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File: KA
SCHOOL-COMMUNITY RELATIONS GOALS
The School Committee believes that the public schools belong to the people who created them by
consent and support them by taxation, and the support of the people must be based on their
understanding of and their participation in the aims and efforts of the schools. Therefore, the
Committee declares its intent:
1.

To keep local citizens regularly and thoroughly informed through all available
channels of communication on the policies, programs, problems, and planning of
the school system, and to carry out this policy through its own efforts, those of the
Superintendent, and such information officers as may be appointed.

2.

To solicit the studied counsel of the people through advisory committees selected
from the community and appointed to consider problems that vitally affect the
future of our children.

A School Committee member in his/her relations with community should:
•
•
•
•
•
•

Realize that his/her primary responsibility is to the children.
Realize that his/her basic function is policy-making and not administrative.
Remember that he/she is one of a team and must abide by, and carry out all Committee
decisions once they are made.
Be well-informed concerning the duties of a Committee member on both a state and local
level.
Remember that he/she represents the entire community at all times.
Accept the office of a Committee member as a means of unselfish service with no intent to
"play politics," in any sense of the word, or to benefit personally from his/her Committee
activities.
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File: KA-1
SCHOOL/COMMUNITY RELATIONS GOALS
The School Committee believes that the District is an integral part of the community and that
community support is necessary for the District's operation and achievement of excellence. The
School Committee and District staff members recognize that community support is based on a
mutual exchange, a dynamic process in which the District contributes to the community's success
and, in turn, benefits from the community's resources.
In order to maintain productive relationships with the community, the District is committed to
sustaining:
•

Effective, accurate, and meaningful communications that facilitate dialogue,
encourage involvement in District programs, and create community advocacy for
its public schools.

•

Volunteer programs that provide mutually enriching experiences for out students,
staff, and community volunteers.

•

Recognition programs that publicly honor the contributions of our students,
employees, and community partners and express pride in our individual and
collective accomplishments.

•

Community service efforts which enable the District's staff and students to express
their commitment to the community.
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File: KBA
SCHOOL/PARENT RELATIONS GOALS
It is the general goal of the District to foster relationships with parents which encourage
cooperation between the home and school in establishing and achieving common educational goals
for students.
While parents are individually responsible for their children, the District provides direct services
of education and indirect services of child care for students during the time when they are within
the supervision of school personnel. Consistent with these shared responsibilities and as
appropriate to the maturity of the student, members of the school staff will consult with parents
regarding student progress and achievement, methods to enhance student development, and
matters of correction.
Additionally, parental involvement in the schools is encouraged through regular communication
with the school Principal and staff, the parent/teacher organizations, the school volunteer program,
and other opportunities for participation in school activities and District programs.
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File: KBBA
NON-CUSTODIAL PARENTS’ RIGHTS
(General Laws Chapter 71, Section 34H)

As required by G.L. Ch. 71, Sec. 34H, a non-custodial parent may have access to the student record
in accordance with law and Department of Education Regulations. The School District will follow
the law and the attachments recommended by the Massachusetts Department of Education to
standardize the process by which public schools provide student records to parents who do not
have physical custody of their children ("non-custodial parents"). The implementation of this
policy will hopefully encourage parents to be involved in and informed about the education of their
children, while protecting the rights and safety of all parties.
As required by M.G.L. c. 71, § 34H, a non-custodial parent may have access to the student record
in accordance with the following provisions.
(a) A non-custodial parent is eligible to obtain access to the student record unless:
1. The parent has been denied legal custody based on a threat to the safety of the student or
to the custodial parent, or
2. The parent has been denied visitation or has been ordered to supervised visitation, or
3. The parent's access to the student or to the custodial parent has been restricted by a
temporary or permanent protective order, unless the protective order (or any subsequent
order modifying the protective order) specifically allows access to the information
contained in the student record.
(b) The school shall place in the student's record documents indicating that a non-custodial
parent's access to the student's record is limited or restricted pursuant to 603 CMR
23.07(5)(a).
(c) In order to obtain access, the non-custodial parent must submit a written request for the
student record to the school principal
(d) Upon receipt of the request the school must immediately notify the custodial parent by
certified and first class mail, in English and the primary language of the custodial parent, that
it will provide the non-custodial parent with access after 21 days, unless the custodial parent
provides the principal with documentation that the non-custodial parent is not eligible to
obtain access as set forth in 603 CMR 23.07 (5)(a).
(e) The school must delete the electronic and postal address and telephone number of the student
and custodial parent from student records provided to non-custodial parents. In addition, such
records must be marked to indicate that they shall not be used to enroll the student in another
school. (f) Upon receipt of a court order which prohibits the distribution of information
pursuant to G.L. c. 71, §34H, the school shall notify the non-custodial parent that it shall
cease to provide access to the student record to the non-custodial parent.
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LEGAL REF.: M.G.L. 71:34D; 71:34F; 71:34H
603 CMR 23.07 (5) Access Procedures for Non-Custodial Parents
SOURCE: MASC Policy Revised by the Somerset School Committee 09/07/2006
File:
E

KBBA-

Suggested Checklist for Schools Implementing General Laws Chapter 71, Section 34H
(Distribution of Student Records to Eligible Non-Custodial Parents)
Name of Student:
Name of Custodial Parent:
Name of Requesting Parent:
Name of School Staff Member Verifying Information:
The requesting parent submitted a written request for the records to the school Principal
within the past twelve months. Date of request:
The initial request included a certified copy of a court order, which met the requirements
of Section 34H (b).
The initial request included an affidavit from the requesting parent, which met the
requirements of Section 34H(b).
Each school year since the initial request the requesting parent has submitted a request
indicating that the parent continues to be:
a)

Entitled to unsupervised visitation with the child; and

b)

Eligible to receive student record information pursuant to Section 34H. Date(s) of
annual request(s):
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File: KBBA-E
When the school received the records request from the non-custodial parent:
•

The school immediately notified the custodial parent of the request by certified mail and
by first class mail, in both the primary language of the custodial parent and in English. The
notice informed the custodial parent that information requested pursuant to Section 34H is
to be provided to the requesting parent after 21 days, unless the custodial parent provides
the Principal with documentation of an applicable court order. Date of notice:

•

The school is aware that it may seek reimbursement for the cost of postage from the
requesting parent.

•

The eligible parent has the right of access to the entire student record.

•

The otherwise eligible parent’s right of access to the entire student record has been
specifically limited by court order.

Or

Note limitations, if any:

LEGAL REF.:

M.G.L. 71:34H
603 CMR 23.07 (5) Access Procedures for Non-Custodial Parents

2 of 3

10 | P a g e

File: KBBA-E
SAMPLE NOTICE TO THE CUSTODIAL PARENT
WHEN NON-CUSTODIAL PARENT HAS REQUESTED STUDENT RECORDS
PER GENERAL LAWS CHAPTER 71, SECTION 34H

NOTE: The statute requires schools to send notice to the custodial parent by certified mail and by
first class mail, in both the primary language of the custodial parent and in English.
(Date)
(Name and address of custodial parent)

By certified and first class mail

Dear (Name of custodial parent):
Pursuant to Massachusetts General Laws Chapter 71, Section 34H, a law regarding student records
access for non-custodial parents, (insert name of non-custodial parent) has requested the student
records of (insert name of child). This request was made on (insert date of non-custodial parent’s
request).
In compliance with Section 34H (c) and (d), I am providing you with written notice of this request.
The law requires the school to provide the non-custodial parent with the student record information
after 21 days, unless before that date you provide me with a copy of either of the following
documents.
1)

A court order that prohibits the non-custodial parent from having contact with your child;
or

2)

A court order that prohibits the non-custodial parent from getting access to the student
records; or

3)

A temporary or permanent order issued to provide protection to you or to any child in your
custody from abuse by the requesting parent, unless the protective order (or any subsequent
order modifying the protective order) specifically allows access to your child's student
records.

Please contact my office if you have any questions. Thank you very much.
Sincerely,

(School Principal or Designee)
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File: KBBA-R
SAMPLE AFFIDAVIT FOR NON-CUSTODIAL PARENT
REQUESTING STUDENT RECORDS
PER GENERAL LAWS CHAPTER 71, SECTION 34H

I, (Name of non-custodial parent), on oath depose and state as follows:
1.

I am the parent of

(Name of student).

2.

Attached is a certified copy of the court judgment or order relative to the custody of my
child, which meets the standards of General Laws Chapter 71; Section 34H.

OR
3.

Attached is a certified copy of an order by a probate and family court judge specifically
ordering that my child’s student records be made available to me, according to the
standards of General Laws Chapter 71; Section 34H.

4.

I certify that the judgment or order remains in effect and that there is currently no temporary
or permanent protective order restricting my access to (Name of student), the custodial
parent or to any child in the custodial parent’s custody.

Signed under the pains and penalties of perjury this

day of

.
(Month, Year)

Parent’s signature
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File: KBE
RELATIONS WITH PARENT ORGANIZATIONS
To foster relationships with parents that encourage the home and school to work together to
establish and achieve common educational goals for students, the Superintendent and the
professional staff will:
1.

Consult with and encourage parents to share in school planning and in setting
objectives and evaluating programs.

