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If you need this booklet translated, please contact the Superintendent’s Office 
 

Portuguese/Português 
Se você necessitar este livreto traduzido, contate por favor o escritório principal da escola da sua criança. 
 
Spanish/ Español 
Si usted necesita este librete traducido, entre en contacto con por favor la oficina principal de la escuela de su 
niño. 
 
French/ Français 
Si vous avez besoin de ce livret traduit, entrez en contact avec svp le bureau principal de l'école de votre enfant. 
 
German/ Deutsch 
Wenn Sie diese übersetzte Broschüre benötigen, treten Sie bitte mit dem 
Hauptbüro der Schule Ihres Kindes in Verbindung. 
 
Russian/Русско 
Если вы этот переведенный буклет, то пожалуйста контактируйте главный офис школы вашего ребенка. 
 
Korean/한국어 

너가 번역되는 이 소책자를 필요로 하면, 너의 아이 학교의 본사를 접촉하십 시요. 
 
Chinese/汉语 
如果您需要这本小册子被翻译， 请与您的儿童的学校大会办公处联系。 
 
Japanese/日本語 

翻訳されるこの小冊子を必要とすれば あなたの子供の学校の主要なオフィ スに連絡しなさい。 
 
Hindi/ihndI 
Agar Aapkao yah puistka kI Anauvaaidt AavaSyakta hO  tba kRpyaa Apnao baccao ko ivaValaya ka mau#ya kayaa-
laya sampk- kiryao . 
 
Polish/Polski 
Jeśli potrzebujesz tej broszury przetłumaczone, skontaktuj się z głównego urzędu Twoje dziecko w szkole. 
 
Greek 
Αν χρειάζεστε το φυλλάδιο αυτό μεταφράστηκε, παρακαλούμε επικοινωνήστε με την κύρια έδρα του σχολείου 
του παιδιού σας. 
 
Italian/Italia 
Se hai bisogno di questo opuscolo tradotto, si prega di contattare l'ufficio principale del vostro bambino scuola. 
 
Arabic 
 المكتب رةّيسيئ من طفلتك مدرسة.الصّت ب إن أنت تحتاج ھذا كراس یترجم, رجاء
 
Albanian 
Ne qofte se ju do te deshironit dokumentat te perkthyer ne gjuhen shqip.  Ju mund ti kerkoni ne zyren qendrore te 
shkolles du eshte femija juaj. 
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District Vision 
 

The Cohasset Public Schools is a district committed to excellence. We hold high 
expectations for all students and staff and provide the support and resources that enable all 
to meet or exceed those expectations. We collaboratively support an academically 
challenging, safe, respectful, and student-centered learning environment in preparing them 
to be responsible citizens of a global and digital twenty-first century environment.  

 
21st Century Learning 
 
The Nine Characteristics of High Performing Schools focus on how schools should provide the 
optimum learning environment for positive student outcomes.  These learning outcomes must 
include 21st century skills.  The Commonwealth of Massachusetts has joined the Partnership for 
21st Century Skills, a national advocacy organization, which provides a framework for preparing 
students for the future. 
 
The Massachusetts Department of Elementary and Secondary Education (DESE) publication, 
School Reform in the New Millennium:  Preparing All Children for 21st Century Success, offers a 
vision for our students: 
 

21st century students will learn to think both critically and creatively, be skilled 
at working collaboratively, and understand how to take risks constructively.  
They will learn and understand their connection to the world around them, use 
technology to do research and communicate with others, be comfortable 
working in teams and develop the strength and skill to assume leadership 
responsibilities.  21st century students will receive support and encouragement 
throughout their education to think about and plan for their future. 

 
The DESE publication also provides the following from the Partnership for 21st Century Skills to 
guide us in school improvement initiatives: 
 

• Core Academic Subjects include English, reading or language arts, world languages, arts, math, 
economics, science, geography, history, government and civics. 

 
• Interdisciplinary Themes to be woven into each subject include global awareness, financial, 

economic, business and entrepreneurial literacy, civic literacy and health literacy. 
 

• Learning and innovation Skills to be woven into each subject include creativity, innovation, 
critical thinking, problem solving, communication and collaboration. 

 
• Information, Media and Technology Skills required of today’s students include information 

literacy, media literacy, communications and technology literacy. 
 

• Life and Career Skills are the so-called “soft-skills” needed to navigate in today’s fast-paced, 
high-technology world.  They include flexibility, adaptability, initiative and self-direction, social 
and cross-cultural skills, productivity, accountability, leadership and responsibility 
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. 
Strategic Plan 2016-2021      Executive Summary 
 

Vision Statement 
The Cohasset Public Schools is a district committed to excellence. We hold high expectations for all students and staff and 
provide the support and resources that enable all to meet or exceed those expectations. We collaboratively support an 
academically challenging, safe, respectful, and student-centered learning environment in preparing them to be responsible 
citizens of a global and digital twenty-first century environment.   

Theory of Action 
If we hire, train, and retain the best teachers, incorporate best practices into the classrooms, attend to the emotional well-being 
and safety of our students and create effective vehicles for members of the community to work together, we will create 
environments under which students can excel. 
 

 Human Capital Curriculum, 
Instruction, and 

Assessment 

Social and 
Emotional 
Learning 

Safety and 
Security 

Communication and 
Collaboration 

Strategic 
Goals 

Recruit, retain, and 
develop exceptional 
teachers 

Ensure that all 
students are able to 
achieve appropriate 
growth in learning 
 

Promote the social 
and emotional 
well-being of 
students 

Strengthen the 
safety and 
security of 
schools 

Create vehicles that 
strengthen 
relationships among 
critical educational 
stakeholders  

Key 
Initiatives 

Commit to hire and 
retain exceptional 
teachers 
 
Develop 
opportunities for 
professional 
collaboration and 
teacher leadership 
 
 

Encourage 21st 
century skills that 
promote creativity, 
collaboration, 
critical thinking, 
innovation and 
problem solving 
 
Expand the use of 
differentiated 
instructional 
practices and 
delivering 
coordinated and 
specific tiered 
supports, and 
 
Define assessment 
practices that 
provide meaningful 
data to guides 
instructional 
changes and 
measure student 
growth 

Identify areas of 
student need 
 
Build programs to 
provide social-
emotional support 
to all students 
 
Develop tiered 
intervention 
strategies 
 
Build student 
resiliency to 
prepare students 
for college and 
careers beyond 
Cohasset High 
School 
 

Strengthen the 
security of the 
physical plant and 
bus safety 
 
Improve school 
security 
procedures 
 
Foster an 
environment of 
social-emotional 
safety 
 
Increase 
awareness and 
readiness among 
students and staff 
 
Commit to 
ongoing 
assessment, 
funding, planning 
and training for 
school safety 
initiatives 
 

Identify critical 
stakeholders  
 
Create effective 
communication 
vehicles  
 
Collaborate where 
shared responsibilities 
overlap such as 
finance, facilities 
planning and facilities 
maintenance 

Critical 
Supporting  
Platforms 

A Digital Learning Plan that supports Understanding by Design (UbD) and provides the infrastructure, 
resources, and training for both teachers and students 

A Professional Development Plan that is focused around Understanding by Design principles and teacher-
created tools and strategies 

Clearly commit to aligning educational goals with sound financial practices and budget requests; in concert with 
the town, maintain and improve the physical plant (inside and out) for the safety and benefit of all 
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District Technology Plan       Executive Summary 
 

Technology Vision Statement 
In support of the district vision, technology will be seamlessly woven into the following four objectives to promote 
teaching and learning for: 

• Planning instruction and assessing student knowledge 
• Engaging and providing access to knowledge for students with diverse learning styles 
• Partnering with families, communities, and global network of learners 
• Collaborating with colleagues. 

The integration of technology is a critical component essential to achieving these objectives and fostering 21st 
century skills such as independent, creative thinking, problem solving, communication, collaboration, and timely 
communication with students and families. 
 
Purposefully embedding technology into the curriculum transforms the learning experience for all students by 
providing tools that help align current teaching and learning strategies with curriculum standards.  This allows us to 
meet the diverse learners in ways that were previously inconceivable. 
 
In addition, the district provides meaningful and ongoing professional development to support the use of technology 
in achieving these objectives.  The district, through a variety of policies and communications, promotes responsible 
digital citizenship in our community of educators, students, and families. 
 
 
 
 I II III IV V IV 
Benchmarks Commit to clear 

vision and 
implementation 
strategies. 
 

Technology 
Integration and 
Literacy 

Technology 
Professional 
Development 

Accessibility of 
Technology 

Virtual Learning 
and 
Communication 

Safety, Security 
and Data Retention 

Key Initiatives Align goals and 
implementation 
strategies with 
district strategic 
plan 
 
Provide input 
from all 
stakeholders. 
 
Provide needs 
assessment, 
budgetary 
considerations and 
evaluation 
process. 

Integrate 
technology K12  
 
Develop Digital 
Literacy for all 
students. 
 
Provide staffing 
to support 
technology 
integration and 
digital literacy 
in the classroom 

Assess teacher and 
administrator 
proficiencies using 
the MA 
Technology Self-
Assessment Tool 
(TSAT) 
 
Survey staff 
biannual using the 
MA Technology 
Self-Assessment 
Tool (TSAT) 
 
Utilize TSAT data 
to plan digital 
learning  
professional 
development. 
 
Provide high 
quality professional 
development for 
technology 
integration in the 
classroom. 
 
Provide a variety of 
professional 
development 
models to meet the 
individual needs of 
teachers. 

Provide 
consistent 
hardware access 
throughout the 
Cohasset Public 
Schools 
 
Provide 
consistent 
Internet access 
throughout the 
district. 
 
Provide 
consistent 
network 
functionality. 
 
Provide access to 
the Internet 
outside the 
school day to 
ensure equity for 
all students. 
 
Provide staffing 
to ensure proper 
maintenance and 
functionality of 
network 
services. 

Encourage the use 
and development 
of innovative 
strategies for 
delivering high-
quality courses 
through 
technology. 
 
Deploy IP-based 
connections for 
access to web-
based and/or 
interactive video 
learning on the 
local, state, 
regional, national, 
and international 
level 
 
Provide virtual 
learning 
opportunities 
including courses, 
collaborative 
projects, field 
trips, and 
discussions. 
 
Maintain an up-to-
date district 
website. 
 

Establish a CIPA-
compliant 
Acceptable Use 
Policy (AUP) 
regarding Internet 
and network use. 
 
Adhere to 
appropriate online 
behavior in the 
district. 
 
Ensure that district 
security and 
confidentiality of 
personal 
information is in 
accordance with 
legal and DESE 
guidelines. 
 
