics in the curriculum which may be
objectionable to individual students based on their particular, sincerely held religious, moral or
philosophical beliefs. Alteration of individual participation in this instruction which infringes on
such beliefs may be requested by the parent(s)/legal guardian.

Requests for accommodation of beliefs in instruction must be made in writing to the building
Principal and are subject to the approval of the Principal. The Principal shall notify the
Superintendent as soon as practicable of any request for accommodation from instruction and of
his/her decision. If the Principal denies an accommodation request, the parent/legal guardian
may appeal to the Superintendent, whose decision shall be final.

In considering requests for accommodation, factors that the Principal should consider may
include the following:

A. Whether the course of instruction is required by state law or regulations, or Board policy.

B. Whether an accommodation will adversely affect the instruction provided to other
students.

C. The educational importance of the material or instruction from which exemption is
requested.

D. Evidence regarding the sincerity of the belief on which the accommodation request is
based.

E. Whether the school has a legal obligation to accommodate the request. In the case of
curriculum aligned with the system of learning results, if there is a conflict with the
sincerely held religious beliefs of a student or his/her parent/legal guardian,
accommodation in the curriculum shall be made for the student. If the accommodation is
so great that the validity of the local assessment system is compromised, the
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Superintendent will determine how to address this, subject to approval of the
Commissioner of Education.,

F. Other factors that bear upon the particular request.

When a student is exempted from a portion of the regular curriculum, the staff will make
reasonable efforts, within the scope of existing resources, to accommodate alternative instruction
for the student. Alternative instruction may be provided by the school or thorough approved
independent study. Any alternative instruction shall be approved in advance by the Principal in
consultation with the classroom teacher, and shall meet the standards and objectives of the part
of the curriculum that is being replaced.

Legal Reference: 20-A MRSA § 6209
LD 1536, Chap. 51 Resolves
Chapters 127 and 131 (Maine Department of Education Rules)

Cross Reference: ILA — Tests/Assessment
1JJ — Instructional and Library Materials Selection
1JJ-E Citizens Challenge of Educational Media Form

ADOPTED: November 14, 2006
Reviewed: December 11, 2012
January 14, 2014
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Compulsory education is essential to the preservation of the rights and liberties of the people and
the continued prosperity of our nation. Maintaining regular student attendance is necessary to

achieve the goal of an educated citizenry.

Compulsory Attendance Ages

Under state law, full-time attendance at school is required of every child between the ages of 6
and under 18, unless he/she has received a high school diploma or its equivalent. .

Excusable Absences from School

A person’s absence from school is excused when the absence is for one of the following reasons:

A. Personal illness;

B. An appointment with a health professional that must be made during the regular
school day;

C. Observance of a recognized religious holiday when the observance is required during

the regular school day;

D. A family emergency;
E. A planned absence for a personal or educational purpose which has been approved; or
F. Education disruption resulting from homelessness, unplanned psychiatric

hospitalization, unplanned hospitalization for a medical emergency, foster care
placement, youth development center placement or some other out-of-district
placement that is not otherwise authorized by an IEP or other education plan or
Superintendents’ agreement.

Adult Responsibility for School Attendance

Parents or other adults having control of a person of compulsory attendance age are responsible
for ensuring that a student attends school as required by law. The Board expects school
administrators and staff to work with families in an effort to ensure compliance.

Exceptions to the Compulsory Attendance Requirement

A child may be excused from compulsory attendance at school if he/she meets the requirements
in one of the following sections.:

A. He/she has:

1. Reached the age of 16 years of age;

CAPE ELIZABETH SCHOOL DEPARTMENT
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2. Obtained permission to leave school from his/her parent;

3. Been approved by the principal for a suitable program of work and study or
training;

4. Has met with the Superintendent/designee to discuss the decision to withdraw from
school;

5. Obtained permission to leave school from the Board or its designee; and

6. Agreed in writing with that person’s parent and the Board or its designee to meet
annually until that person’s 18™ birthday to review that person’s educational
needs.