2.

Help parents understand the educational process and their role in promoting it.

3.

Provide for parent understanding of school operations.

4.

Provide opportunities for parents to be informed of their child's development and
the criteria for its measurement.

To accomplish the above and to enhance communications between parents and school officials,
the Committee encourages the maintenance of formal parent organizations at each school building.
For this purpose the Committee will officially recognize a parent organization at each building.
These procedures will be observed:
1.

Organizations will be officially recognized upon request by the building Principal
who will file a copy of the organizational papers with the Superintendent.

2.

A vote, open to all parents of children enrolled, will designate the organization to
be recognized if more than one organization makes the request.

3.

Parent organizations will forward to the School Committee an annual report of
fundraising activities.

Approved by the Somerset School Committee April 30, 2009
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File: KCB
COMMUNITY INVOLVEMENT IN DECISION-MAKING
The School Committee endorses the concept that community participation in the affairs of the
schools is essential if the school system and the community are to maintain mutual confidence and
respect and work together to improve the quality of education for students. It therefore intends to
exert every effort to identify the desires of the community and to be responsive, through its actions,
to those desires.
All citizens will be encouraged to express ideas, concerns, and/or about the schools to the school
administration, to any appointed advisory bodies, and to the Committee.
Residents who are specially qualified because of interest, training, experience, or personal
characteristics will be encouraged to assume an active role in school affairs. From time to time,
these people may be invited by the Committee to act as advisors, either individually or in groups.
The Committee and the staff will give substantial weight to the advice they receive from
individuals and community groups interested in the schools, particularly from those individuals
and groups they have invited to advise them regarding specific problems, but will use their best
judgment in arriving at decisions.
CROSS REF.:

BDF, Advisory Committees to the School Committee
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File: KCD
PUBLIC GIFTS TO THE SCHOOLS
The Superintendent will have authority to accept gifts and offers of equipment for the schools in
the name of the Committee when the gift is of educational value. In the case of gifts from industry,
business, or special interest groups, no extensive advertising or promotion may be involved in any
donation to the schools.
Gifts that would involve changes in school plants or sites will be subject to School Committee
approval.
Gifts will automatically become the property of the school system. Any gift of cash, whether or
not intended by the donor for a specific purpose, will be handled as a separate account and
expended at the discretion of the Committee, as provided by law.
The Committee directs the Superintendent to assure that an appropriate expression of thanks is
given all donors.
LEGAL REF.:

M.G.L. 71:37A
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File: KDB
PUBLIC’S RIGHT TO KNOW

Pupils, parents and the general public shall be dealt with in full conformity with the state and
federal laws defining the rights and privileges of the individual.
The School Committee is a public servant, and its meetings and records will be a matter of public
information except as such meetings and records pertain to individual personnel and other
classified matter.
The School Committee supports the right of the people to know about the programs and services
of their schools and will make every effort to disseminate information. All requests for information
will be acted an fairly, completely and as expeditiously as possible. Reports from studies
commissioned by the School Committee shall be released to the public after they have been
delivered to the Committee for its review. Within a reasonable time after receiving reports from
such outside agents as auditor, fire Department, and health department, the Superintendent shall
inform the Committee of action he/she has taken pursuant to recommendations made in such
reports.
The official minutes of the Committee, its written policies and regulations, and its financial records
will be open for inspection at the office of the Superintendent by any citizens desiring to, examine
them during hours when the office is open. No records pertaining to individual students or staff
members will be released for inspection by the public or any unauthorized persons by the
Superintendent or other person's responsible for the custody of confidential files. The exception to
this will be information about an individual employee (or student) that has been authorized in
writing for release by the employee (or student, or student's parent).
The Somerset School Department is authorized to use all means available to keep parents and
others in the particular school's community informed about the educational programs and activities
of the district.

LEGAL REFS:

M.G.L. Ch.4:7, 66:10; 39:233

CROSS REFS.:

BEDG, Minutes
GBJ, Personnel Records
JRA, Student Records

16 | P a g e

File: KDD
NEWS MEDIA RELATIONS/NEWS RELEASES
Every effort will be made to assist the press and other communications media to obtain complete
and adequate coverage of the programs, problems, planning, and activities of the school system.
All representatives of the media will be given equal access to information about the schools.
General releases of interest to the entire community will be made available to all the media
simultaneously. There will be no exclusive releases except as media representatives request
information on particular programs, plans or problems.
In order that school system publicity is given wide coverage and is coordinated into a common
effort and purpose, the following procedures will be followed in giving official information to the
news media:
1.

The School Committee chairman will be the official spokesman for the
Committee, except as this duty is delegated to the Superintendent.

2.

News releases that are of a system-wide or a sensitive nature or pertain to
established Committee policy are the responsibility of the Superintendent.

3.

News releases that are of concern to only one school, or to an organization of one
school, are the responsibility of the Principal of that particular school. All
statements made to the press by other staff members of the particular school must
be cleared with the Principal.

While it is impossible to know how news releases will be treated by the press, every possible effort
should be made to obtain coverage of school activities that will create and maintain a dignified and
professionally responsible image for the school system.
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File: KE
PUBLIC COMPLAINTS
Although no member of the community will be denied the right to bring their complaints to the
Committee, they will be referred through the proper administrative channels for solution before
investigation or action by the Committee. Exceptions will be made when the complaints concern
Committee actions or Committee operations only.
The Committee believes that complaints are best handled and resolved as close to their origin as
possible, and that the professional staff should be given every opportunity to consider the issues
and attempt to resolve the problem prior to involvement by the Committee. Therefore, the proper
channeling of complaints involving instruction, discipline or learning materials will be as follows:
1.

Teacher

2.

School building administrator

3.

Superintendent

4.

School Committee

If a complaint, which was presented to the Committee and referred back through the proper
channels, is adjusted before it comes back to the School Committee, a report of the disposition of
the matter will be made to the Committee and then placed in the official files.
Matters referred to the Superintendent and/or School Committee must be in writing and should be
specific in terms of the action desired.
The Committee expects the professional staff to receive complaints courteously and to make a
proper reply to the complainant.
LEGAL REFS.:

603 CMR 26:09 and 26.10
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File: KE-E
PUBLIC COMPLAINTS
Complaint Procedure
(1)

A parent, guardian, or other person or group who believes that M.G.L. c. 76, &5 or 603
CMR 26.00 has been or is being violated, may request a written statement of the reasons
therefor from the responsible School Committee through the Superintendent and may
submit a copy of such request to the Bureau of Equal Educational Opportunity of the
Department of Education. If such request is made, a copy of such request shall be sent by
the School Committee to the Bureau of Equal Educational Opportunity.

(2)

The School Committee shall respond promptly, but no later than 30 days, in writing to the
complaining party. The School Committee shall also send a copy of its response to the
Bureau of Equal Educational Opportunity.

(3)

The Bureau of Equal Educational Opportunity shall act as the representative of the Board
of Education for the purpose of receiving complaints to pursuant to 603 CMR 26.00.

(4)

The Bureau of Equal Educational Opportunity shall, pursuant to a complaint received under
603 CMR 26.09 (1) or on its won initiative, conduct reviews to insure compliance with
M.G.L. c. 76 &5 and 603 CMR 26.00 The School Committee and the specific school(s)
involved shall cooperate to the fullest extent with such review.

(5)

In the event of non-compliance with M.G.L. c. 76 &5 or 603 CMR 26.00 the Board of
Education may take such action as it sees fit, including, but not limited to, withholding of
funds or referral of the matter to the Office of the Attorney General for appropriate legal
action.

Private Right of Enforcement
Nothing in 603 CMR 26.00 shall abridge or in any way limit the right of a parent, guardian, or
person affected to seek enforcement of St. 1971, c.622 in any court or administrative agency of
competent jurisdiction.
LEGAL REFS.:

603 CMR 26:09 and 26:10
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File: KEB
PUBLIC COMPLAINTS ABOUT SCHOOL PERSONNEL
Complaints about school personnel will be investigated fully and fairly. However, before any such
complaint is investigated, the complainant must submit his/her complaint in writing. Anonymous
complaints will be disregarded.
Whenever a complaint is made directly to the School Committee as a whole or to a Committee
member as an individual, it will be referred to the school administration for study and possible
solution.
The Superintendent will develop, for approval by the Committee, procedures that assure prompt
and fair attention to complaints against school personnel. The procedures will require that an
employee who is the object of a complaint be informed promptly and be afforded the opportunity
to present the facts as he/she sees them.
If it appears necessary, the administration, the person who made the complaint, or the employee
involved may request an executive session of the Committee for a formal hearing and decision.
Statutory restrictions on executive sessions will be observed.
LEGAL REF.:

603 CMR 26.09 and 26.10

CROSS REF.:

BEC, Executive Sessions
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File: KEB-R
PUBLIC COMPLAINTS ABOUT SCHOOL PERSONNEL
The following procedures are established to ensure that a citizen's complaint is given respectful
attention and that the integrity of the educational program is upheld. "Complaint" in this regulation
will be restricted in meaning to that criticism of particular school employees by a citizen of the
school district which includes or implies a demand for action by school authorities. Other
comments and suggestions will be referred informally to affected personnel.
1.