Maintain proper 
archiving of 
electronic 
communications. 
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School Personnel 

School Committee 2016-2017 
  
Mrs. Jeanne Astino, Chair  
17 Flintlocke Ridge Road, Cohasset, MA 02025 
781-383-2206 jastino@cohassetk12.org 
  
Mrs. Katherine Dugan, Vice Chair 
100 Black Rock Road, Cohasset, MA  02025 
781-383-1562 kdugan@cohassetk12.org  
 
Mrs. Ellen Maher, Secretary 
63 Old Pasture Road, Cohasset, MA  02025 
781-424-6089 emaher@cohassetk12.org 
 
Mrs. Barbara Stefan 
260 Jerusalem Road, Cohasset, MA 02025 
781-383-6859 bstefan@cohassetk12.org 
 
Mrs. Amanda Zani 
38 Forest Avenue, Cohasset, MA 02025 
978-852-5644 azani@cohassetk12.org 
 
 

Central Office Administration 
 
Louise Demas   Superintendent   383-6111 
Susan Skeiber   Interim Assistant Superintendent 383-6111 
John Tuffy   Interim Business Manager  383-6111 
Mary Buchanan  Director of Student Services  383-6104  
Beverly Gaughan    Secretary, Student Services  383-6104 
Jane Pescatore   Bookkeeper    383-6108 
Donna Donoghue  Assistant Bookkeeper   383-6108 
Jennifer Souretis  Administrative Assistant  383-6112 
Justin Golden, M.D.  School Physician   383-6111 
     
 
  

mailto:jastino@cohassetk12.org
mailto:kdugan@cohassetk12.org
mailto:emaher@cohassetk12.org
mailto:bstefan@cohassetk12.org
mailto:azani@cohassetk12.org
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School Calendar 
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District Organization Chart 
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Holiday Observances in Massachusetts 
(Legal Holidays are in bold) 

 
HOLIDAY DATE OBSERVED 

  
Labor Day September 5, 2016 
Rosh Hashanah* October 3-4, 2016 
Yom Kippur* October 12, 2016 
Columbus Day October 10, 2016 
Veteran’s Day November 11, 2016 
Thanksgiving November 23, 2016 
Christmas Day December 25, 2016 
New Year’s Day January 1, 2017 
Martin Luther King Day January 16, 2017 
President’s Day February 20, 2017 
Good Friday April 14, 2017 
Easter April 16, 2017 
Passover April 11-18, 2017 
Memorial Day May 29, 2017 
 

Religious Observance:  With respect to Massachusetts General Laws Chapter 151C, section 2B, 
any student who is unable, because of his/her religious beliefs, to attend classes or to participate 
in any examination, study or work requirement on a particular day shall be excused from any 
such examination or study or work requirement, and shall be provided with an opportunity to 
make up such examination, study or work requirement which he/she may have missed because of 
such absence on any particular day; provided, however, that such makeup examination or work 
shall not create an unreasonable burden upon the school. No fees of any kind shall be charged for 
making available to the student such opportunity. No adverse or prejudicial effects shall result to 
any student because of his availing himself of the provisions of this section. 
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Cancellation of School 
 
“No School and Delayed Opening” announcements are made on: 
 

• Television Stations:  CBS Boston 4, WCVB Channel 5, WHDH Channel 7, CW 56, Fox 
25 and NECN Channel 6.  Every effort will be made to call school as early as possible. 

 
• Blackboard Connect will send an Automated Telephone Notification Service (if 

operational). 
 

• A Message will be placed on the school website. 
 

• School buses will be delayed in accordance with the delayed opening ____ for a two hour 
delayed opening; the buses will pick up the students two hours later than the normal pick 
up time. 

 
• When there is a delayed opening, the morning Kindergarten sessions shall be canceled for 

that day. 
 

• Dismissals on a delayed opening day will be at the regularly scheduled times. 
 

• During the delay on the delayed opening day, the weather and other conditions will be re-
examined to determine if school would be in session on that day.  All decisions will be  
made with the safety and wellbeing of all students. 

 
Cohasset Public School is an equal opportunity employer committed to providing a 
working environment that is free from harassment or discrimination of any kind. 
 
Cohasset Public Schools does not discriminate in its educational programs or activities on 
the basis of race, color, national or ethnic origin, ancestry, age, religion or religious creed, 
disability or handicap, sex or gender, gender identity and/or expression ,sexual orientation, 
military or veteran status,  genetic information,  or any other characteristic protected 
under applicable federal, state or local law.  Retaliation is also prohibited.  Cohasset Public 
Schools will comply with state and federal laws such as M.G.L. c. 151B, Title IX, Title VI 
and Title VII of the Civil Rights Act, the Americans with Disabilities Act, Section 504 of the 
Rehabilitation Act of 1973, the Age Discrimination in Employment Act, and other similar 
laws that prohibit discrimination. 
 
Employees who believe they have been the subject of harassment or discrimination in the 
course of executing their assigned duties should contact Mary Buchanan, the Director of 
Student Services, the appointed reporting officer for the District. 
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Statement of Publication Purpose 
 
The purpose of this publication is to provide information for the guidance of all faculty members 
of the Cohasset Public Schools.  It is provided to you for immediate reference on an annual basis 
and should be read carefully and completely.  The information and items contained herein may 
be changed from time to time as new conditions arise, experience suggests, or new laws and 
regulations dictate. 
 
As such, this publication is intended to serve as a reference for your day-to-day responsibilities 
and assist you with other documentation issued to faculty and administrators of the Cohasset 
Public Schools such as the Cohasset School Committee Policy Handbook, curriculum guides, 
staff crisis handbooks, collective bargaining agreements and so forth. 
 
Faculty and administrators are directed to thoroughly read the Cohasset School Committee Policy 
Handbook.  The handbook can be found on the Cohasset Public Schools website under the 
School Committee Section. 
 
Periodically, individual policies are revised and new policies added for which faculty members 
are requested to have knowledge about and use to update any personal copies a member might 
make. 
 
Educational Vision 
 
The school system’s vision is that the Cohasset Public Schools will be recognized at both the 
national and state level for the outstanding education it offers the students.  Our goal is to 
graduate confident critical thinkers, productive and creative lifelong learners, and socially 
responsible, engaged citizens capable of adapting to change in a technologically advanced and 
multicultural society. 
 
The Strategic Plan for the next five years indicates that the Cohasset Public Schools is a district 
committed to excellence.  We hold high expectations for all students and staff and provide 
support and resources that enable all to meet or exceed those expectations.  We collaboratively 
support an academically challenging, safe, respectful and student-centered learning environment 
in preparing them to be responsible citizens of a global and digital twenty-first century 
environment. 
 
Mission Statement 
 
In partnership with parents and the community, the Cohasset Public Schools is committed to 
providing a comprehensive educational experience that is high quality, challenging and enables 
each student to develop and maximize individual potential.  We wish to encourage all students 
through a positive and collaborative experience that encourages a desire to be a life-long learner 
through academic achievement and personal excellence.  We wish to inspire all students to 
contribute to society. 
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Statement of Expectations for Staff 
 
Cohasset Public School Employees are bound not only by applicable contracts, but the laws and 
regulations set forth by the Commonwealth of Massachusetts and the expectations for 
professional conduct established by the District. 
 
Teachers or staff members engaging in behavior which violates School Committee Policy or 
which falls below the standard expected of professional educators or those who work in schools, 
may face disciplinary consequences including but not limited to: letters of advisory, letters of 
reprimand, suspension, and/or termination.   
 
Beyond the expectation and individual commitment to adhere to and foster the Mission of the 
Cohasset Public Schools, there are other guidelines that all staff at all levels in all buildings are 
expected to follow.  Implementation of these guidelines is the responsibility of all staff. 
 
As appropriate to the various jobs performed by staff members in the school district, the 
minimum expectations include, but are not necessarily limited to the following: 
 

a) Attendance: Excellent attendance is needed to ensure the success and safety of our 
students.  Teachers and staff members are expected to be in their assigned locations at the 
designated report time.  Any absence has to be officially reported using the established 
protocol for each school site. 
 

b) Confidentiality: Faculty and staff are reminded that conversations about student 
information or performance should only take place with appropriate parties and in 
confidential settings.  Engaging in extraneous conversation about a student’s academic or 
behavioral performance is unprofessional and in some situations unlawful and may result 
in discipline. 
 

c) Insubordination: Faculty and staff are expected to observe the chain of command as 
established in each workplace.  Failure or refusal to respond in a timely manner to a 
request made by a supervisor or administrator is grounds for discipline. 
 

d) Professional Judgement: Faculty and staff are expected to use professional judgment in 
all interactions with students, colleagues, and community members.  Employees should 
adhere to School Committee policy governing use of social media, avoid sharing personal 
information that is irrelevant to instructional goals, and be mindful of statements or 
actions that create an uncomfortable school environment for others. 
 

e) Professional Conduct: Faculty and staff should conduct themselves in a professional 
manner consistent with the mission and values of the District.  This includes treating 
students and staff members with courtesy and respect.  Demonstration of unprofessional 
conduct may be grounds for discipline.   
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School Committee Policy - Section G Personnel   
All Employees of the Cohasset Public Schools are bound by School Committee 
Policy as established.  All CPS Policies are found on the District website at  
Those specific to personnel: 
 
GA PERSONNEL POLICIES GOALS 
GBA NOTICE OF EQUAL OPPORTUNITY 
GBD SCHOOL COMMITTEE-STAFF COMMUNICATIONS 
GBEA STAFF ETHICS/CONFLICT OF INTEREST 
GBEB STAFF CONDUCT 
GBEBC GIFTS TO AND SOLICITATIONS BY STAFF 
GBEC DRUG-FREE WORKPLACE POLICY 
GBED TOBACCO USE ON SCHOOL PROPERTY BY STAFF MEMBERS 
GBGB STAFF PERSONAL SECURITY AND SAFETY 
GBI STAFF PARTICIPATION IN POLITICAL ACTIVITIES 
GBJ PERSONNEL RECORDS 
GBK STAFF COMPLAINTS AND GRIEVANCES 
GC/GD JOB DESCRIPTIONS 
GCA PROFESSIONAL STAFF POSITIONS 
GCBA PROFESSIONAL STAFF SALARY SCHEDULES 
GCBB EMPLOYMENT OF PRINCIPALS 
GCCC PROFESSIONAL STAFF FAMILY AND MEDICAL LEAVE 
GCF PROFESSIONAL STAFF HIRING 
GCG PART-TIME AND SUBSTITUTE PROFESSIONAL 
STAFF EMPLOYMENT 
GCIA PHILOSOPHY OF STAFF DEVELOPMENT 
GCJ PROFESSIONAL TEACHER STATUS 
GCQD RESIGNATION OF PROFESSIONAL STAFF MEMBERS 
GCRD TUTORING FOR PAY 
GDA SUPPORT STAFF POSITIONS 
GDB SUPPORT STAFF CONTRACTS AND 
COMPENSATION PLANS 
GDBD SUPPORT STAFF FRINGE BENEFITS 
GDE SUPPORT STAFF RECRUITING/POSTING OF VACANCIES 
GDJ SUPPORT STAFF ASSIGNMENTS AND TRANSFERS 
GDO EVALUATION OF SUPPORT STAFF 

School Committee Policy - Section J Students 
Those specific to students: 
 
JA STUDENT POLICIES AND GOALS 
JB EQUAL EDUCATIONAL OPPORTUNITIES 
JBA STUDENT-TO-STUDENT HARASSMENT 
JEB ENTRANCE AGE 
JEBA POLICY AND PROCEDURE FOR EARLY ENTRANCE TO KINDERGARTEN 
JECA ENROLLMENT OF THE CHILDREN OF SCHOOL DEPARTMENT PERSONNEL 
JF SCHOOL ADMISSIONS 
JF-R RESIDENTIAL REQUIREMENTS FOR SCHOOL MEMBERSHIP 
JFABD HOMELESS STUDENTS: ENROLLMENT RIGHTS AND SERVICES 

http://www.cohassetk12.org/Page/103
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/66/Section%20G%20-%20Updated%20and%20reposted%20on%209.21.16.pdf
http://www.cohassetk12.org/Page/103
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/64/Section%20J%20-%20Update%20and%20reposted%20on%209.21.16%201.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/64/Section%20J%20-%20Update%20and%20reposted%20on%209.21.16%201.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/64/Section%20J%20-%20Update%20and%20reposted%20on%209.21.16%201.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/64/Section%20J%20-%20Update%20and%20reposted%20on%209.21.16%201.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/64/Section%20J%20-%20Update%20and%20reposted%20on%209.21.16%201.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/64/Section%20J%20-%20Update%20and%20reposted%20on%209.21.16%201.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/64/Section%20J%20-%20Update%20and%20reposted%20on%209.21.16%201.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/64/Section%20J%20-%20Update%20and%20reposted%20on%209.21.16%201.pdf
http://www.cohassetk12.org/cms/lib010/MA01907530/Centricity/Domain/64/Section%20J%20-%20Update%20and%20reposted%20on%209.21.16%201.pdf