If a request to be excused from school is denied pursuant to this section, the student’s
parent may appeal to the Commisstoner of Education.

B. He/she has matriculated and is attending an accredited, post-secondary, degree-
granting institution as a full-time student. An exception to the compulsory attendance
law under this paragraph must be approved by the Commissioner of Education.

C. He/she is enrolled in an online learning program or course of study.
D. A student who is 18 years of age or older who has not graduated from high school or
obtained an equivalency diploma, and who wishes to withdraw from school shall

meet with the Superintendent/designee to discuss the decision to withdraw from
school.

Alternatives to Attendance in Public School

A person shall be excused from attending a public day school if he/she obtains equivalent
instruction as allowed by law.

Equivalent instruction alternatives are as follows:

A. A private school approved for attendance purposes pursuant to state law and
regulations;

B. A private school recognized by the Department of Education as providing equivalent
instruction;

C. A home instruction program that complies with state law and regulations;
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D. Any other manner arranged by the Board and approved by the Commissioner of
Education; or

E. Pursuant to 20-A MRS Sections 5104-A or 8605 (approved alternative education
program or adult education program).

A student shall be credited with attendance at a private school under Paragraphs A or B only if
the legally required certificate from the private school is filed with the student’s school unit.

Legal Reference: 20-A MRS §§ 5001-A et seq.; 5051 et seq.; 2901; 5104-A; 8605
Chapters 125 and 127 (Maine Department of Education Rules)

Cross Reference: JFC —Dropout Prevention Committee
JHB — Truancy
THBG — Home Schooling

Replaces original JEA/JHB Student Attendance and Truancy
ADOPTED: December 7, 2007

Revised: December 11, 2012
Reviewed: January 14,2014
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The Superintendent shall establish a Dropout Prevention Committee to study the problem of
dropouts, truancy, and the need for alternative programs from kindergarten to grade 12, in
accordance with the requirements of state law. The Committee shall submit a plan of action to
the Board. The Committee will meet at least annually thereafter to review the plan and make
recommendations to the Board as appropriate.

Committee Membership

The Dropout Prevention Committee shall be composed of the following members, appointed on
an annual basis:

A. A member of the Board selected by the Board
B. A school administrator selected by the Superintendent;
C. A teacher and a school counselor selected by the teachers’ organization;

D. A parent selected by the local parent group or by the Board if no such group exists;

E. A school attendance coordinator selected by the Superintendent;

F. A high school student selected by the Dropout Prevention Committee members;

G. A dropout selected by the Dropout Prevention Committee members; and

H. A community resident of the district selected by the Dropout Prevention Committee
members.

The Committee shall select a chair from among its members.

Legal Reference: 20-A MRS §§ 5001-A; 5102-5104-A
Chapter 125 (Maine Department of Education Rules)

Cross Reference: JEA — Compulsory Student Attendance
JHB - Truancy

ADOPTED: April 8, 2008

Revised: December 11, 2012
Reviewed:  January 14,2014
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SUPPORT STAFF EVALUATION
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EXTENDED SCHOOL YEAR SERVICES

CAPE ELIZABETH SCHOOL DEPARTMENT



2"! Reading: 1/14/14 — rec for deletion

File:ID-R

SCHEDULING FOR INSTRUCTION -~ TIME ON TASK
GUIDELINES
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REFERRAL TO PUPIL EVALUATION TEAM
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REFERRAI/PRE-REFERRAL PROCEEDURES

l fie difficulti PreReferral Cheeklist.
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PROGRAMMING IN THE LEAST RESTRICTIVE ENVIRONMENT
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PROCEDURES ON PROGRAMMING IN THE LEAST RESTRICTIVE
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INDEPENDENT EDUCATIONAL EVALUATIONS
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Cross Reference: IIND — Cape Elizabeth School District Web Site

APPROVED: January 10, 2006
Revised: December 14, 2010
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