If a complaint comes first to the person against whom it is directed, he/she will
listen courteously and may try to resolve the difficulty by explaining the
background and educational purpose involved. If the complaint remains unsatisfied,
the employee will refer him/her to the building Principal or other immediate
supervisor to have his/her views considered further. Whether the complaint
terminates with the individual staff member involved or seems likely to go further,
the staff member will immediately inform his/her supervisor of the complaint.

2.

If a complaint comes first to the Principal or other supervisor of the person
criticized, he/she should listen courteously or acknowledge a letter promptly and
politely, but should make no commitments, admissions of guilt, or threats. If the
complaint involves a particular employee, the supervisor should suggest a
conference between the complainant and the person criticized and should inform
that person immediately of the complaint.
If the complainant has already met with the person criticized and remains
unsatisfied, the supervisor should invite the complainant to file his/her complaint
in writing and offer to send him/her the appropriate form regarding a school
employee's behavior, character or qualifications.

3.

If a complaint comes first to any other school employee, that employee will refer
the complainant to the person criticized or his/her immediate supervisor and
immediately inform both.

4.

No further action on the complaint should be taken unless the complainant submits
the complaint in writing.

5.

When a written complaint form is received, the Principal or other supervisor will
schedule a conference with himself, the complainant, the person criticized, and if
advisable, the department chairman or other personnel that either the supervision
or the person criticized feels could contribute resolution of the problem.

6.

If the complainant is not satisfied with the results of the conference above, he/she
should then be referred to the Superintendent, who may handle the complaint
personally or refer it to other personnel, as he/she may see fit.
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File: KEB-R
7.

LEGAL REF.:

Should dissatisfaction remain after the above steps have been taken, the matter will
be placed on the agenda for the next regularly scheduled Committee meeting. The
decision of the Committee will be communicated in writing to all interested
persons.
603 CMR 26.09 and 26.10
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File: KEC
PUBLIC COMPLAINTS ABOUT THE CURRICULUM OR
INSTRUCTIONAL MATERIALS
The School Committee, though it is ultimately responsible for all curriculum and instructional
materials (including library books), recognizes the need and right of students to free access to
many different types of books and materials. It also recognizes the right of the professional staff
to select books and other materials supportive of the school system's educational philosophy and
goals.
Criticism of a book or other materials used in the schools may be expected from time to time. In
such instances:
1.

If a parent requests that his/her own child not read a given book, the teacher and/or
school administrator should resolve the situation, perhaps by arranging for use of
alternative material meeting essentially the same instructional purpose. This does
not apply however, to basic program texts and materials that the Committee has
adopted.

2.

The Committee will not permit any individual or group to exercise censorship over
instructional materials and library collections, but recognizes that at times a
reevaluation of certain material may be desirable. Should an individual or group
ask to have any book or other material withdrawn from school use:
a.

The person who objects to the book or other material will be asked to sign
a complaint on a standard form on which he/she will document his/her
criticism.

b.

Following receipt of the formal complaint, the Superintendent will provide
for a reevaluation of the material in question. He/she will arrange for the
appointment of a review committee from among the faculty to consider the
complaint.

c.

The Superintendent will review the complaint and the Committee's
reevaluation and will render a decision in the matter. Should the decision be
unsatisfactory to the complainant, he/she may appeal it to the Committee.

In summary, the Committee assumes final responsibility for all books and instructional materials
it makes available to students; it holds its professional staff accountable for their proper selec- tion.
It recognizes rights of individual parents with respect to controversial materials used by their own
children; it will provide for the reevaluation of materials in library collections upon formal request.
On the other hand, students' right to learn and the freedom of teachers to teach will be respected.
LEGAL REF.:

603 CMR 26.09 and 26.10

CROSS REFS.:

IJ, Instructional Materials
IJJ, Selection and Adoption of Textbooks
IJL, Selection and Adoption of Library Materials
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File: KF
COMMUNITY USE OF SCHOOL FACILITIES
It is the School Committee's desire that maximum use of school property be enjoyed by the
townspeople. It is the Committee's intent that such use will maintain safe conditions and preserve
the property for school program use.
Use of school buildings and other facilities by organizations will be permitted only when a worthy
educational, civic, or charitable purpose will be served; or a substantial group of citizens from the
community will be benefited.
School facilities will be used according to the regulations and rental fee schedules recommended
by the Superintendent and approved by the School Committee.
Permission for the use of facilities must be obtained through the office of the Superintendent of
Schools, where applications are available for this purpose.
Eligibility
School facilities will be available for the following:
1.
2.
3.
4.
5.
6.
7.
8.

Public school activities
Parent-teacher activities
Official town public hearings and political activities
Meetings and activities sponsored by the School Committee and school personnel
Parks and playgrounds activities
Local nonprofit and noncommercial organization activities
Metropolitan civic, educational, social, and religious organization activities if a
substantial portion of the members are residents of the town
The activities of other organizations when approved by the School Committee

School and Town Preference
The priority given requests for use of school facilities will be as follows:
1.
2.
3.

School activities
Town meetings and elections over other community activities
Parks and playgrounds

LEGAL REFS.:

M.G.L. 71:71; 71:71B; 272:40A
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File: KF-R
COMMUNITY USE OF SCHOOL FACILITIES
The use of school buildings, grounds, equipment, and facilities will be authorized by the
Superintendent in conformity with the following regulations, which have been approved by the
School Committee.
1.

Requests for the use of school facilities will be made at the office of the
Superintendent at least 14 days prior to the date of use.

2.

School facilities may not be used for individual, private, or commercial purposes.

3.

Requests for school facilities must be cleared with the building Principal or the
Superintendent or both, should the nature of the request so justify.

4.

School-related groups will be permitted reasonable use of school facilities without
charge.

5.

All activities must be under competent adult supervision approved by the
Superintendent and the Principal of the building involved. In all cases, an assigned
school employee will be present. The group using the facilities will be responsible
for any damage to the building or equipment.

6.

Groups receiving permission are restricted to the dates and hours approved and to
the building area and facilities specified, unless requested changes are approved by
the Superintendent.

7.

Groups receiving permission are responsible at all times for the observance of fire
and safety requirements.

8.

Smoking within the building or on school grounds is prohibited.

9.

Proper liability insurance will be required of all groups given permission to use
school facilities.

10.

The Committee will approve and periodically review a fee schedule for the use of
school facilities.

11.

In situations where there is no cost factor to the school system, or in situations
where a mutual exchange of facilities is possible between the school system and the
organization, rates may be modified or eliminated by the Superintendent. In
situations where extended usage for a long period of time is required, rates may be
set at a contract price.

12.

The School Committee reserves the right to cancel any permission granted.

Approved by the Somerset School Committee April 30, 2009
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File: KFA
ALCOHOLIC BEVERAGES

The use of, serving of, or consumption of any alcoholic beverage on school property or at schoolsponsored activities is prohibited. Further, any person shall be barred from any school-sponsored
activity if he/she has been drinking alcoholic beverages prior to his/her attendance at or
participation in said school-sponsored activity.

28 | P a g e

File: KFB-R
COMMUNITY USE OF SCHOOL BUILDINGS

The use of inside facilities is granted subject to the following:
1.
2.
3.
4.
5.
6.

The group is to use only the area for which the permit is granted and during the
time period granted.
The group is to park in designated parking areas. FIRE lanes must not be blocked.
Vehicles are not allowed on any grass areas or areas designated "NO PARKING."
The area should be cleaned of any litter or refuse. Refuse must be placed in
appropriate containers.
No alcoholic beverages are allowed on school grounds.
Groups are expected to conduct themselves in an orderly manner and refrain from
profanity at all times.
The group will be responsible for restitution for any damage that occurs as the
result of improper use of school facilities.

Failure to comply with the above rules may result in revocation of the permit and denial of future
requests.
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File: KFBA
USE OF PLANETARIUM AT SOMERSET HIGH SCHOOL
The schedule of charges for use of the Somerset High School Planetarium is as follows:
All payments are to be made by check only, payable to The Town of Somerset.
Non-Somerset Groups
1.

School group during school day—twenty-five dollars ($25.00) per program plus fifty
cents (.50) per student.

2.

Youth groups—evening program—twenty-five dollars ($25.00) per program plus fifty
cents (.50) per youth member—no charge for chaperones.

3.

Adult program—evening—twenty-five dollars ($25.00) per program, one dollar ($1.00)
per person. Minimum number per presentation is thirty (30).

Somerset Groups – Adult
No charge
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File: KFBB
USE OF SCHOOL AUDITORIUMS

Auditorium Usage
A.

Permission must be requested from the Office at the Superintendent of Schools.

B.
Superintendent's office shall check with the high school/junior high school Principal
regarding:
1.

Conflicts of auditorium usage by school groups

2.

Any other information pertinent to the group using the auditorium.

C.

A review shall be conducted with the music director and drama instructor for the two (2)
reasons stated above.

D.

Upon notice of approval of use by the Superintendent’s office, the Principal’s secretary
records the date in the calendar book and the head custodian is notified and custodial help
assigned.

School Equipment Usage
A.
Outside groups are responsible for any damage incurred during their use of the
auditorium.
B.

All equipment shall be returned to its proper place.

C.