12 
 

JFBB SCHOOL CHOICE 
JFBB-1 SCHOOL CHOICE 
JH STUDENT ABSENCES AND EXCUSES 
JHD EXCLUSION AND EXEMPTIONS FROM SCHOOL ATTENDANCE 
JI STUDENT RIGHTS AND RESPONSIBILITIES 
JIB STUDENT INVOLVEMENT IN DECISION-MAKING 
JICA STUDENT DRESS CODE 
JICC STUDENT CONDUCT ON SCHOOL BUSES 
JICE STUDENT PUBLICATIONS 
JICF GANG ACTIVITY/SECRET SOCIETIES 
JICFA PROHIBITION OF HAZING 
JICFA-E HAZING 
JICFB BULLYING 
JICG TOBACCO USE BY STUDENTS 
JICH ALCOHOL USE BY STUDENTS 
JIE PREGNANT STUDENTS 
JIH INTERROGATIONS AND SEARCHES 
JII STUDENT COMPLAINTS AND GRIEVANCES 
JJ CO-CURRICULAR AND EXTRACURRICULAR ACTIVITIES 
JJA STUDENT ORGANIZATIONS 
JJE STUDENT FUND-RAISING ACTIVITIES 
JJF STUDENT ACTIVITY ACCOUNTS 
JJG CONTESTS FOR STUDENTS 
JJIB INTERSCHOLASTIC ATHLETICS 
JK STUDENT DISCIPLINE 
JKA CORPORAL PUNISHMENT 
JKAA PHYSICAL RESTRAINT REQUIREMENTS 
JL STUDENT WELFARE 
JLA STUDENT INSURANCE PROGRAM 
JLC STUDENT HEALTH SERVICE REQUIREMENTS 
JLCB INOCULATIONS OF STUDENTS 
JLCC COMMUNICABLE DISEASES 
JLCD ADMINISTERING MEDICINES TO STUDENTS 
JLCEA THE USE OF AUTOMATED EXTERNAL DEFIBRILLATORS 
JP STUDENT GIFTS AND SOLICITATIONS 
JQ STUDENT FEES, FINES, AND CHARGES 
JRA STUDENT RECORDS 
JRA-R STUDENT RECORDS 
JRD STUDENT PHOTOGRAPH 
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Terms and Definitions Relevant to Employment  
 
Atlas Rubicon 
“Atlas” is the curriculum mapping software used at the secondary level.   
 
Attendance Policy 
Chapter 76, section 1 of the Massachusetts General Laws states that all students between the ages 
of six and sixteen must attend school. A school district may excuse up to seven (7) full-day 
sessions or fourteen (14) half-day sessions in any period of six (6) months. In addition to this 
law, each school may have its own attendance policy, with which parents and students should be 
familiar. 
 
Parents or guardians are legally responsible for ensuring that a child under their control attends 
school daily. It is a crime for a responsible parent or guardian not to cause such a child to attend 
school. 
 
Baseline Edge 
Baseline is the District’s management system for evaluation of teachers and professional staff.  
Every employee evaluated using this program is provided with a log in to access information and 
to share evidence of job performance. 
 
Benefits 
We offer the following optional deductions: 

a) Insurance Health, Dental, Life: 
New Employees are enrolled at date of hire at a rate determined based on choice of single 
or family plan.  Deductions for benefits are prepaid on a monthly basis.  An information 
rate sheet is provided at the time of hiring. 
 

b) It is the employee’s responsibility to provide the Town and the Superintendent’s Office 
with current address and phone information.  All changes must be submitted in writing to 
those departments. 

 
c) Cohasset offers employees Flexible Spending Health Care Account and Dependent Care 

Account options.  These are administered by Cafeteria Plan Advisors, Inc.  An enrollment 
memo is provided at time of hire, or available from the Business Manager. 
 

d) Cohasset offers employees the option of enrolling in a 403(b) Plan at any time during 
employment.  These are tax deferred annuity contributions authorized by the employee.  
A list of authorized 403(b) Vendors is provided at time of hire or available from the 
Business Manager. 
 

 
Building Security 

a) In order to prevent unauthorized persons from entering the building, all exterior doors to 
all District buildings are to be secured at all times.  Classroom doors are to be firmly 
closed after exiting during a drill. 
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b) Exterior doors should never be propped or wedged open in any fashion while school is in 
session.  All exterior doors attached to one’s classroom or assigned workspace should be 
locked and checked at the end of each day.  All classroom windows should be closed and 
locked at the end of each day. 
 

c) DURING THE SCHOOL DAY employees may only enter and exit the building via the 
main entrance.  Teachers are reminded that office staff should be notified when people 
are exiting the building.    

 
d) Personal Property:  All staff are responsible for the security of their personal property.  

The school will provide teachers with a secure place for their belongings.  In the event 
there is not a secure place for personal belongings, contact your supervisor immediately. 

 
e) All employees are expected to wear identification badges at all times. 

 
COBRA 
The Consolidated Omnibus Budget Reconciliation Act (COBRA) gives workers and their 
families who lose their health benefits the right to choose to continue group health benefits 
provided by their group health plan for limited periods of time under certain circumstances such 
as voluntary or involuntary job loss reduction in the hours worked, transition between jobs, 
death, divorce and other life-changing events.  Qualified individuals may be required to pay the 
entire premium for coverage up to percent of the cost to the plan.  More information can be 
found at http://www.dol.gov/dol/topic/health-plans/cobra.htm or by contacting the Human 
Resources Department. 

 
Course Reimbursement 

a) The Committee will pay the reasonable expenses incurred by staff members and 
administrators who attend professional or educational conventions, meetings, 
conferences, seminars, institutes and other related assemblies, workshops, or other 
professional improvement sessions at the request and/or with the advance approval of the 
Assistant Superintendent and the Superintendent. 

 
b) The School Department will reimburse certified teachers and nurses for up to 6 credits or 

two courses not to exceed the public college rate for courses completed with satisfactory 
grades. 
 

c) All courses and degrees must be from an accredited institution, designed to improve 
one’s performance relevant to the particular job assignment.  For further requirements 
consult the bargaining unit contract. 

 
Employment 
Cohasset Public Schools employees exist under the Agreements of the specific individual or 
bargaining unit contract agreed to upon hiring and in accordance with Policies as set forth by the 
Cohasset School Committee. 
 
ELL (English Language Learners) 
SEAs and school districts share an obligation to ensure that their EL programs and activities 
comply with the civil rights laws and applicable grant requirements. Title VI prohibits recipients 
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of Federal financial assistance, including SEAs and school districts, from discriminating on the 
basis of race, color, or national origin. Title VI’s prohibition on national origin discrimination 
requires SEAs and school districts to take “affirmative steps” to address language barriers so that 
EL students may participate meaningfully in schools’ educational programs. 
 
Evaluations 
Evaluations of teaching and non-teaching staff occur according to the respective bargaining unit 
contract.  The Cohasset Public Schools uses the state mandated forms of educator evaluation 
through Baseline Edge management system. 
 
Family and Medical Leave Act 
The Family and Medical Leave Act of 1993 requires that eligible employees be given up to 12 
weeks of unpaid, job protected leave during any 12 month period for the birth and first-year care 
of a child; the adoption or foster placement of child; serious medical condition of the employee’s 
spouse, child, or parent; or the employee’s own serious medical condition.  Both the employer 
and the employee have certain rights under the act.  Please contact the Superintendent’s Office 
for further information. 
 
FAPE 
Free Appropriate Public Education (FAPE) is an educational right of children with disabilities in 
the United States that is guaranteed by the Rehabilitation Act of 1973 and the Individuals with 
Disabilities Education Act (IDEA). 
 
FERPA 
The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) 
is a Federal law that protects the privacy of student education records. The law applies to all 
schools that receive funds under an applicable program of the U.S. Department of Education. 
 
Hiring Procedures 
All applicants interviewed are required to complete an employment application.  The district 
requires a complete Criminal Offender Record Information (CORI) check prior to hiring and 
every three years thereafter.  In addition, effective July 1, 2013, all applicants are required to 
submit to a national criminal background check by submitting your fingerprints.  Employment 
offers by the district are confirmed in writing by the Superintendent in the form of a contract or 
appointment letter.  New employees will be asked to bring documentation proving identity and 
eligibility to work in the United States (passport or driver’s license and social security card are 
the most common documents used).  This information is used to complete an employee’s I-9 
form. 
  
If an employee is eligible for benefits, the information will be provided by the Business Office.  
All appropriate applications for benefits must be completed within 30 days of the date of hire.  It 
is the employee’s responsibility to make sure that all paperwork has been completed, signed and 
returned to the Superintendent’s Office prior to the first day of employment. 
 
HIPAA 
The Health Insurance Portability and Accountability Act (HIPAA) is a law passed by Congress 
in 1966 that helps to protect a person’s rights to health coverage during events such as changing 
or losing jobs, pregnancy, moving or divorce.  HIPAA is not an insurance policy.  More 
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information can be found at www.cms.gov/HIPAAGenInfo/ or by contacting the Human 
Resources department. 
 
Homeless  
The McKinney-Vento Education of Homeless Children and Youth Assistance Act is a federal 
law that ensures immediate enrollment and educational stability for homeless children and youth. 
McKinney-Vento provides federal funding to states for the purpose of supporting district 
programs that serve homeless students. 
 
Home Language Survey 
Massachusetts Department of Elementary and Secondary Education regulations require that all 
schools determine the language(s) spoken in each student’s home in order to identify their 
specific language needs. This information is essential in order for schools to provide meaningful 
instruction for all students. If a language other than English is spoken in the home, the District is 
required to do further assessment of the child.  CPS student registration protocol ensures that the 
Home Language Survey is completed by all students enrolling in the District.  
 
IPDP 
The Massachusetts Department of Elementary and Secondary Education (DESE) has set 
requirements for all educators to renew their professional licenses in a five‐year cycle. At the 
start of each five‐year cycle, educators develop a professional development plan in collaboration 
with their supervisors. This plan is called an Individual Professional Development Plan (IPDP).  
 
Job Postings 
Cohasset Public Schools encourages qualified employees to apply for other positions within the 
District and posts available positions internally as well as through external sources.  Internal 
postings are sent out to all faculty electronically and posted on a number of media sources 
including SchoolSpring.com. 
 
All applications, including those of current staff, are reviewed in the same pool and with 
consideration of the collective bargaining agreement.  The district selects the candidate it 
believes is best suited for the position. 
 
Leaves of Absence 
Cohasset Public School District may, at its discretion, permit leaves of absence without pay on a 
case-by-case basis to its employees.  Employees are otherwise entitled to leave of absence as 
required by state or federal law as in effect and to the extent applicable to the District. 
 
Leaving Employment 
Either the teacher/administrator or the district may elect to end the employment relationship.  
Upon termination of employment, the employee is responsible for returning any and all property 
of the district, including but not limited to keys, documents, computers, computer files and 
equipment.  On termination of employment, supervisors should be given access to necessary 
computer files and programs, including passwords for email, voicemail, etc.  There are two 
primary categories in which an employee may leave employment; voluntary and involuntary. 
Voluntary terminations include resignations, retirement, failure to return from leave, failure to 
return to work without any notification to the district, and completion of a contract.   
Involuntary terminations include layoffs and terminations for disciplinary reasons. 

http://www.doe.mass.edu/pd/ipdp.pdf
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Licensure and Recertification 
It is the responsibility of all employees to maintain an appropriate and current Massachusetts 
Department of Elementary and Secondary Education license.   Please consult Massachusetts 
Department of Education Licensure website or call (781) 338-6600 for assistance.  A copy of an 
employee’s up-to-date license must be on file with the Assistant Superintendent of Curriculum 
and Instruction. 
 