Pianos are not to be used unless permission has been granted through the music
department and the Principal.

D.

The lighting panel at the junior and senior high schools shall be operated only by a
custodian or by one of the students trained in the operation of the control panel.

E.
Music rooms are not to be used without arrangements being made with the music
supervisor.
F.

Classrooms can be used for makeup, etc., providing permission has been granted. (These
rooms, however, must be kept clean.)

31 | P a g e

File: KFC/KFC-R
COMMUNITY USE OF SCHOOL FIELDS AND GROUNDS

The outside facilities at the four (4) elementary schools, the middle school, and the high school are
for use by Somerset residents and are under the direction of the Somerset School Committee.
Permits for organized activities at any school must be obtained from the Office of the
Superintendent of Schools.
It shall be noted that the South and Wilbur Schools facilities are designated as play areas and
permits for organized activities will not be issued as the facilities are not conducive to organized
sports.
The use of facilities is granted subject to the following:
1.

The group is to use only the area for which the permit is granted and during the time
period granted.

2.

The group is to park in designated parking areas. FIRE lanes must not be blocked.
Vehicles are not allowed on any grass areas or areas designated "NO PARKING."

3.

The area should be cleaned of any litter or refuse and placed in appropriate containers.

4.

No alcoholic beverages are allowed on school grounds.

5.

Groups are expected to conduct themselves in an orderly manner and refrain from
profanity at all times.

6.

The group will be responsible for restitution for any damage that occurs as the result of
improper use of school fields and/or facilities.

Failure to comply with the above rules may result in the revocation of the permit and denial of
future requests.
The following signs shall be posted at each school:
•
•
•
•
•
•

No Loitering
No Golf Allowed
No Vehicles Allowed On Play Areas
No Vehicles Or Pedestrians Allowed After Dark
No Alcoholic Beverages
Vandals Will Be Prosecuted To the Fullest Extent Of The Law

Approved by the Somerset School Committee April 30, 2009
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File: KFCA-R
CURFEW GUIDELINES

Chace Street Elementary School
1.

Playground Area – Restricted to children twelve (12) years of age and under. Curfew in
effect from 9:00 p.m. until dawn.

2.
Baseball/Softball Field – Unless sanctioned use, curfew in effect from 9:00 p.m. until
dawn.
North Elementary School
1.

Basketball Courts - Curfew in effect from 9:00 p.m. until dawn.

2.

Baseball, Softball, Football/Soccer Fields – Restricted to children fifteen (15) years of age
and under, sanctioned use for older children and adults, curfew in effect from 9:00 p.m.
until dawn.

South Elementary School
1.

Playground Area – Restricted to children twelve (12) years of age and under. Curfew in
effect from 9:00 p.m. until dawn.

Wilbur Elementary School
1.

Playground Area – Restricted to children twelve (12) years of age and under. Curfew in
effect from 9:00 p.m. until dawn.

Middle School
1.

Football/Soccer Fields Restricted to children fifteen (15) years of age and under,
sanctioned use for older children and adults, curfew in effect from 9:00 p.m. until dawn.

High School
1.
Baseball, Softball, Soccer Fields – Sanctioned use, curfew in effect from 9:00 p.m. until
dawn.
2.
Football Fields – Restricted to sanctioned use, curfew in effect from 10:00 p.m. until
dawn.
3.

Lighted Tennis Courts, Lighted Track – Curfew in effect after 10:00 p.m. until dawn.
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Approved by the Somerset School Committee April 30, 2009
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File: KHA
PUBLIC SOLICITATIONS IN THE SCHOOLS
The School Committee will place limits on commercial activities and fund-raising activities in the
schools for the following reasons:
1.

The school system should provide students, parents, and employees some measure
of protection from exploitation by commercial and charitable fund-raising
organizations.

2.

The school system should not give the public the impression of generally endorsing
or sanctioning commercial and fund-raising activities.

3.

Commercial and fund-raising activities may disrupt school routine and cause loss
of instructional time.

Following these guiding statements, the Superintendent and Principals may permit occasional
commercial or fund-raising activities related to the objectives of the schools with the following
exceptions:
1.

No direct solicitation of students or employees may take place without School
Committee permission.

2.

No general or class distribution of commercial or fund-raising literature may take
place without School Committee permission.

For the purposes of this policy, local PTA and PTO groups and groups representing school system
employees will be considered "school groups" and will be governed by the Committee's policy on
staff solicitations.
LEGAL REF.:

M.G.L. 44:53A

CROSS REFS.:

GBEBC, Staff Gifts and Solicitations
JP, Student Gifts and Solicitations
KHB, Advertising in the Schools
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File: KHB
ADVERTISING IN THE SCHOOLS
Publications of the school system will not contain any advertising unless prior approval is granted
by the Superintendent. However, this will not prevent advertising in student publications that are
published by student organizations, subject to administration controls, or the use of commerciallysponsored, free teaching aids if the content is approved by the administration.
Solicitation of sales or use of the name of the school system to promote any product will not be
permitted by the School Committee.
CROSS REF.:

JP, Student Gifts and Solicitations
KHA, Public Solicitations in the Schools
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File:
KI

CLASSROOM OBSERVATION OF EDUCATION PROGRAM
BY PARENTS/ DESIGNEES FOR EVALUATION PURPOSES

(Pursuant to section 3 of G.L. c. 71B)
Chapter 363 of the Acts of 2008 -- Approved October 10, 2008
AN ACT PROVIDING ACCESS TO INFORMATION
FOR PARENTS OF A CHILD WITH SPECIAL NEEDS.

To insure that parents can participate fully and effectively with school personnel in the
consideration and development of appropriate educational programs for their child,
Somerset Schools, in accordance with Section 3 of Chapter 71B of the General Laws, will provide
parents and/or parent-designated independent evaluators and educational consultants the
opportunity to observe a child’s current program, including both academic and non-academic
aspects of the program. Verbal and/or written requests are to be communicated to the school
principal or designee two days prior to time/date of the observation. Parents and their designees
shall be afforded access of sufficient duration and extent to enable them to evaluate a child’s
performance in a current program.
The emphasis on the safety, integrity and confidentiality of our program(s) may restrict program
observations as determined by the principals.

Conditions on Observations:
The observation law states that districts may not condition or restrict program observations
except:
1. To ensure the safety of students in the program
2. To ensure the integrity of the program while under observation
3. To protect the students in the program from disclosure of confidential and personally
identifiable information.

LEGAL REFS.:

M.G.L. Chapter 363 of the Acts of 2008
An Act Providing Access to Information For Parents of a
Child With Special Needs.
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Approved by the Somerset School Committee April 30, 2009

File:
KI

AGREEMENT TO MAINTAIN STUDENT CONFIDENTIALITY
DURING SCHOOL OBSERVATION

I

, agree that if I observe personally identifiable or confidential

information of any student (other than the student I am observing during the course of my
observation of

(student name) on

(date), I will not disclose it and will maintain the confidential nature of this information.

Date

Signature

Page 2 of 3
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Approved by the Somerset School Committee April 30, 2009

File:
KI

AGREEMENT TO MAINTAIN STUDENT CONFIDENTIALITY
DURING SCHOOL OBSERVATION

I

, agree that if I observe personally identifiable or confidential information

of any student (other than the student I am evaluating/observing for whom I have obtained
appropriate parental consent and for whom I will use the information obtained in accordance with
parental direction and authority) during the course of my evaluation and/or observation of
(student name) on

(date), I will

not disclose it and will maintain the confidential nature of this information.

Date

Signature

Page 3 of 3

40 | P a g e

Approved by the Somerset School Committee April 30, 2009
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File: KJA
RELATIONS WITH BOOSTER ORGANIZATIONS
The School Committee recognizes that the endeavors and objectives of booster organizations and
similar groups can be a valuable means of stimulating interest in and endorsement of the aims and
achievements or our public school system.
Generally, actions initiated by boosters provide the atmosphere and climate to foster and encourage
community-school relationships.
Booster-proposed plans, projects, or activities must be evaluated and promoted in light of their
stated contribution to the academic as well as the athletic and fine arts programs of the schools.
Care must be taken to avoid compromising or diluting the responsibilities and authorities of the
School Committee.
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File: KL (also LH)
RELATIONS WITH GOVERNMENTAL AUTHORITIES
AND ACCREDITED ORGANIZATIONS

It shall be the policy of the Somerset School Committee that the Committee shall maintain
harmonious relations with all appointed and elected officials of the Town of Somerset, with
officials of the Massachusetts Department of Elementary and Secondary Education, and with all
recognized and accredited organizations interested in the welfare of the children.

Approved by the Somerset School Committee June 18, 2009
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File: KLG
RELATIONS WITH POLICE AUTHORITIES
The Somerset School Committee will give full cooperation to the Somerset Office of Emergency
Management and to the Somerset Police Department and Somerset Fire Department in all
emergencies, and the Superintendent is authorized to make all school facilities available to these
agencies when required.
Relationships between the schools and officials of law enforcement agencies in investigative
matters concerning pupils will take into consideration the respective roles of the schools and law
enforcement agencies in assisting and protecting the interests of the community, and ensuring the
rights of all concerned.
The School Committee also recognizes the potential enrichment that law enforcement agencies
can make in the educational program.
Efforts should be made to develop and maintain a healthy attitude toward law enforcement
agencies and personnel to promote better understanding and communication.
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File: KLGA
COMMITTEE RELATIONS WITH POLICE AUTHORITIES

It is the intent of the Somerset Public Schools and the Somerset Police Department to engage in
cooperative efforts aimed at the elimination of drugs, controlled substances, and alcohol from the
schools. Such cooperation is designed to bring about a comprehensive community response to the
social and physical hazards of drug use, drug involvement and controlled substance abuse by the
students of Somerset.
The parties to the memorandum of understanding hereby agree to the conditions and procedures
entered below:
1.

Reporting
A.

All school staff members are under obligation to report all incidents of the use or
possession of any drugs or controlled substances by students. For the purpose of
this agreement, alcohol is recognized as a drug.

B.

School personnel are not protected under the confidentiality statutes of the
Commonwealth, and if called on to testify in court, they would be obligated to
reveal any information relating to drugs or controlled substances even if
voluntarily-confided to them by students.

C.

Every incident, suspected incident, or suspected pattern of use, possession, or
trafficking in drugs or controlled substances, is to be immediately reported to the
appropriate building Principal, other administrator or designee. Any substantiated
incident shall be reported to the Superintendent of Schools and police as soon as
possible. Suspected incidents should be reported to the police for further
investigation.

D.

Any student who is suspected of, observed as, or has admitted to being under the
influence of a drug or controlled substance must be immediately escorted to the
office of the building Principal/Vice Principal. In substantiated cases parents will
be notified as soon as possible.

E.

Incidents, as described in items 1A-D and any substantiated involvement with an
illegal substance or alcohol, are considered violations of school rules, and possibly
of the law, if they occur in the school building, on school grounds, at schoolsponsored events, at activities or events which may be conducted off school
grounds, on school buses and at or near school bus stops during loading and
unloading times.

F.

The Principal of each school building shall be the party to whom all such incidents
are reported and who will coordinate procedures in these matters. In the
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absence of the Principal or upon assignment, another administrator or designee
shall perform this function.
1 of 2
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File: KLGA
G.

2.

3.

Upon a report to the Principal or designee, an investigation will be conducted. All
suspected criminal violations or activity shall be reported to the police as soon as
possible.

Violations
A.

To be under the influence of drugs or controlled substances, but not in possession
of drugs, is a violation of school rules. Students in violation of school rules
regarding drugs or controlled substances will be appropriately disciplined. The
police may be summoned in cases of disorderly or dangerous conduct. The
Superintendent of Schools and police shall be notified of all situations of
substantiated drug involvement.

B.

Students found in possession of drugs or controlled substance will be considered in
violation of the law and the Superintendent of Schools and police shall be notified.
Contraband (illicit drugs and paraphernalia associated with drug use) will be
secured until it can be turned over to the police.

C.

Where appropriate, the police will pursue criminal action against any student found
to be in possession of drugs.

Coordination
School administrators shall meet at least annually with local law enforcement officials to
review goals and procedures contained herein, and exchange information regarding drug
use and trafficking within the schools and community.
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2 of 2
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File: KLJ
RELATIONS WITH PLANNING AUTHORITIES
The School Committee will participate in local and state planning functions that could directly
affect District schools and their immediate environment.
The Superintendent or designee will keep the School Committee informed of planning matters
bearing directly on the operation of District schools or school-sponsored programs, and will
undertake action on behalf of the School Committee to influence matters in the best interests of
the students, the schools and the District.
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File: KLK
RELATIONS WITH LOCAL GOVERNMENTAL AUTHORITIES
The School Committee and its administrative officers welcome all who seek to serve the residents
of the community and will participate with them in the planning and execution of such projects as
will be mutually beneficial for students.
It is School Committee policy that administration inform elected and appointed officials of the
local and county government of the desire to work cooperatively for improved services.

Somerset Public Schools
Somerset Berkley Regional
School
All Students Achieving Excellence

SECTION 504
ELIGIBILITY GUIDELINES AND PROCEDURES
The Somerset Public Schools and Somerset Berkley Regional School District are committed to a policy of
nondiscrimination against qualified persons with disabilities, in accordance with Section 504 of the
Rehabilitation Act of 1973, as amended, and the Americans with Disabilities Act of 1990, as amended
(ADA).
Section 504 of the Rehabilitation Act (1973) is a federal civil rights law that protects the rights of individuals
with disabilities in programs and activities that receive federal financial assistance. Specifically, Section
504 requires that “No otherwise qualified individual with disabilities in the United States…shall, solely by
reason of his or her disability, be excluded from participation in, be denied the benefits of, or be subject to
discrimination under any program or activity receiving federal financial assistance…” This includes access
for students with disabilities to district before-school, after-school or summer programs comparable to those
provided to nondisabled students. A provision for extended school day and/or school year services in an
Individualized Educational Program (IEP) is not a requirement for participation in any of these programs.
Section 504 requires school districts to provide a free, appropriate public education (FAPE) to eligible
students with disabilities. This means that the educational services provided to students with disabilities
must be equivalent to the services provided to students without disabilities. All students who have been
identified as eligible for special education services under the Individuals with Disabilities Education
Act/Chapter 766 (IDEA) are also protected by Section 504. However, the same is not always true of
students who qualify for Section 504. There are students who are not eligible for services or programs
under IDEA, but who still may be determined to have a disability within the definition of Section 504.
Section 504 accommodations are appropriate for those students who have a mental or physical impairment
that “substantially limits one or more major life activities such as walking, hearing, speaking, breathing,
learning, working, caring for oneself, and performing tasks.” (Please note the added emphasis on the words
major and substantial, which determine eligibility.)
If school staff has reason to believe that because of a disability as defined under Section 504, a student
needs either accommodations or related services in order to participate in the general school program, the
school must evaluate the student. A group of persons knowledgeable about the student must interpret the
meaning of the evaluation and other data, and must document all information considered in order to develop
an Accommodation Plan. The school must then implement that Plan (commonly referred to as a 504 Plan).

Eligibility
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A student is eligible for services under Section 504 when s/he:
1. Has a physical or mental impairment that substantially limits one or more major life activities. A
physical or mental impairment may include, but is not limited to, physical disabilities or
conditions, psychological disorders, and specific learning disabilities
2. Has a record of such an impairment
3. Is regarded as having an impairment
Major Life Activities include, but are not limited to, caring for oneself, performing manual tasks, seeing,
hearing, eating, sleeping, walking, standing, lifting, bending, speaking, breathing, learning, reading,
concentrating, thinking, communicating, and working. Although not exhaustive, examples of the range and
variety of disabilities included under Section 504 are provided below.
Non-ambulatory Disabilities

Physical impairments, regardless of cause, that require an
individual to use a wheelchair. In this category are
individuals who are paraplegic, quadriplegic, hemiplegic,
or who have had a limb or limbs amputated, etc.

Semi-ambulatory Disabilities

Physical impairments that cause a person to walk with
difficulty, perhaps with the assistance of crutches, walkers
or braces

Coordination Disabilities

Impairments of muscle control of the limbs, resulting in
faulty coordination

Sight Disabilities

Impairments affecting vision totally or partially

Hearing Disabilities

Impairments affecting hearing totally or partially

Speech Impairments

Impairments affecting totally or partially the ability to
communicate orally

Mental and Emotional Disabilities

Impairments affecting such as attention deficit disorder or
depression

Regulatory Requirements

52 | P a g e
Section 504 regulations require that all students with disabilities be provided:
-

a free and appropriate public education (FAPE), including individually-designed programs

-

equal access to programs and services, including non-academic and extra-curricular activities

-

notice to parents or guardians with respect to Section 504 procedures

-

determination of Section 504 eligibility, done by a team composed of people knowledgeable
about: the student, the meaning of the evaluation data, and the placement options.
evaluation data based on a variety of sources

-

development of a 504 Plan, if deemed appropriate

-

an annual review of the student’s 504 plan and re-evaluation every three years

-

due process/grievance procedures available to parents/guardians

Complaints
Somerset Public Schools and Somerset Berkley Regional School District does not discriminate in admission
to, access to, treatment in, or employment in its services, programs, and activities, on the basis of race,
color, or national origin, in accordance with Title VI of the Civil Rights Act of 1964 (Title VI); on the basis
of sex, in accordance with Title IX of the Education Amendments of 1972; on the basis of disability, in
accordance with Section 504 of the Rehabilitation Act of 1973 (Section 504) and Title II of the Americans
with Disabilities Act of 1990 (ADA); or on the basis of age, in accordance with the Age Discrimination Act
of 1975 (Superintendent’s Circular, Equity, No. 4).
Any student, parents, and/or guardian who believes s/he has been the victim of discrimination or harassment
based upon disability or who believes s/he has been denied a free appropriate public education to which
s/he as a student with a disability is entitled, may file a complaint to the Section 504 Compliance Officer.
The District’s Section 504 Coordinator is:
Lisa Martiesian
Section 504 Coordinator
Somerset Public Schools and Somerset Berkley Regional School District
580 Whetstone Hill Road
Somerset, Massachusetts 02726
Phone: 508.324.3100 ext. 217
E-mail: martiesianl@sbregional.org
In addition to the district’s complaint procedure, alleged violations for Section 504 may be referred to the
United States Department of Education, Office for Civil Rights. That office is responsible for investigating
complaints, monitoring compliance and conducting compliance reviews to ensure that local school systems
are following the regulations and requirements cited above. Inquiries regarding the applicability of Title
VI, Title IX, Section 504, the Americans with Disabilities Act, the Age Discrimination Act, and their
respective implementing regulations to Somerset Public Schools and Somerset Berkley Regional School
District may be directed to:
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U.S. Department of Education
Office for Civil Rights (OCR)
5 Post Office Square
8th Floor
Boston, Massachusetts, 02109
(617) 289-0111

Role of the District Section 504 Coordinator
The District Section 504 Coordinator is responsible for
overseeing allegations of discrimination or harassment based
on disability, as outlined in the Section 504 Grievance
Procedures (See Attachment).
Section 504 Referral Procedure
All Principals and other Administrative Heads are responsible for ensuring that students with disabilities
within their jurisdiction have educational opportunities and benefits equal to those provided to students
without disabilities. If a parent or school staff member believes a child may have a disability and may be
entitled to accommodations and/or services under Section 504, the following procedures shall be followed:

PROCEDURE

1.