Mandated Reporter 
The law specifically identifies “a public or private school teacher, educational administrator, 
guidance or family counselor, child care worker” as a mandated reporter. 

Under Massachusetts General Law, Section 51A. (a) A mandated reporter who, in his 
professional capacity, has reasonable cause to believe that a child is suffering physical or 
emotional injury resulting from: (i) abuse inflicted upon him which causes harm or substantial 
risk of harm to the child's health or welfare, including sexual abuse; (ii) neglect, including 
malnutrition; (iii) physical dependence upon an addictive drug at birth, shall immediately 
communicate with the department orally and, within 48 hours, shall file a written report with the 
department detailing the suspected abuse or neglect; or (iv) being a sexually exploited child; or 
(v) being a human trafficking victim as defined by section 20M of chapter 233. 

If a mandated reporter is a member of the staff…of a school or facility, the mandated reporter 
may instead notify the person or designated agent in charge of such institution, school or facility 
who shall become responsible for notifying the department in the manner required by this 
section.  

Faculty or staff members should see a building administrator with any concerns about student 
well-being. 

Maternity Leave 
Employees should consult bargaining unit contract language for options.  Non-union employees 
should consult with the Superintendent. 
 
METCO 
The Metropolitan Council for Educational Opportunity, Inc. (METCO, Inc.) is a private, 
nonprofit organization founded in 1966. METCO Inc. is the service provider to the Metropolitan 
Boston METCO programs. The METCO program has approximately 3,300 students from Boston 
and Springfield who attend public schools in the participating communities. 
 
Funded by the State Legislature under Massachusetts General Law Chapter 76; 12A and 
administered by the Massachusetts Department of Elementary and Secondary Education, the 
METCO program is the second oldest voluntary inter-district school assignment program in the 
country dedicated to increasing diversity and reducing racial isolation. 
 
The CPS METCO Director is Ms. Aleisa Gittens-Carle. 
 
Paperless Payroll 
The town of Cohasset has a “paperless payroll” which requires employees to have direct deposit 
of their paychecks.  All employees receive an email with “advice of deposit” for each pay period.  
This “advice” contains on it all of the information on a traditional pay stub. For individuals who 

http://www.doe.mass.edu/educators/e_license.html%20or
https://malegislature.gov/Laws/GeneralLaws/PartI/TitleXII/Chapter76/Section12
http://www.doe.mass.edu/


18 
 

do not want or do not have direct deposit, a Debit account/card would be issued and replenished 
each pay period.  
 
PBIS 
Positive Behavior Interventions and Supports (PBIS) is a proactive approach to establishing the 
behavioral supports and social culture needed for all students in a school to achieve social, 
emotional and academic success. Attention is focused on creating and sustaining primary 
(school-wide), secondary (classroom), and tertiary (individual) systems of support that improve 
lifestyle results (personal, health, social, family, work, recreation) for all youth by making 
targeted misbehavior less effective, efficient, and relevant, and desired behavior more functional. 
 
Personnel Records 
Cohasset Public Schools maintains personnel records for payroll administration and other 
important purposes.  It is important to keep these records up to date.  Employees must notify the 
Superintendent’s Office in writing of any changes in address, phone numbers, licensure, 
emergency contacts or other applicable family or beneficiary information. 
 
Employees who wish to change the number of dependents listed for income tax purposes should 
complete a new W-4 form, available in the Business Office. 
 
Personnel files are the property of the district.  Employees may review their personnel file by 
submitting a written request to the Superintendent’s office.  That office will schedule an 
appointment during normal business hours for the employee to review the file.  The employee 
must request copies of the material in the file. 
 
Professional Learning Community 
A professional learning community, or PLC, is a group of educators that meets regularly, shares 
expertise, and works collaboratively to strengthen their own professional knowledge and 
improve practice. 
 
Retirement 
Employees considering retirement are asked to schedule an appointment with the Business 
Office as soon as possible, preferably 90 days prior to the proposed retirement date.  The District 
provides retiree medical benefits based on the current contract.  Retiree’s benefits may be 
modified at any time without prior notice.  Further information on retiree benefits is available 
from the Business Office. 
 
Roles and Responsibilities 

a) The School Committee’s role is to deliberate and to establish broad policies for 
governing the School District, approve the operating budget, and hire the Superintendent.  
The School Committee delegates authority to the Superintendent who directs and 
oversees the operations of the District in a manner consistent with these policies.  
Accordingly, the Superintendent is held accountable to the School Committee for 
compliance with its policies. 

 
b) All employees of the District are under the general direction of the Superintendent.  

Teachers are immediately responsible to the principal of the building in which they work.  
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Other employees are immediately responsible to the administration personnel under 
whom they work directly. 

 
c) From time to time, problems and new questions arise to which no specific policy has 

been prepared.  The Superintendent and members of the administrative staff will act in a 
manner consistent with the existing policies of the School District and alert the School 
Committee to the possible need for additional policy development. 

 
Safety Protocol 
Cohasset Public Schools believes that maintaining a safe work environment is of utmost 
importance.  Employees are responsible for working safely and helping to prevent accidents and 
injuries.  Federal and State occupational safety regulations detail the District’s responsibilities 
for maintaining a hazard-free working environment.  Employees are responsible for reporting 
unsafe conditions directly to the building principal and/or avoiding unnecessary risks.  All 
employees are responsible for adhering to the Cohasset Public Schools District’s safety rules, 
policies and procedures that are in effect.  Employees who are not sure of a safety procedure 
should ask a supervisor. 
 
Salary 
Salary scales are established by contracts between employees and the Cohasset School 
Committee.  Employees automatically receive “Step” increases as allowed for in Agreements 
based on years of employment.  As delineated in  Appendix F of the CTA Agreement, employees 
anticipating a “column change” increment based on attainment of an advanced degree need to 
notify Central Office by July 15 for September 1 column changes and by November 1 for 
January 31 column changes.  The Agreement also states that teachers should notify the 
Superintendent by February 15th of the preceding year, if such a column change is 
anticipated. This allows for the increase to be factored in to the budget for the next fiscal year. 
 
Section 504 
The Section 504 of IDEA regulations require a school district to provide a "free appropriate 
public education" (FAPE) to each qualified student with a disability who is in the school district's 
jurisdiction, regardless of the nature or severity of the disability. Under Section 504, FAPE 
consists of the provision of regular or special education and related aids and services designed to 
meet the student's individual educational needs as adequately as the needs of nondisabled 
students are met. 
 
Student Growth Percentile 
A student growth percentile (SGP) describes a student’s growth compared to other students with 
similar prior test scores (their academic peers). 
 
Substitute Coverage 
Teachers are expected to call in for substitute coverage as early as they know they will be absent 
from school.  There are two substitute call lines for this process.  There is a designated line for 
elementary teachers and another designated line for secondary teachers.  Employees should 
consult a supervisor if clarification is needed. 
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Title I 
Title I, Part A (Title I) of the Elementary and Secondary Education Act, as amended (ESEA) 
provides financial assistance to local educational agencies (LEAs) and schools with high 
numbers or high percentages of children from low-income families to help ensure that all 
children meet challenging state academic standards. Federal funds are currently allocated 
through four statutory formulas that are based primarily on census poverty estimates and the cost 
of education in each state. 

Curriculum Accommodation Plan 
Revised July 2015 
 
Massachusetts General Laws, Chapter 71, Section 38 Q1/2 require the adoption and 
implementation of a District Curriculum Accommodation Plan (DCAP), which is then 
customized for each building.  The Middle-High School Curriculum Accommodation Plan is 
developed on the assumption that all students can learn at a high level, but that some students 
need more time and support to ensure that learning. The model outlined below is consistent with 
both Response to Intervention models and the Massachusetts Tiered Support System. In 
Cohasset, this process is called the Tiered Support System and is facilitated by a Tiered Support 
Team (TST). 
 
Accommodation planning benefits all students systematically using a tiered system. It begins 
with a strong core curriculum and generally agreed upon teaching practices and resources. If a 
student struggles, the student moves through a series of more targeted and intensive interventions 
until learning occurs consistently. In all cases, the goal is for the student to succeed within the 
parameters of Tier I.   
 
Communication among parents and educators is critical. In most cases, early and direct 
communication between parents and teachers is the most effective means of ensuring learning. In 
others, more formal collaboration may be required and a formal plan developed. In all cases, 
educators should be continuously monitoring student progress. 
 
Tier I is provided to every student in our classes. It consists of high-quality, evidence-based 
instruction and a rigorous curriculum. Evidence shows that most students (80-85%) learn using 
these practices. 
Some students are not successful despite our best efforts and for a variety of reasons. They need 
more time or more instruction in order to learn the material.  
Tier II interventions are designed to assist students who have not succeeded within the confines 
of the universally accessible structures provided within the classroom (Tier I). Supplementary, 
often small group interventions are implemented by teachers, administrators, or other school 
resources (10-15% of students) both within and outside of the classroom setting, depending on 
the circumstances.  
Tier III is for students who still do not learn despite a Tier II intervention (<5% of students). 
These are typically small group or one on one instruction for classroom-specific or subject 
specific skills. Specialists may be enlisted depending on what the needs of the student are. Even 
with Tier III the intention is to provide enough time and instructional supports that the students 
can return to the traditional classroom.  
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At the building level, a number of resources are available to all students to ensure that they can 
access and make effective progress in the general education curriculum. These include the 
following supports provided by the district: 
 
• Assistance to Regular Education Classroom Teachers – Such assistance includes 

professional development that will help them to analyze and accommodate various 
students’ learning needs (i.e. CAST UdL training, technology trainings, executive 
function trainings), including students who are English Language Learners, and to 
manage student’s behavior effectively (social-emotional training). 
 

• Support Services – These include services that are available to students through the regular 
education program, including services to address the needs of students whose behavior 
may interfere with learning. These services include reading and Title I support; ELL 
support; paraprofessional support; library and technology support; nursing support; 
occupational, physical, and speech therapy, adjustment counseling and psychological 
consultation. 
 

• Mentoring and Collaboration – This includes such things as mentoring new teachers and 
common planning time at the Middle School level. 
 

• Parental Involvement – This includes opportunities that encourage parental involvement in 
their children’s education such as school and district councils, parent organizations, and 
SEPAC. 
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Overview of Accommodations 
 
 Accommodations are changes in how a student gains access to information and demonstrates 
his/her learning.  Such changes are made to provide a student with equal access to learning along 
with an equal opportunity to be able to show what he/she knows or can do.  Accommodations do 
NOT change the instructional level, content, or performance criteria.  (These latter changes are 
called modifications.) 
 

 
• Library Support Staff: Available for consultation with teachers to determine resources for content 

specific materials, support for enrichment, and research. 
 

• METCO Coordinator: Offers support and communicates with school and home.  
 

• Technology Support Specialist: Supports both staff and students with hardware and software 
options/training. 
 

• Occupational Therapists/Physical Therapists/Speech-Language Pathologists: Provide consultation 
to regular education staff.  May conduct classroom observations of students for the purpose of 
informal screening(s), consulting capacity. 
 

• School Psychologist: Provides teacher consultation, referrals, and evaluations.  
 

• Adjustment Counselors: Serve as liaisons between home, school, local social service agencies; 
provides parent/guardian and teacher support and consultation; small group facilitation. 
 

• Board Certified Behaviorist Analyst (BCBA): Provides behavioral interventions with students and 
management strategy support for teachers. 

•  
• Assistant Superintendent for Curriculum, Instruction and Assessment: Provides supervision and 

development of learning and instruction as well as the professional learning and development of 
all staff and mentoring of new staff; responsible for academic grants. 
 

• Director of Student Services: Provides leadership for all special education and non-traditional student 
needs; responsible for special education grants and out-of-district responsibilities. 
 

• Nurses: Offer consultation to staff, training of personnel to enhance awareness of what to watch for in 
psychopharmacological effects and practice of universal precautions in student injury situations, 
direct service to individual students and staff, vision and hearing screening, serves on Student 
Support Teams, as needed. 
 

• Paraprofessional: Assists teachers by performing a variety of tasks that promote student learning and 
well being.  Duties involve working with students individually and in small groups assessing 
performance, reinforcing instruction, motivating learning, assisting with classroom management, 
clerical, and other non-instructional work. 
 

• Principal and administrators: Provide articulation and modeling of vision and principles (for district 

 
Personnel Resources Providing Specific Consultation/Support/Intervention in the Regular 

Education Setting 
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and specific school), supervision and evaluation of staff, fostering of accommodation philosophy, 
facilitating staff, collaboration and communication. 

 

Reasonable class sizes staffed by highly qualified personnel who demonstrate competency in the state’s 
teaching standards; 

 
• A strong core curriculum based on the state’s Common Core standards: balanced literacy program 

(reading, writing, phonics, phonemic awareness, word study), mathematics, science and 
technology engineering, history and social studies, wellness (health and physical education) art 
and music. 
 

• Differentiation of instruction to include various learning modalities, including curriculum-based 
“academic choice” activities to meet the needs of ALL learners; 

 
• Use of formative and summative assessments and standardized testing data to assess achievement and 

to inform instruction through pre/post test score analysis; 
 

• Building-based teams who analyze school and student data, problem solve student success issues, 
and develop School Improvement Plans to increase student achievement through Data Teams 
(looking at student work, determination of the essential question: “What do we want students to 
know and be able to do in accordance with the Massachusetts Common Core State Standards?”); 
then designing instruction and assessment tools to reach student learning goals; 
 

• Utilization of Massachusetts System of Student Support Intervention model and processes (see flow 
chart for procedure); 
 

• Professional development for both professional and paraprofessional staff members to enhance 
instruction and student learning; 
 

• Building-based cultural enrichment activities involving parent and community;  
 

• Curriculum mapping of content and skills; 
 

• The use of technology in the district to facilitate communication and instruction; 
 

• A tiered support time during the school day dedicated to skill and concept reinforcement; 

NOTE: Because each child is unique, not all accommodations and supports are applicable. The following 
are examples of generally agreed-upon academic supports. Classroom teachers are asked to use judgment 
and discretion when developing the system of interventions that work for their classes and individual 
students.  

• Clear Academic/Behavioral Expectations – All art students should be presented with 
expectations and guidelines. Examples include course syllabi, study guides, work product 
exemplars, organizational assistance, and grading rubrics. 
 

 
Program and Classroom Characteristics and Structures Supporting Curriculum Accommodation 

for Regular Education Students 

Tier I Supports 
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• Varied Instructional Techniques and Differentiated Instruction. Varied instructional 
techniques embedded in lessons and units in order to maximize student engagement and the 
instructional environment. Lessons are taught through lecture, visual models, teacher modeling, 
and student based research.  Students are given the opportunity to explore ideas using media, text, 
and personal experience. Examples include:  
- Socratic Discussion – A method where the teacher will use a series of questions leading to 

more questions based on a student’s response. By eliminating possible answers, students 
organically move closer to more developed answers. 

- Structured Debate—Students guide discussion while following a pre-established debate 
“rules.” 

- Flexible Grouping – Students are grouped in ways that best match their needs to the 
strengths and needs of the other members of the group, and which allow the teacher to 
provide more individualized instruction where necessary.  

- Lab Experiences – Hands on lab experiences in science and foreign language allow for more 
student-centered learning.  

- Breaking Up Long Term Assignments – Projects or long papers that require multiple steps 
should be broken down into manageable sections while keeping a focus on the big picture. 

- Reciprocal Teaching – A strategy through which the student becomes the teacher in small 
group settings.  

 
• Flexibility of Assessment – Based on analysis of student learning, concepts can be retaught and 

retested, extended time offered, or concepts presented in more suitable formats.  
 

• Student/Teacher Communication – This includes student/teacher communication during a 
lesson or extra support after school during office hours.  
 

• Parent/Teacher Communication – Often the most effective intervention, direct or indirect 
(grade reporting) contact between parents and teachers often leads to student success. As a 
student matriculates, more independence and personal responsibility on the part of the student is 
desired.  
 

 

Students who are unsuccessful in Tier I may be referred to Tier II. Tier II supplementary interventions 
might include the following: 
 

• Any Tier I Intervention that is performed for a subset of the class.  
 

• Cooperative Group Interventions – Small groups within the classroom setting that are 
developed to target the development of a specific skill or concept.  
 

• Greater Opportunities for Concept/Skill Reinforcement and Practice 
- Directed Tutoring – While all teachers are available for extra help after school, in many 

disciplines students can sign up for office appointments either individually or in small groups. 
Other teachers offer to meet with students during lunch.   

- Peer Tutoring – May be set up in certain cases through guidance.  
 

• Behavior Modification Plans – May be developed through guidance.  
 

• Social Growth Opportunities – Encourage personal connections through after school activities 

Tier II Supports 
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• Focused Instruction During the Academic Day (examples below) 
- Integrated Math – A course developed to provide students who struggle in mathematics 

additional instruction in preparation for the MCAS test in grade 10.  
- Directed Study – Depending on the circumstances, a student may be invited into a 

supervised directed study.  
 

• Focused Instruction Outside of the Academic Day (examples below; subject to grant 
approval) 
- Grade 6 Reading Remediation/Enrichment Program – A group of students who have been 

identified as requiring additional instruction were offered a separate, focused instruction 
period outside of the regular school day. 

- Grade 9 MCAS Mathematics Enrichment – A group of students who have been identified 
as requiring additional instruction were offered a separate, focused instruction period outside 
of the regular school day. 

 
• Referral for Special Education – Sometimes, a student’s struggles are reflective of a learning 

disability. Students who continue to struggle or who present signs of a learning disability may be 
directed towards neuropsychological testing.  
 

Student Services 
 
The Student Services Office is responsible for all Special Education, Homeless and Section 504 
Accommodation Plan services for all students pre-kindergarten to grade 12 residing in the 
District. Each school in the community has extensive support services to address student needs. 
The Cohasset Public Schools is committed to the provision of quality education for all 
students.  We offer an array of support services and programs in all of our schools to help 
students achieve their educational goals 
 
The Office of Student Services offers a broad range general education support services, 
interventions and programs with access to school adjustment counselors, guidance counselors, 
behavior specialists, school psychologists, and school nurses.  Faculty and staff members should 
contact the Elementary or Secondary Team Chair with questions or concerns regarding special 
education or student service delivery in the District. 
 
The following are terms and descriptions with which educators should be familiar.  

Special Education 

The Special Education Department administrative offices are located at Cohasset Middle High School, 
143 Pond Street, Cohasset, MA 02025. The main phone number is 781-383-6104.  The Director of 
Student Services is Mary Buchanan. 

Tier III Supports 
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Programs and Services 

The Cohasset Public Schools provides a comprehensive array of programs and services from pre-school 
through grades 12 designed to address the needs of identified students who have a disability and require 
specialized instruction. All students who are serviced with an Individual Education Program (IEP) are 
assigned a Special Education Liaison. This liaison serves as a case manager and contact person for staff 
and parents involved in the support and implementation of the student’s IEP. The liaison also collaborates 
with the general education teachers to ensure accommodations and modifications are implemented as 
outlined on the student’s IEP, as well as possibly provide direct instruction as specified on the IEP. 

Child Find 

It is the responsibility of the Cohasset Public Schools to identify any child who is a resident of Cohasset, 
who may have a disability, regardless of the severity of the disability. It is also the responsibility of 
Cohasset Public Schools to evaluate those students to determine if they are eligible for special education 
or related services under IDEA (Individuals with Disabilities Education Act) or 603 CMR 28 
(Massachusetts Special Education Regulations). 

§ 300.101 Free appropriate public education (FAPE). 

(a) General. A free appropriate public education must be available to all children residing in the 
State between the ages of 3 and 21, inclusive, including children with disabilities who have been 
suspended or expelled from school, as provided for in § 300.530(d). 

(b) FAPE for children beginning at age 3. 

(1) Each State must ensure that - 

(i) The obligation to make FAPE available to each eligible child residing in the State begins no 
later than the child's third birthday; and 

(ii) An IEP or an IFSP is in effect for the child by that date, in accordance with § 300.323(b). 

(2) If a child's third birthday occurs during the summer, the child's IEP Team shall determine the 
date when services under the IEP or IFSP will begin. 

(c) Children advancing from grade to grade. 

(1) Each State must ensure that FAPE is available to any individual child with a disability who 
needs special education and related services, even though the child has not failed or been 
retained in a course or grade, and is advancing from grade to grade. 

(2) The determination that a child described in paragraph (a) of this section is eligible under this 
part, must be made on an individual basis by the group responsible within the child's LEA for 
making eligibility determinations. 

Sec. 300.114 LEAST RESTRICTIVE ENVIRONMENT LRE requirements. 
(a) General. 
(1) Except as provided in Sec. 300.324(d)(2) (regarding children with disabilities in adult 
prisons), the State must have in effect policies and procedures to ensure that public agencies in 
the State meet the LRE requirements of this section and Sec. Sec. 300.115 through 300.120. 
(2) Each public agency must ensure that-- 

https://www.law.cornell.edu/cfr/text/34/300.101#a
http://idea.ed.gov/explore/view/p/%2Croot%2Cregs%2C300%2CB%2C300%252E114%2Ca%2C
http://idea.ed.gov/explore/view/p/%2Croot%2Cregs%2C300%2CB%2C300%252E114%2Ca%2C1%2C
http://idea.ed.gov/explore/view/p/%2Croot%2Cregs%2C300%2CB%2C300%252E114%2Ca%2C2%2C
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(i) To the maximum extent appropriate, children with disabilities, including children in public or 
private institutions or other care facilities, are educated with children who are nondisabled; and 
(ii) Special classes, separate schooling, or other removal of children with disabilities from the 
regular educational environment occurs only if the nature or severity of the disability is such that 
education in regular classes with the use of supplementary aids and services cannot be achieved 
satisfactorily. 
(b) Additional requirement--State funding mechanism. 
(1) General. (i) A State funding mechanism must not result in placements that violate the 
requirements of paragraph (a) of this section; and 
(ii) A State must not use a funding mechanism by which the State distributes funds on the basis 
of the type of setting in which a child is served that will result in the failure to provide a child 
with a disability FAPE according to the unique needs of the child, as described in the child's IEP. 
(2) Assurance. If the State does not have policies and procedures to ensure compliance with 
paragraph (b)(1) of this section, the State must provide the Secretary an assurance that the State 
will revise the funding mechanism as soon as feasible to ensure that the mechanism does not 
result in placements that violate that paragraph. 
 
McKinney-Vento Homeless Assistance /McKinney-Vento Homeless Education Protocol 

1.0 Homeless Education Assurances 

The Cohasset Public School District recognizes that homelessness exists in our community. 
Children who have lost their housing may live in a variety of places, including but not limited to 
motels, shelters, shared residences, transitional housing programs, cars, buses and campgrounds. 
Their lack of permanent housing can lead to potentially serious physical, emotional and mental 
consequences. 

It is the policy of the Cohasset Public Schools to ensure that homeless children and youth are 
provided equal access to its educational programs, have an opportunity to meet high quality 
academic standards and are not segregated on the basis of their status as homeless. 

The Cohasset Public School District will: 

1.1 establish safeguards that protect homeless students from harassment and/or discrimination on 
the basis of their homelessness; 

1.2 ensure that all children and youth will receive a free appropriate public education and are 
given meaningful opportunities to succeed in our schools; 

1.3 follow the requirements of the McKinney-Vento Act. 