504 REFERRALS FROM PARENTS
Parents and/or guardians may request a Section 504 evaluation
to the child’s teacher, school leader, other administrative staff,
school nurse, school psychologist, school social worker, or
guidance counselor.
-

-

If the parent/guardian requests a 504 evaluation, the
staff member shall provide a Section 504 Referral Form
(Form 1)
If the parent/guardian requires assistance in writing the
referral, the School-based 504 Coordinator shall follow
established procedures to assist the parent in filling out
the referral form

504 REFERRALS FROM STAFF AND OTHER
PROVIDERS
Other individuals, such as a child’s teacher, school leader,
administrative staff, school nurse, school psychologist, school
social worker, or guidance counselor, may refer a student for a
Section 504 evaluation. All SPS and SBRSD policies and
procedures regarding confidentiality must be followed.

PERSON(S)
RESPONSIB
LE

APPLICABLE
FORM(S)

Parent
School Staff

Section 504
Referral Form
(Form 1)

School-based
504
Coordinator

School Staff
School-based
504
Coordinator

Section 504
Referral Form
(Form 1)
Section 504 Notice
to Parents and
accompanying
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-

-

2.

3.

4.

When school staff, such as a teacher, school
psychologist, nurse, or other staff, suspects that a child
has a present disabling condition that substantially
limits a major life activity, the school may refer the
student to the Student Success Team prior to a referral
for a 504 evaluation.
Upon receiving a third party 504 referral, school staff
must immediately forward the form to the School-based
504 Coordinator for next steps.
Upon receipt of a third-party referral, parents/guardians
must be notified of the referral indicating whether or not
the school suspects the child has a present disabling
condition that substantially limits a major life activity.

POST-REFERRAL
Referrals from parents or third-parties should be sent to the
School-based 504 Coordinator. The School-based 504
Coordinator shall sign and date the referral upon receipt.

IEP Team (in
some cases)

School-based
504
Coordinator

PARENT/GUARDIAN NOTIFICATION AND CONSENT
FOR EVALUATION
Parents/guardians must be notified of any referrals for Section
504 evaluation. Appropriate school personnel shall send the
Section 504 Notice to Parents (Form 2) and copies of
information regarding Section 504 and Parent/Student rights
(Forms 3 and 4) upon receipt of the third-party 504 referral.
Prior to conducting an evaluation, the school must receive
written consent from the parent/guardian.
504 EVALUATION STUDENTS INELIGIBLE UNDER
IDEA
If the student has gone through the IDEA referral and evaluation
process and is deemed ineligible for an IEP, the student shall be
referred to the school’s Section 504 team to determine
eligibility. Current evaluation data through the IDEA process
can be used to assist in the determination of 504 eligibility. The
Section 504 team has the discretion to obtain additional
information.
*This may occur at the conclusion of the IEP process
504 EVALUATION
If the Section 504 school team suspects that the student may be
qualified under Section 504, the team must move forward with a
full Section 504 evaluation.
- The Section 504 team shall include people
knowledgeable about the student and able to understand
and interpret evaluation and assessment data.
Recommended members for the team include, but are
not limited to: the child’s general education teacher(s),
parents/guardians, nurses, guidance advisors, and other

documentation
(Form 2, 3 4, 5)

Section 504 Notice
of Referral to
Parents
(Form 2)
Information
Regarding Section
504 (Forms 3 & 4)

IEP Team

IEP Evaluation
Data

School-based
504
Coordinator
Section 504
Team

School-based
504
Coordinator
Section 504
Team

Section 504
Invitation to
Attend (Found in
Aspen)
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-

-

5.

6.

7.

appropriate staff.
The Section 504 Team will plan the evaluation process
and gather information about the student from a variety
of sources. The evaluation process includes the
gathering of information and may include assessments
conducted by designated individuals.
Assessors will be selected based on their knowledge and
expertise in the area of the referring disability, their
knowledge of the student, and other relevant factors
Parents/guardians must be sent written notice of the
meeting and an invitation to attend. The School team
will make reasonable efforts to include the parent
throughout this process.

DETERMINATION OF ELIGIBLITY
Upon completion of the evaluation process, the Section 504
team shall notify the parent/guardian in writing whether the
student is eligible under Section 504.
- If the student is found to be eligible, the school team
will determine the services and accommodations needed
by the student based on the disability and evaluation
data, if necessary. The accommodations and/or
modifications must be specific and related to an
educational need.
- If the student is found to be not eligible, the school team
should provide the parent/guardian with notice and
information regarding Section 504 eligibility and a copy
of the Section 504 Grievance Procedures

SECTION 504 PLAN
If necessary, the Section 504 team will develop a Section 504
Plan for the student. Consent of the parent/guardian must be
obtained before implementing the plan.
IMPLEMENTATION
Upon development of the Section 504 Plan, the School-based
504 Coordinator will provide copies of the Plan or notify that
the Plan can be viewed in Aspen to the following persons:
1.
2.
3.
4.
5.

The parent/guardian
The child’s general education teachers
The school nurse, when applicable
The school psychologist, when applicable
Student’s permanent file

When necessary, the appropriate school personnel will also
receive training for certain accommodations, as determined by
the Section 504 team.
8.

PERIODIC REVIEW

School-based
504
Coordinator

Determination of
Eligibility
(Form 7 or 8)

Section 504
Team

Section 504
Grievance
Procedures (Form
5)

Section 504
Team

Section 504 Plan is
found in ASPEN

School-based
504
Coordinator
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A review of the student’s Section 504 Plan will be conducted on
an annual basis, unless the parent/guardian or other school staff
determines a need to review it sooner or more frequently.

School-based
504
Coordinator

Section 504 Plan
(Found in Aspen)

Re-evaluations should be completed every three years, or when
a significant change in placement or services is being
considered.
Parents/guardians and/or teachers may request a meeting at any
time to modify or update the plan. If there are changes to the
plan, all teachers and providers responsible for implementation
must be notified of any changes to the plan.
9.

MAINTENANCE OF RECORDS
The School-based 504 Coordinator will keep a record of all
Section 504 plans in the school in a secure location.
The District’s Section 504 Coordinator will keep a log of all
Section 504 plans in the district. The School-based 504
Coordinator and/or appropriate personnel will be responsible for
providing the District Section 504 Compliance Officer with
updated records.

School-based
504
Coordinator

District
Section 504
Coordinator

Attachments:
- Form 1: Section 504 Referral Form
- Form 2: Section 504 Notice of Referral to Parents
- Form 3: Information Regarding Section 504 of the Rehabilitation Act of 1973 and The Family
Education Rights and Privacy Act
- Form 4: Parent/Student Rights
- Form 5: Section 504 Grievance Procedure for Student Complaints
- Form 6: Section 504 Grievance Form
- Form 7: Notice of Determination of Eligibility
- Form 8: Notice of no finding of eligibility for Section 504
FORM 1

Somerset Public Schools and Somerset Berkley Regional School District
SECTION 504 REFERRAL FORM
I.

Student Information
Student Name:______________________

Student ID: ______________

D.O.B.: _________

School:____________________________

Grade: __________

Home Room: _____
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Referral From:______________________

Role/Relation to Student: ______________________

Date of Referral:______________________
Parent/Guardian(s):______________________
Telephone: (h)______________________
Race/Ethnicity:______________________

II.