2.0 Definition of Children and Youth in Transition 

The Cohasset Public Schools recognize the individual needs of its children and the stigmatization 
often associated with homelessness. Such students who lack permanent housing will be referred 
to as Children and Youth in Transition. Those children and youth are defined as otherwise 

http://idea.ed.gov/explore/view/p/%2Croot%2Cregs%2C300%2CB%2C300%252E114%2Ca%2C2%2Ci%2C
http://idea.ed.gov/explore/view/p/%2Croot%2Cregs%2C300%2CB%2C300%252E114%2Ca%2C2%2Cii%2C
http://idea.ed.gov/explore/view/p/%2Croot%2Cregs%2C300%2CB%2C300%252E114%2Cb%2C
http://idea.ed.gov/explore/view/p/%2Croot%2Cregs%2C300%2CB%2C300%252E114%2Cb%2C1%2C
http://idea.ed.gov/explore/view/p/%2Croot%2Cregs%2C300%2CB%2C300%252E114%2Cb%2C1%2Cii%2C
http://idea.ed.gov/explore/view/p/%2Croot%2Cregs%2C300%2CB%2C300%252E114%2Cb%2C2%2C
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legally entitled to, or eligible for an appropriate public education, including preschool, and who 
lack a fixed regular and adequate night time residence, including: 

2.1 Children and youth who are sharing the housing of other persons due to loss of housing, 
economic hardship, or a similar reason; are living in motels, hotels, or campgrounds due to lack 
of alternative adequate accommodations; are living in emergency or transitional shelters; are 
abandoned in hospitals; or are awaiting foster care placement. 

2.2 Children and youth who have a primary nighttime residence that is a private or public place 
not designed for or ordinarily used as a regular sleeping accommodation for human beings. 

2.3 Children and youth who are living in a car, park, public space, abandoned building, 
substantial housing, bus station, or similar setting. 

2.4 Migratory children and youth who are living in a situation described above. 

A child or youth shall be considered to be in transition for as long as he or she is in a living 
situation described above. 

3.0 Common Definitions 

“Unaccompanied youth” – a youth not in the physical custody of a parent or guardian, who is 
in transition as defined above. (The more general term youth also includes “unaccompanied 
youth.”) 

“Enroll” and “enrollment” – attending school and participating fully in school activities. 

“Immediate” – without delay. 

“Parent” – a person having legal or physical custody of a child or youth. 

“School of origin” – the school the child or youth attended when permanently housed, or the 
school in which the child or youth was last enrolled. 

“Liaison” – the staff person designated by the Cohasset Public Schools as the special educator 
assigned to a student 

4.0 Identification 

In collaboration with school personnel and community organizations, the liaison will identify 
children and youth in transition in the district both in and out of school. The liaison will train 
school personnel on possible indicators of homelessness, sensitivity in identifying families and 
youth as in transition, and procedures for forwarding information - including homelessness - to 
the liaison. The liaison will also instruct school registrars, including but not limited to 
secretaries, counselors and administrators to inquire about possible homelessness upon the 
enrollment and withdrawal of every student and to forward information indicating homelessness 
to the liaison. 

The liaison will keep data on the number of children and youth in transition in the district, where 
they are living, their academic achievement – including performance on state mandated 
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assessment, and the reasons for any enrollment delays, interruptions in their education, or school 
transfers. 

5.0 School Selection 

Each child and youth in transition has the right to remain at his or her school of origin or attend 
any school within the attendance area in which the child or youth is actually living. 

Section 504 
Coordination and oversight of Section 504 Accommodation Plans for Cohasset Public School 
District. Section 504 Accommodation Plans are developed and implemented at a building based 
level.  Consult a building administrator for the appropriate contact person in your building. 

Restraint Policy 
 

As used in 603 CMR 46.00, the following terms shall have the following meanings: 
Commissioner shall mean the commissioner of the Department of Elementary and Secondary 
Education appointed in accordance with G.L. c.15, §1F, or his or her designee.  
 
Consent shall mean agreement by a parent who has been fully informed of all information 
relevant to the activity for which agreement is sought, in his or her native language or other 
mode of communication, that the parent understands and agrees in writing to carrying out of the 
activity, and understands that the agreement is voluntary and may be revoked at any time.  The 
agreement describes the activity and lists the records (if any) which will be released and to 
whom. In seeking parental consent, a public education program shall not condition admission or 
continued enrollment upon agreement to the proposed use of any restraint.  
 
Department shall mean the Department of Elementary and Secondary Education. 
Mechanical restraint shall mean the use of any device or equipment to restrict a student’s 
freedom of movement. The term does not include devices implemented by trained school 
personnel, or utilized by a student that have been prescribed by an appropriate medical or related 
services professional, and are used for the specific and approved positioning or protective 
purposes for which such devices were designed. Examples of such devices include: adaptive 
devices or mechanical supports used to achieve proper body position, balance, or alignment to 
allow greater freedom of mobility than would be possible without the use of such devices or 
mechanical supports; vehicle safety restraints when used as intended during the transport of a 
student in a moving vehicle; restraints for medical immobilization; or orthopedically prescribed 
devices that permit a student to participate in activities without risk of harm. 

Medication restraint shall mean the administration of medication for the purpose of temporarily 
controlling behavior.  Medication prescribed by a licensed physician and authorized by the 
parent for administration in the school setting in not medication restraint. 

Parent shall mean a student’s father, mother, or legal guardian or person or agency legally 
authorized to act on behalf of the student in place of or in conjunction with the father, mother, or 
legal guardian.    
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Physical escort shall mean a temporary touching or holding, without the use of force, of the 
hand, wrist, arm, shoulder, or back for the purpose of inducing a student who is agitated to walk 
to a safe location.  

Physical restraint shall mean direct physical contact that prevents or significantly restricts a 
student’s freedom of movement. Physical restraint does not include: brief physical contact to 
promote student safety, providing physical guidance or prompting when teaching a skill, 
redirecting attention, providing comfort, or a physical escort.   

Principal shall mean the instructional leader or headmaster of a public education school program 
or his or her designee. The board of directors of a charter school or virtual school, or special 
education school or program approved under 603 CMR 28.09, shall designate in the restraint 
prevention and behavior support policy who will serve as principal for purposes of 603 CMR 
46.00.  

Prone restraint shall mean a physical restraint in which a student is placed face down on the floor 
or another surface, and physical pressure is applied to the student’s body to keep the student in 
the face-down position.  

Public education programs shall mean public schools, including charter schools, virtual schools, 
collaborative education programs, and the school day of special education schools approved 
under 603 CMR 28.09, as provided in 603 CMR 18.05(5)(h), and school events and activities 
sponsored by such programs. The term “programs” may be used in 603 CMR 46.00 to refer to 
“public education programs.” For purposes of 603 CMR 46.00, public education programs shall 
not include the educational services provided within Department of Youth Services, Department 
of Mental Health, Department of Public Health, and County Houses of Correction operated or 
contracted facilities. 

School Working Day shall mean a day or partial day that students are in attendance at the public 
education program for instructional purposes. 

Seclusion shall mean the involuntary confinement of a student alone in a room or area from 
which the student is physically prevented from leaving. Seclusion does not include a time-out as 
defined in 603 CMR 46.02.  

Time-out shall mean a behavioral support strategy developed pursuant to 603 CMR 46.04(1) in 
which a student temporarily separates from the learning activity or the classroom, either by 
choice or by direction from staff, for the purpose of calming. During time-out, a student must be 
continuously observed by a staff member.  Staff shall be with the student or immediately 
available to the student at all times. The space used for time-out must be clean, safe, sanitary, 
and appropriate for the purpose of calming. Time-out shall cease as soon as the student has 
calmed. 
 
According to 603 CMR 46.03, use of restraint includes the following: 

(1) Prohibition.   
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(a) Mechanical restraint, medication restraint, and seclusion shall be prohibited in public 
education programs. 
   

(b) Prone restraint shall be prohibited in public education programs except on an individual 
student basis, and only under the following circumstances: 

1. The student has a documented history of repeatedly causing serious self-injuries 
and/or injuries to other students or staff; 

2. All other forms of physical restraints have failed to ensure the safety of the 
student and/or the safety of others; 

3. There are no medical contraindications as documented by a licensed physician; 
4. There is psychological or behavioral justification for the use of prone restraint and 

there are no psychological or behavioral contraindications, as documented by a 
licensed mental health professional;  

5. The program has obtained consent to use prone restraint in an emergency as set 
out in 603 CMR 46.03(1)(b), and such use has been approved in writing by the 
principal; and, 

6. The program has documented 603 CMR 46.03(1)(b) 1 - 5 in advance of the use of 
prone restraint and maintains the documentation. 
 

(c) Physical restraint, including prone restraint where permitted, shall be considered an 
emergency procedure of last resort and shall be prohibited in public education programs 
except when a student’s behavior poses a threat of assault, or imminent, serious, physical 
harm to self or others and the student is not responsive to verbal directives or other lawful 
and less intrusive behavior interventions, or such interventions are deemed to be 
inappropriate under the circumstances. 
 

(d) All physical restraints, including prone restraint where permitted, shall be administered in 
compliance with 603 CMR 46.05. 
 

(2) Physical restraint shall not be used: 
 

(a) As a means of discipline or punishment;  
(b) When the student cannot be safely restrained because it is medically contraindicated for 

reasons including, but not limited to, asthma, seizures, a cardiac condition, obesity, 
bronchitis, communication-related disabilities, or risk of vomiting;  

(c) As a response to property destruction, disruption of school order, a student's refusal to 
comply with a public education program rule or staff directive, or verbal threats when 
those actions do not constitute a threat of assault, or imminent, serious, physical harm; or 

(d) As a standard response for any individual student. No written individual behavior plan or 
individualized education program (IEP) may include use of physical restraint as a 
standard response to any behavior. Physical restraint is an emergency procedure of last 
resort.   

 (3) Limitations on use of restraint. Physical restraint in a public education program shall be 
limited to the use of such reasonable force as is necessary to protect a student or another member 
of the school community from assault or imminent, serious, physical harm.   
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(4) Referral to law enforcement or other state agencies. Nothing in these regulations prohibits: 

(a) The right of any individual to report to appropriate authorities a crime committed by a 
student or other individual; 

(b) Law enforcement, judicial authorities or school security personnel from exercising 
their responsibilities, including the physical detainment of a student or other person 
alleged to have committed a crime or posing a security risk; or 

(c) The exercise of an individual's responsibilities as a mandated reporter pursuant to  
G.L. c. 119, § 51A. 603 CMR 46.00 shall not be used to deter any individual from 
reporting neglect or abuse to the appropriate state agency. 
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COHASSET PUBLIC SCHOOLS  

HEALTH SERVICES 
Life Threatening Allergy Protocol 

 
Objective 

 
This Protocol is designed to protect students, staff, and visitors with Life Threatening Allergies 
while at school, at all school-related activities, and on the school bus. The key to safety with Life 
Threatening Allergies is awareness and prevention. Allergic reactions can span a wide range of 
severity of symptoms. The most severe and potentially life threatening reaction is anaphylaxis. 
Allergy Aware Classrooms will be designated by the building administrators and be clearly 
labeled with appropriate signs to identify them. Informational notices will be sent home to 
parents/guardians of all students in Allergy Aware Classrooms identifying restricted food items 
and requiring a parent/guardian signature confirming acknowledgment. 
 
Anaphylaxis is a potentially life-threatening medical condition occurring in allergic individuals 
after exposure to their specific allergens. Anaphylaxis refers to a collection of symptoms 
affecting multiple systems in the body, the most dangerous of which are breathing difficulties 
and a drop in blood pressure or shock, which are potentially fatal. The most common causes of 
anaphylaxis in children include allergies to bees, latex, and food including dairy products, eggs, 
fish/shellfish, milk, peanuts/tree nuts, soy, and wheat. Anaphylaxis can occur immediately or up 
to two hours after exposure, therefore it is important to identify student(s) at risk, have 
appropriate preventative measures, and be prepared to respond to an emergency. 
 

Planning 
 

Prior to entry into Cohasset Public Schools all student health records must be reviewed by the 
school nurse to: 

• Ensure compliance with Massachusetts State Law for school entry 
• Identify any life-threatening allergies or health concerns and document on the Student 

Health Record 
• Student Information System (SIS) Medic Alert listing at Cohasset Middle High School 

 
Food Allergy & Anaphylaxis Emergency Care Plan (FARE) 

 
Prior to entry the parent/guardian may arrange a meeting with the school nurse to develop an 
emergency care plan for management of their child’s allergy. The following must be provided to 
the school nurse by August 15 and reviewed before the child’s first day of school: 

• Physician documentation of allergy. 
• Physician order for emergency medications is required. All medication orders must be 

renewed annually. 
• Parent/guardian signed consent to administer all emergency medications. 
• Completed FARE with parent approval and signature. 
• Epinephrine auto-injectors, Benadryl, and inhalers with a current expiration date. 
• All students with life-threatening allergies will be encouraged to wear an appropriate 

medical identification bracelet. 



34 
 

 
Prevention Strategies 

 
Protecting a student from exposure to offending allergens is the most important way to prevent 
life-threatening anaphylaxis. The following measures will take place in each area to prevent 
exposure and respond to emergencies: 
 
District/Administrator: 
 

• Create a system-wide emergency plan for addressing life-threatening food based allergic 
reactions and review on an annual basis. 

• Provide in-service training and education for staff regarding life-threatening allergies, 
symptoms, risk reduction procedures, and emergency procedures including epinephrine 
auto-injector training. 

• Emergency Medical Response Teams will be created and updated annually in September. 
a. Building Emergency Response Teams will meet once in August to review 

Emergency Medical Response protocol. 
b. Building Emergency Response Team members may include the Principal, 

Assistant Principal, School Nurse, guidance staff, counseling staff, custodial staff, 
and any other staff members designated by the building principal. 

c. Emergency Medical Response drills will be conducted in coordination with 
school evacuation and fire drill in September and periodically throughout the 
school year. 

• Celebrations- Joseph Osgood School - Celebrations for birthdays and holidays will not 
include food items in all pre K- 2 grade classes. Deer Hill School - 2 celebrations per year 
with food items limited to list of approved allergen free snacks.  Parents to receive notice 
two days prior. Cohasset Middle High School – No celebrations 

 
School Nurse:   
 

• Annually develop a Food Allergy & Anaphylaxis Emergency Care Plan (FARE) with the 
parent and physician.   

• Obtain from the parent/guardian at the start of every school year by August 15th  
a) Medical documentations of Life Threatening Allergy.  
b) Physician order for medication. 
c) Parental consent to administer medication.  

• Prescribed medication 
• Encourage parent/guardian to contact the Director of Food Services at 781-383-6107 if 

they are interested in having their child purchase food at the school.  
• Encourage parents to contact the Director of Transportation if special provisions are 

required during transport to and from school at 781-706-7072. (Carrying the epinephrine 
auto-injector)  

• Identify the student with food allergies. Share information with staff members, protecting 
the confidentiality and privacy of student information.  

• Provide and record yearly attendance of in-service training and education to school staff 
regarding life-threatening allergies. Training to include:      
a)  Signs and symptoms of an allergic reaction.  
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b)  Risk reduction procedures to prevent exposure.   
c)  Location of stock epinephrine auto-injector within the building.  
d)  Return demonstration of administration of a trainer epinephrine auto-injector.  
e) Clear understanding that after the administration of an epinephrine auto-injector, then 
EMS must be activated by calling 911.  

• Responsible for following all Massachusetts Department of Public Health (MDPH) 
regulations governing the administration of prescription medication in the public schools, 
including those regulations permitting non-licensed personnel to be trained and 
administer the epinephrine auto- injector.  

• Establish Allergy Aware Classrooms for PK through 5.  In these classrooms the 
following steps will be taken to minimize exposure:  
a) All student snacks will be placed in a bin outside of the classroom.  
b) The nurse will check and remove snacks that contain nut products.  
c) The nurse with building principal will develop list of approved celebration food and 
check food that will come into the building, if applicable. 
d) No food will be brought into PK- 5th grade classrooms for projects.  

• In the cafeteria, for PK-5, nut free tables will be provided:  
a) Nut free lunch tables will be distinguished from others with a placard indicating that 
the table is nut free.  
b) Lunches will be checked by the school nurse prior to the student sitting at the Allergy 
Free Table.  
c) Elementary students with life threatening allergies may be allowed to sit with the 
general population in the cafeteria, AFTER providing a release signed by their physician 
and parents.  

• Provide the appropriate medication and identify the need for supervision for field trips, as 
directed by the physician orders (FARE).  

• If a student has a known allergy and has not provided an epinephrine auto-injector and 
accompanying physician orders (FARE), the student will be excluded from the field trip.  

• Maintain expiration dates of epinephrine auto-injector and seek replacements from the 
parents when needed.  

• In the event that an epinephrine auto-injector was administered, complete the MDPH 
administration form.  

• Evaluate post epinephrine auto-injector administration response with administration, 
staff, parents and if appropriate student, in order to minimize future exposure to the 
allergen and to improve medical response.  

 
Classroom/Teacher/ESP: 
 

• All Teacher/staff will complete Allergy Awareness Education and Epinephrine Auto-
Injector Training. 

• Teachers will be familiar with the FARE of students in their classroom and the 
emergency protocol in the Medical Emergency Response Plan. Student Medical 
Emergency Response Plans will be included in Substitute Folders. 

• In the event of an allergic reaction (with no known allergic history), the school nurse will 
be called immediately and the school’s Medical Emergency Response Plan will be 
initiated. The school nurse will assess the student and determine if Emergency Medical 
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Services (911) should be called.  If the nurse is not available the building administration 
will be notified immediately. 

• In the event of an allergic reaction (with known allergic history), the student’s FARE will 
be followed. The Medical Emergency Response Plan will be initiated. If applicable, the 
student’s epinephrine auto-injector may be administered by a trained staff member and 
Emergency Medical Services (911) will be called requesting an Advanced Life Support 
Ambulance.  If the nurse is not available the building administration will be notified 
immediately. 

• The classroom will be able to communicate with the school nurse by telephone. 
• Information will be kept about students’ allergies in the classroom in a confidential 

manner. In the case of a food allergy, the identified foods will not be used for projects, 
arts, crafts, science experiments, cooking, or other purposes. 

• Sharing and trading of food is prohibited. 
• Restricted foods are prohibited in the classroom. 
• Teachers will check each day to be sure all epinephrine auto-injectors are in designated 

locations unless the student self-carries epinephrine auto-injector. 
• All adults and children will wash hands before and after food handling and consumption. 
• If an animal is present in the classroom, care will be taken to identify the ingredients in 

their food as some animal feeds contain peanuts. 
• Other life-threatening allergen-free tables will be provided as needed. 

 
Classroom Snack Procedure: 
 

• Parents/Guardians of students in Allergy Aware Classrooms will receive a letter stating 
the prohibited food items for the classroom. A parent/guardian signature will be required 
to confirm acknowledgement of this request. 

• Nurses will check all snacks in Allergy Aware Classrooms prior to snack time to 
determine safety. If a student has a snack that may contain a potential allergen, the snack 
will be removed and an alternative snack will be provided.  Students will wash hands 
with soap and water prior to returning to community tables/supplies and the table will be 
wiped down with wipes to remove any remaining allergens).  

• Reminder letters may be sent home to parents/guardians as needed and teachers are 
encouraged to educate their students regarding food allergies. 

 
 
Substitute Staff Members: 
 

• All substitute staff will complete Allergy Awareness Education and participate in 
Epinephrine Auto-injector Training when completing their hiring packet at Central Office 
and annually thereafter.  Signature to verify completion. 

• Substitutes will review the sub folder and FARE, if applicable, for all students in their 
classroom prior to the start of school. 

• Substitutes will contact the school nurse with any questions/concerns regarding the 
medical needs of the students in the class if necessary. 

• Substitute staff will follow “classroom/teacher/ESP” steps listed above. 
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Field Trips: 
 

• For students with life-threating food allergies, the school nurse will coordinate safety 
measures. 

• Parents/Guardians of students at risk for life-threating food allergies will be offered to 
accompany their children on school trips when appropriate and in compliance with school 
policy for volunteers. 

• Adequate notice will be given to the school nurse and parents/guardians of students with 
life threatening allergies for all planned field trips. Cohasset Public Schools Field Trip 
Protocol will be followed.   

• Emergency medications and a copy of the student’s medication orders and FARE will 
accompany the student. 

• A cell phone or other communication device will be available on the trip for emergency 
calls. 

• In the absence of parent/guardians or the school nurse, a trained staff member will 
accompany the field trip and be identified to the student. 

• Field trips will be planned to be inclusive. 
• Reminder notices will be sent home to parents/guardians regarding food safety and bag 

lunches. 
• Students and staff will be reminded to wash hands after eating and encouraged to bring 

hand wipes along. 
• Lunches will be checked by nurse or teacher in grades PK-5. 

 
School Bus: 
 

• School bus drivers will complete Allergy Awareness Education and Epinephrine Auto-
injector training. 

• Eating on school busses is prohibited at all times. 
• School bus drivers will radio the dispatch center in the event of an emergency and 

activate the 911 system. 
• School busses will have a means of communication for emergency calls. 
• Parents/guardians are responsible to inform the transportation coordinator at 781-706-

7072 annually if their child had a medical concern. 
• The school nurse will send home a reminder notice annually encouraging 

parents/guardians to inform the transportation coordinator (as part of the back to school 
medical information packet) if their child has a life threatening allergy or any reported 
medical condition that is of concern. The parent/guardian is responsible to inform the 
transportation coordinator about any medication the student is carrying (i.e.: epinephrine 
auto-injector, inhaler, insulin).  

 
 
Gym/Recess: 
 

• Teachers and staff responsible for gym/recess will complete Allergy Awareness 
Education and Epinephrine Auto-Injector Training. 

• Staff in the gym, on the playground, or other sites used for recess will have a walkie-
talkie or cell phone for emergency communication. 
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• A current epinephrine auto-injector will be available and a trained staff member will be 
onsite. 

 
School Sanctioned After School Activities: 
 

• All Staff will know how to access emergency services – 911. 
• All District funded school activities will implement Cohasset Public Schools procedures 

regarding life-threatening allergies and follow their schools Medical Emergency 
Response Plan in the event of a medical emergency. 

• With written parental/guardian permission, coaches or other adult staff will be provided 
with student FARE when a life-threatening allergy exists. 

• A current epinephrine auto-injector will be available, and a trained staff member onsite. 
 
Food Services Director/Cafeteria: 

• At the beginning of each year, provide in-service training to nutritional service 
employees regarding safe food handling practices to avoid cross contamination with 
potential food allergens.  

• Food service employees will wear non-latex gloves. Gloves will be changed during 
extended use and hands will be washed frequently to avoid cross contamination with 
potential food allergens.  

• All school menu items will be peanut and nut free.   
• Cafeteria staff will be made aware of each individual student’s allergies and flagged in 

the POS computer system.  
• Custodial staff will distinguish nut free and milk free tables.  
• Custodians will be trained to clean tables following proper procedures to avoid cross-

contact.  
• Director will have all food labels on file for food being served.  
• All cafeteria staff will be trained to recognize symptoms of allergic reaction and the use 

of epinephrine auto-injector.  
• Will have knowledge of the laws protecting students with food allergies as they relate to 

food services. 
• In schools where there are students with peanut allergies, a peanut free table will be 

available in the cafeteria and clearly identified as such. 
• Students will be encouraged to wash hands or use hand sanitizer before and after eating. 
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Parent /Guardian Responsibilities:  

• Inform the school nurse of your child’s allergies as soon as possible after diagnosis and 
annually by August 15th thereafter.  