(c): _______________________
Gender: _______________________

Background Information

Reason for Referral (attach additional pages, if necessary):

Please indicate which major life activity(s) and/or major bodily functions appear to be limited:


Caring for self



Eating



Seeing



Hearing



Sleeping



Breathing



Standing



Speaking



Communicating



Concentrating



Perform Manual Tasks



Walking



Lifting



Bending



Learning



Reading



Immune System Function



Respiratory Function



Normal Cell Growth



Thinking



Digestive Function



Bladder Function



Neurological Function



Working



Circulatory Function



Reproductive Function



Endocrine Function



Brain Function



Other: ____________________________________________________

Indicate specifically how the major life activity and/or major bodily function is being limited:

Strategies/Interventions to Date (attach copies of documentation):
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Parent (or person making referral):_____________________________________
Date:______________________________
______________________________________________________
Signature of School-based Section 504 Coordinator
Date of Receipt: ____________________
This referral must be:
 Provided to the School-based 504 Coordinator
 Signed by the School-based 504 Coordinator
 Copied and provided to the parent
 Placed in the student’s education file
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FORM 2

Somerset Public Schools and Somerset Berkley Regional School District
NOTICE OF REFERRAL FOR SECTION 504 EVALUATION

Student Name:______________________

Student ID: ______________

Race/Ethnicity:__________________________

Gender: _______________________

School:____________________________

Grade: __________

Referral Date: ______________________

Referred by: _____________

D.O.B.: __________

Date: _____________

[PARENT/GUARDIAN]
[ADDRESS]

Dear [Parent/Guardian],

Your child may have a disability as defined by Section 504 of the Rehabilitation Act of 1973 and
has been referred for a 504 Evaluation. Please review the enclosed materials regarding Section 504
of the Rehabilitation Act of 1973.
Somerset Public Schools/Somerset Berkley Regional School District is requesting your consent to conduct the following assessments to determine
your child’s eligibility for a 504 Plan and to support your child’s educational planning.

Evaluation Procedures

Person Responsible

Your participation in this process is extremely important. Please indicate your consent for
this evaluation by checking the appropriate box below and returning this signed notice to
the school. Upon receipt of your signature, the 504 Coordinator will invite you to an eligibility
determination meeting to review all assessment results and discuss eligibility for a 504 plan.
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__________ I want the 504 Evaluation to proceed.
__________ I do not want the 504 Evaluation to proceed

Parent/Guardian Signature: ____________________________________
Print name: _________________________________________
Date: ________________________

PLEASE RETURN TO COORDINATOR WITHIN 10 DAYS

Enclosures:

Information Regarding Section 504 (Form 3)
Parent/Student Rights (Form 3)
504 Due Process/Grievance Procedures (Form 5)

FORM 3
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Somerset Public Schools and Somerset Berkley Regional School District
INFORMATION REGARDING SECTION 504 OF THE REHABILITATION ACT OF 1973
AND THE FAMILY EDUCATION RIGHTS AND PRIVACY ACT
Section 504 is an Act which prohibits discrimination against persons with a disability in any program
receiving Federal financial assistance. The Act defines a person with a disability as anyone who:
1.

has a mental or physical impairment which substantially limits one or more life activities (major
life activities include activities such as caring for one’s self, performing manual tasks, walking,
seeing, hearing, speaking, breathing, learning and working); or

2.

has a record of such an impairment; or

3.

is regarded as having such an impairment.

In order to fulfill its obligation under Section 504, Somerset Public Schools/Somerset Berkley Regional School District recognizes a responsibility
to avoid discrimination in policies and practices regarding its personnel and students. No discrimination against any person with a disability will
knowingly be permitted in any of the programs, services, activities and practices in the school system.

The school district has specific responsibilities under the Act, which include the responsibility to identify,
evaluate and if the child is determined to be eligible under Section 504, to afford access to appropriate
educational programs, services and activities.
If the parent or guardian disagrees with the determination made by the professional staff of the school
district, he/she has a right to an impartial due process hearing before the Massachusetts Department of
Elementary and Secondary Education, Bureau of Special Education Appeals.
The Family Educational Rights and Privacy Act (FERPA) also specifies rights related to educational
records. This act gives the parent or guardian the right to: 1) inspect and review his/her child’s educational
records; 2) make copies of these records; 3) receive a list of all individuals having access to those records;
4) ask for an explanation of any item in the records; 5) ask for an amendment to any report on the grounds
that it is inaccurate, misleading, or violates the child’s rights; and 6) a hearing on the issue if the school
refuses to make the amendment.
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FORM 4

Somerset Public Schools and Somerset Berkley Regional School District
PARENT/STUDENT RIGHTS
(Section 504 of the Rehabilitation Act of 1973)
The following is a description of the rights granted by federal law to students found to be eligible under
Section 504 of the Rehabilitation Act. The intent of the law is to keep you fully informed concerning
decisions about your child and to inform you of your rights if you disagree with any of these decisions.
You have the right to:

•
•
•
•

•
•
•
•
•
•
•

have your child take part in, and receive benefits from, public education programs or
activities without discrimination based on his/her disability;
be notified by the school district of your child’s rights under Federal law (this document
provides that notice);
receive notice with respect to identification, evaluation or placement of your child;
have your child receive a free appropriate public education in the least restrictive
environment. This includes, to the maximum extent possible, the right to be educated with
children who are not disabled, and the right to reasonable accommodations that allow your
child an equal opportunity to participate in school-related activities, including
nonacademic and extracurricular activities. Parents/guardians are responsible for the same
costs as the parents/guardians of children who are not disabled;
have your child educated in or have access to services, facilities and activities comparable
to those provided to nondisabled students;
have evaluation, educational, and placement decisions made based on a variety of
information sources, and by persons who know your child and who are knowledgeable
about the evaluation data and placement options;
to have your child receive special education and related services if he/she is found eligible
under the Individuals with Disabilities Education Act (IDEA) or Section 504 of the
Rehabilitation Act;
review relevant educational records related to your child that are maintained by the school.
You may also obtain a copy of educational records at a reasonable cost unless the fee would
effectively deny you access to the records;
a response from the school district to reasonable requests for explanations and
interpretations of your child’s records;
present a grievance or complaint to the school district’s Section 504 Compliance Officer.
The district’s Section 504 Compliance Officer is: Lisa Martiesian, Director of Special
Education, 580 Whetstone Hill Road, Somerset, MA 02726 (Phone: (508) 324-3100);
to contest an action taken by a Section 504 team by means of an impartial due process
hearing. A Request for Hearing must be submitted to: Bureau of Special Education Appeals
(BSEA), One Congress Street, 11th floor, Boston, MA 02114, or by fax to the BSEA at
617-626-7270 (A copy of the written request for hearing must also be provided to the
districts’ Section 504 Compliance Officer); and
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•

to file a complaint with the Office of Civil Rights of the United States Department of
Education, 5 Post Office Square, 8th floor, Boston, MA 02109-3921; Phone: (617) 2890111 or Fax: (617) 289-0150.

The school personnel who are responsible for assuring compliance with Section 504 and
coordinating the evaluation process are:
Principal: _________________________________________________
School-based 504 Coordinator:__________________________
District Section 504 Compliance Officer: Lisa J. Martiesian, Director of Special Education
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FORM 5

Somerset Public Schools and Somerset Berkley Regional School District
SECTION 504 –PROCEDURE FOR STUDENT COMPLAINTS
PURPOSE
The purpose of the Section 504 – Grievance Procedure for Student Complaints is to address complaints of
disability discrimination under Section 504 and Title II. The intent of these uniform procedures is to assure
that, to the greatest extent possible, grievances of discrimination or harassment are resolved in a positive
spirit. All complaints will be received and investigated in a fair and expeditious manner. The District will
take affirmative steps to address and correct any substantiated finding of discrimination.
This policy does not deny the right of the complaining party to file formal complaints at any time with the
U.S. Department of Education, Office for Civil Rights or to seek private counsel for complaints alleging
discrimination.

GENERAL POLICIES
a. Retaliation against any student, family member or other third party for processing a grievance or
participating in any way in the grievance procedure is strictly prohibited.
b. Whenever possible, conferences should be scheduled during a mutually convenient time that does
not conflict with regularly scheduled school programs.
c. The filing of a complaint shall not be construed as reflecting unfavorably on a student, family or
other third party’s good standing, performance, loyalty, or desirability to the Somerset Public
Schools/Somerset Berkley Regional School District.
d. Personal information regarding the complainant, the alleged harasser, and the witnesses will be
protected from disclosure to the extent permitted by the investigative process and the nature of the
complaint.
e. In determining whether alleged conduct constitutes discrimination or harassment, the
Superintendent or his or her designee will consider the surrounding circumstances, the nature of
the behavior, the relationships between the parties involved and the context in which the alleged
incidents occurred. Whether a particular action or incident constitutes a violation of this policy
requires a determination based on all of the facts and surrounding circumstances.

PROCEDURES
I.

Informal Complaints

Students, families and other third parties are encouraged, where appropriate, to attempt to resolve
complaints regarding an alleged discriminatory practice on an informal basis. A student who
chooses to seek informal resolution of his or her complaint should present the complaint to the
principal or to any school administrator with the authority to resolve the complaint. Upon
receiving an informal complaint regarding an allegedly discriminatory practice, the school official
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shall attempt, within his/her authority, to work with the individual to resolve the complaint fairly
and expeditiously.
Students, families or other third parties who do not wish to seek informal resolution of their
discrimination complaints, or who are dissatisfied with attempts at informal resolution, may also
present their complaints directly to the District Section 504 Compliance Officer.
II.