• Provide physician orders annually by August 15th of each year which include child’s 
allergy diagnosis and treatment. (Food Allergy Research and Education form preferred, 
FARE).  

• Annually provide physician ordered up-to-date emergency medication to the school nurse 
by August 15th.  

• Work with school personnel to minimize your child’s exposure to known allergens.  
• Notify the Transportation Director for Cohasset Public Schools of your child’s allergies 

and any special provisions required during transport to and from school at the start of 
each year. 

• Contact the Director of Food Services in regards to your child’s allergy at the start of 
each year. 

• Provide the school with current emergency contact numbers.  
• Inform the school nurse of any changes in your child’s life threatening allergy status.  
• Provide the school nurse with a physician’s statement if your child no longer has a life 

threatening allergy.  
• Consider having your child wear a medical alert bracelet.  
• Annually provide signed Medical Release Form, allowing the nurse to share your child’s 

allergy information with appropriate staff members. 
• Teach your child to:  

o Recognize the first symptoms of an allergic/anaphylactic reaction.  
o Notify an adult as soon as they feel a reaction starting. Encourage self-

advocacy.  
o Know the location of epinephrine auto injectors in the school. If age 

appropriate, have your child self-carry and train to self-administer epinephrine 
auto-injector.  

o Not share food, drinks or utensils.  
o Understand the importance of hand washing before and after eating.  
o Perform age appropriate label reading.    
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Emergency Response 
 

Mild Reaction: 
 

• School nurse will contact parent. 
• School nurse will meet with student and parent to re-examine the Food Allergy & 

Anaphylaxis Emergency Care Plan (FARE). 
 

Moderate to Severe Reaction: 
 

• School nurse will obtain as much accurate information as possible about the allergic 
reaction. 

• School nurse will identify those involved in the medical intervention and all witnesses. 
• Factual information that does not identify the student may be provided to the school 

community to reassure students and staff that the crisis is resolved. 
• If the allergic reaction is thought to be from a food provided by the school food service, 

assistance will be sought from the School Food Service Director to determine what 
potential food was served or consumed. 

• Review the student’s FARE. 
• Amend the FARE to address any changes that need to be made. 
• Review with everyone involved any changes that need to be made to prevent another 

reaction. 
• Provide reassurance to student, parents/guardians, staff members, and other students that 

necessary changes have been implemented to prevent another reaction. 
• School psychologists and/or school counselors will be available for students, staff, etc. 

who may experience anxiety and provide services as needed. 
 
Fatal Reaction: 
 

• In the rare, but possible instance that a fatal allergic reaction occurs, the school’s crisis 
plan for dealing with the death of a student will be implemented. 

 
 
Definitions: 
 
Advanced Life Support Ambulance - An ambulance that is staffed with a paramedic. 
 
Allergy Aware Classroom is defined as all staff, students, parents/guardians, and visitors to the 
classroom will be aware of the known allergies in the classroom. To be allergy aware one must 
understand the basic information about allergies, how to avoid allergens to avoid reactions, the 
symptoms of a reaction, and what to do when symptoms of a reaction are observed. Notification 
will be in the form of signs, letters home, staff meetings, class discussion, and volunteer 
orientation. 
 
Allergy Awareness Education- Training and materials that provide clear, actionable 
information to schools staff to help them support students with food allergies. 
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Emergency Medical Response Team- Building-based team identified to respond to medical 
emergencies 
 
Epinephrine Auto-Injector - a medical device used for injecting a measured dose or doses 
of epinephrine (adrenaline) by means of auto-injector technology. It is most often used for the 
treatment of anaphylaxis. 
 
Food Allergy & Anaphylaxis Emergency Care Plan –FARE - A written plan of steps to take 
if the individual is exposed to their food allergen.   
 
Life Threatening Allergy- Exposure to an allergen that may cause anaphylaxis and potentially 
death. 
 
Medical Emergency Response Plan - A written plan of action that the staff is expected to 
follow in the event of a medical emergency.  
 
Student Health Record- An individual health record (both paper and computerized) is 
maintained for each student throughout his/her school career. The paper record contains medical 
information submitted to the school nurse, such as physicals, immunization records and 
completed health history from when the student entered the school system. 
 
Student Information System- SIS- Cohasset Public Schools currently uses iPASS for SIS.  It is 
a browser-based student administrative software program that manages all student information. 
 
 
 
 
 
 
  



42 
 

 

Cohasset Public Schools Safety Plan 
Emergency Management and Crisis Intervention Plan 

Revised July 2015 

Forward 
The safety of our children, faculty, and staff is our most basic responsibility. We thank all 
parents for entrusting us with the care of their children, and while we hope that the following 
plan is never implemented, we have taken great care in creating guidelines and procedures that 
will help us fulfill our responsibility in the event that a crisis occurs. 
 
In partnership with the first responders of Cohasset and incorporating best practices from 
resources such as The Massachusetts Task Force Report on School Safety and Securityi, The 
A.L.I.C.E. Training Instituteii, the Good Grief Program,iii and the Youth Health Connectioniv, the 
Cohasset Public Schools have outlined the crisis teams, crisis definitions, and team 
responsibilities. This information will be supplemented by other crisis resources as required by 
the nature of the event.  
 

Crisis Teams 
A crisis is defined as any event which would significantly impact Cohasset Public Schools in 
general or impact the normal operation of any individual school. Each crisis is different and 
requires a different level of response, and while the Superintendent of Schools in concert with 
the Cohasset Police Department are ultimately in charge, crisis teams will be defined as building-
based in order to quickly and efficiently respond to an individual crisis.  
The crisis teams are defined as follows: 
Superintendent of Schools…... Ms. Louise Demas 781-789-7970 
Assistant Superintendent. …... Ms. Sue Skeiber 781-831-2261 
Business Manager…………… Mr. John Tuffy 781-789-7351 
Facilities Director…………… Mr. Mark Kelly 781-844-6127 
Director of Student Services… Ms. Mary Buchanan 781-789-7796 
   
Middle-High School 
Principal……………………... Ms. Carolyn Connolly** 781-635-5427 
Assistant Principal…………... Ms. Kerri Sandler 781-789-4403 
Assistant Principal…………... Mr. Brian Scott 781-635-6638 
Guidance Counselors………... Ms. Cate Nelligan  
 Ms. Laura Struzziery  
 Mr. Kevin McGowan  
Adjustment Counselors……... Ms. Leanne McCarthy  
 Ms. Emily Manewal  
School Psychologist…………. Ms. Caitlin Stromberg  
School Nurse………………... Ms. Judy Collins  
Special Education Team Chair Ms. Meredith Whelan  
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Deer Hill School 
Principal……………………... Dr. Jennifer deChiara** 781-789-4679 
Adjustment Counselor............ Mrs. Robyn Costa  
School Psychologist................. Ms. Alyson Doyle  
School Nurse........................... Mrs. Mary Mastromarino  
School Secretary..................... Mrs. Joni Meade  
 
Joseph Osgood School 
Principal……………………... Ms. Lisa Farrell** 781-789-5528 
School Psychologist…………. Ms. Alyson Doyle  
Adjustment Counselor………. Mr. David Vinton  
Custodian……………………. Mr. Ted Holland  
School Secretary…………….. Ms. Judy Figueiredo  
School Nurse………………...   
**Head of Team 
Crisis Levels 
 
Level Definition Examples 

 
I Presents an imminent problem to 

students, staff, and/or property beyond 
the school’s control.  

Sudden and unexpected death of an 
administrator, teacher, staff member or 
student; dangerous person on grounds; 
hazardous materials incident; bomb threat; 
any event that would prohibit routine school 
operations. 
 

II Presents potential problems to students, 
staff, and/or property.  

Sudden or serious injury or illness of an 
administrator, teacher, staff member, or 
student which is widely publicized (i.e. drunk 
driving accident); missing student; field trip 
emergency.  
 

III Presents conditions that indicate a 
potential situation in a formative stage.  

Negative press; the anticipated death of a 
community member; death of a relative of an 
administrator, teacher, staff member or 
student; vandalism. 
 

Levels I and II require immediate assembly of the crisis team if possible. Level III requires 
timely notification by the head of the team. In the event of any crisis, an administrator should be 
contacted as soon as possible.  
 
General Crisis Team Responsibilities 
 
The objectives of the crisis team are to ensure the safety of everyone, stabilize the situation and 
resolve the issue if possible, and provide support for responding public safety agencies. In 
general, the crisis team should: 

• Verify all information 
• Notify the Superintendent  
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• Determine the appropriate level of crisis 
• Determine the affected population (one class, one grade, one school) 
• Determine an appropriate response 
• The Superintendent or Principal will contact the appropriate authorities 
• Arrange for communication to students, faculty, staff, and parents 

Specific Crisis Team Responsibilities 
Level I Response 
Level I emergencies often require an immediate response. To facilitate the responses of the 
adults in charge, the district has adopted the A.L.I.C.E. response approach. A.L.I.C.E. is an 
acronym that stands for Alert, Lockdown, Inform, Counter, and Evacuate. A.L.I.C.E. is not 
designed to be sequential but to be used dynamically in each situation.v A.L.I.C.E. is designed so 
that the adults and students can use their best judgments in order to ensure student safety. All 
members of the school community should be familiar with these basic responsibilities: 
Alert 
 

Use plain and specific language to alert as many people as possible to the 
danger. This can be communicated in a variety of ways (text or email, 
phone call, PA announcement, etc.). It is important that alerts contain 
information (i.e. where a shooter is in the building) so that others can make 
informed decisions about how best to respond.  
 

Lockdown 
 

Some situations will require containment of students and staff to a semi-
secure space. Barricade the room, but be prepared to counterattack or 
evacuate if necessary.  
 

Inform Communicate the intruder’s location in real time if possible. Providing such 
information will allow classrooms in lockdown but not in the immediate 
vicinity of the shooter to evacuate.  
 

Counter In the event that the threat is imminent, create a dynamic environment by 
creating noise, movement, distance and distraction with the intention of 
reducing the shooter’s ability to shoot accurately.  
 

Evacuate When safe to do so, remove yourself from the danger area. See specific 
evacuation routes in the appendix. 
 

Level II Response 
Level II emergencies will often allow time for the crisis team to assemble. Depending on the 
situation, a lockdown may be appropriate. Such a measure will be determined by the principal. In 
less severe circumstances, a shelter in place order may be warranted, in which case students and 
staff should be contained within the building due to a particular threat. Under such 
circumstances, students and staff should remain where they are, but the room does not need to be 
barricaded. An administrator will remove the shelter in place order.  
 
Level III Response 
Level III responses will allow for the crisis team, or a subset of the crisis team, to assemble, at 
which time the team will determine the appropriate response.  
Communicating with the Media 
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The superintendent is the chief spokesperson for the school unless otherwise assigned. In the 
absence of the superintendent or with express permission, the principal will coordinate and 
handle all communications with the local media. No other member of the school should speak on 
the school’s behalf without expressed consent. This will enable accurate and necessary 
information to be funneled to appropriate sources.  

1 N.p.: n.p., n.d. Massachusetts Task Force Report on School Safety and Security. School Safety 
and Security Task Force, July 2014. Web. 3 Sept. 2014. 

1 "ALICE Training Institute." ALICE Training Institute. N.p., n.d. Web. 03 Sept. 2014. 

1 "Pediatrics – Good Grief Program." Pediatrics. N.p., n.d. Web. 03 Sept. 2014. 
 
1 "Youth Health Connection." - South Shore Hospital, South Weymouth. N.p., n.d. Web. 03 Sept. 
2014. 
 
1 "ALICE Acronym - ALICE Training Institute." ALICE Training Institute. N.p., n.d. Web. 03 
Sept. 2014. 
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