Formal Complaints

Section A. A student, family or third party who is dissatisfied with the attempts to resolve his or
her complaint informally, or who wishes to bypass the informal complaint procedures entirely,
may also seek formal resolution of his or her complaint. Nothing in this policy shall prevent a
student from reporting discrimination or harassment directly to the District Section 504
Compliance Officer.
Section B. A student, family or third party may file a formal complaint with the District Section
504 Compliance Officer by filling out a Discriminatory Practice Review/Student Grievance Form
(the last 2 pages of this document) after the alleged discriminatory practice occurred. It is advised
to file this complaint as close to the incident as possible, as complaints are more easily resolved at
the time of the incident. Complaints should be received no later than thirty (30) calendar days
after the alleged conduct occurred unless extenuating circumstances exist. The Discriminatory
Practice Review/ Grievance Form asks the complainant to state the name of the individual against
whom the complaint is being filed, the location of the school/department where the alleged
discriminatory practice occurred, the basis for the complaint, and the corrective action that the
student is seeking. In the event a student is unable to complete the form the District Section 504
Compliance Officer shall take such information in person.
Section C. After a student files a formal written complaint, the District Section 504 Compliance
Officer may, within five (5) school days, give written notification to the appropriate
school/department identified in the complaint and to the individual against whom the complaint
has been filed.
The District Section 504 Compliance Officer- shall make a thorough and expeditious investigation
of the complaint. At a minimum, the investigation shall include contacting the complainant and
the person against whom the complaint was filed and/or the principal or appropriate authority
involved. The investigation may include a private interview with the person filing the complaint.
The Investigator may also contact those individuals that have been identified as having pertinent
information related to the complaint or other individuals that he/she believes would be useful to
the investigation.
Section D. After completing the formal investigation of the complaint, the District Section 504
Compliance Officer may request a meeting with the person against whom the complaint was filed
and/or the supervisor or appropriate authority involved, to discuss the findings and recommended
resolutions from the District Section 504 Compliance Officer. The results of the District Section
504 Compliance Officer’s investigation shall be reduced to written findings of fact. Upon
completion of the investigation, to the extent appropriate, the person filing the complaint and the
person alleged to have committed the conduct will be informed of the results of that investigation
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in writing. A copy of the final determination as to whether a discriminatory act has occurred shall
be furnished to the appropriate administrator/supervisor, and the Superintendent of Schools.

Section E. Strict timelines cannot be set for conducting the investigation because each set of
circumstances is different. Most complaints are resolved within thirty (30) school days after the
formal complaint is received. If more than thirty (30) school days is required for the investigation,
the District Section 504 Compliance Officer may inform the complainant of the need for extended
time and of the reason why additional time is required to complete the investigation. If additional
extended time is needed this step may be repeated every (30) school days until the complaint is
resolved.
Section F. If the District Section 504 Compliance Officer finds that there is reasonable cause for
believing that a discriminatory practice has occurred, he/she will determine ways to resolve the
matter.
District Section 504 Compliance Officer:
1.

Take seriously all complaints of discrimination or harassment

2.

Take necessary steps to end any discrimination or harassment that is determined.

3.

Take necessary steps to prevent this discrimination or harassment from happening again in
the future.

4.

When appropriate, individuals found at fault of discrimination or harassment may be
referred for disciplinary action.
For employees such action may include written warning, suspension, termination or
another action deemed appropriate under the circumstance.
For students such action may include suspension, expulsion or another action deemed
appropriate under the circumstance.

Section G. If the District Section 504 Compliance Officer determines that there is not sufficient cause to
believe that the employee or applicant has been discriminated against, and there is no basis for corrective
action, the District Section 504 Compliance Officer will give written notification of that determination to
the employee or applicant at that point.
Section H. If satisfactory resolution is not reached through either the informal or formal resolution
procedures detailed above, the student, family or third party making the complaint may submit a written
appeal to the Superintendent of Schools within thirty (30) days of the District Section 504 Compliance
Officer’s determination. The Superintendent of Schools or designee will respond, in writing, within fifteen
(15) working days.
Section I. District Section 504 Compliance Officer will maintain records of all complaints of discrimination
and harassment made to the District Section 504 Compliance Officer, noting the school or department in
which the complaint occurred, the person accused, and the results of the investigation of any such
complaints.
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The District Section 504 Compliance Officer will annually review records to identify any patterns or issues
for future training and take appropriate action as necessary. The District’s Section 504 Compliance Officer
will report the results of its annual reviews to the Superintendent of Schools.

STATE AND FEDERAL REMEDIES
Using the Somerset Public Schools/Somerset Berkley Regional School District’s complaint process does
not prohibit you from also filing a complaint with a state or federal agency. Most of these agencies have a
short time period for filing a claim (OCR – 180 days; ESE – within same school year)
United States Department of Education Office for Civil Rights (OCR)
John W. McCormack Post Office and Courthouse
5 Post Office Square,
8th Floor, Suite 900
Boston, MA 02109
(617) 289-0111
Massachusetts Department of Elementary & Secondary Education (ESE)
350 Main Street
Malden, MA 02108
(781) 388-3300
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FORM 6

Somerset Public Schools/Somerset Berkley Regional School District
SECTION 504
DISCRIMINATORY PRACTICE REVIEW/
GRIEVANCE FORM
NAME: _______________________________________________ DATE: _______________
ADDRESS: ___________________________________________________________________
Home Phone # _______________________

Cell Phone # _________________________

Work Phone # _______________________ E-mail address ____________________________
Student DOB: _______________ Grade: ____________ School:

______________________

Basis for complaint:
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
__________________________________________________
Date Most Recent or Continuing Discrimination (month, day, year – time if applicable):
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
__________________________________________________
Person(s) the allegation is against (include position and/or title if applicable):
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
__________________________________________________
Witness(es) to the allegation (include position and/or title if applicable):
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
__________________________________________________

The Particulars are (Please attach additional sheets of paper if necessary)
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
______________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
______________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
______________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
______________________________________

Action Sought to Remedy Situation:
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
______________________________________

_________________________________
Signature of Respondent

____________
Today’s Date

PLEASE SUBMIT TO THE DISTRICT’S SECTION 504 COORDINATOR BY EITHER:
USPS: Lisa Martiesian
Section 504 Compliance Officer
Somerset Public Schools & Somerset Berkley Regional School District
580 Whetstone Hill Road
Somerset, Massachusetts 02726
EMAIL: MartiesianL@sbregional.org

FORM 7

Somerset Public Schools and Somerset Berkley Regional School District
NOTICE OF DETERMINATION OF ELIGIBLITY
Student Name:______________________

Student ID: ______________

Race/Ethnicity:______________________

Gender: _______________________

School:____________________________

Grade: __________

Referral Date: ______________________

Referred by: ______________

D.O.B.: __________

Dear Parent / Guardian,
Your child has been determined eligible for services and/or accommodations under Section 504 of the
Rehabilitation Act of 1973. A 504 Evaluation Team met on ____________ ____________ to review the
information gathered and evaluation findings. The team has determined the services and accommodations
needed by your son/daughter based on his/her disability and the evaluation data.
Please read the attached 504 Plan carefully. This Plan describes the specific services and accommodations
which have been recommended by the team. If you have any questions regarding this Plan, or need additional
information, please contact: _________________________________ at _________________________.
Before this Plan can be implemented, you must provide your written consent to implement these services for
your child. Please sign the bottom portion of this notice and return it in the enclosed envelope or return it to
your child’s school.
--------------------------------------------------------------------------------------------------------------------I __________________________________ (Parent’s Name) have received and reviewed the proposed 504
Plan for ______________________________ (Student’s Name), my son/daughter. By signing below, I hereby
provide consent for the recommended services and accommodations to be implemented as proposed.

Parent/Guardian Signature____________________________________ Date______________
Enclosure:

504 Due Process / Grievance Procedures

PROCEDURAL SAFEGUARDS
 Yes  No Parent sent “Information Regarding Section 504" and copy of Parent/Guardian/Student’s
rights before meeting.
Yes  No

Parent sent “Invitation to Attend 504 Meeting” on ________/_______/_______ .

Yes  No Student of age 17 years, parent/guardian and student notified of rights that will transfer to
student at age 18 years of age.
Yes  No

Student at age 18 years, given notice of above procedural safeguards.

Form 8

Somerset Public Schools and Somerset Berkley Regional School District
NOTICE OF NO FINDING OF ELIGIBILITY FOR SECTION 504
Student Name:______________________

Student ID: ______________

Race/Ethnicity:______________________

Gender: _______________________

School:____________________________

Grade: __________

Referral Date: ______________________

Referred by: _______________

D.O.B.: __________

Dear Parent/Guardian,
It has been determined by a 504 Evaluation Team which met on _____________, ______________, that
your son/daughter is not eligible for services and/or recommendations under Section 504 of the
Rehabilitation Act of 1973.
You have the right to request an explanation for this decision and/or to file a grievance through the 504
Grievance Procedure; file a complaint with the United States Department of Education, Office for Civil
Rights; or request assistance from the Massachusetts Department of Elementary and Secondary Education
(see attachment).
We are committed to working with you and may be able to identify other instructional strategies to meet the
educational needs of your son/daughter. If you would like to discuss these findings, please contact
__________________________ at _________________________

_____________________________________
School-based 504 Coordinator
__________________________________
School Name

Enclosure: 504 Grievance Procedures

