
 5113 

 

Series 5000 – Students 
 

1. Elementary and Secondary 

 

A. Attendance 

 

(5)  Attendance, Excuses, Dismissal 

 

Connecticut state law requires parents to cause their children, ages five through eighteen inclusive, 

to attend school regularly during the hours and terms the public school is in session.  Parents or 

persons having control of a child five years of age have the option of not sending the child to school 

until ages six or seven.  Mandatory attendance terminates upon graduation or withdrawal with 

written parent/guardian consent at age seventeen. 

 

A student is considered to be “in attendance” if present at his/her assigned school/class, or an 

activity sponsored by the school (e.g., field trip), for at least half of the regular school day. A student 

who is serving an out-of-school suspension or expulsion should always be considered absent. A 

student not meeting the definition of “in attendance” shall be considered absent. 

 

Classroom learning experiences are the basis for public school education.  Time lost from class is 

lost instructional opportunity.  The Board of Education requires that accurate records be kept of the 

attendance of each child, and students should not be absent from school without parental knowledge 

and consent. 

 

Definitions (related to chronic absenteeism) 

 

Chronically absent child:  An enrolled student whose total number of absences at any time 

during a school year is equal to or greater than ten percent of the total number of days that such 

student has been enrolled at such school during such school year. 

 

Absence:  An excused absence, unexcused absence or disciplinary absence, as those terms are 

defined by the State Board of Education or an in-school suspension that is greater than or equal 

to one-half of a school daypursuant to C.G.S. 10-198b. 

 

District chronic absenteeism rate:  The total number of chronically absent children in the 

previous school year divided by the total number of children under the jurisdiction of the Board 

of Education for such school year. 

 

School chronic absenteeism rate:  The total number of chronically absent children for a school 

in the previous school year divided by the total number of children enrolled in such school for 

such school year. 

 

A student’s absence from school shall be considered “excused” if written documentation of the 

reason for such absence has been submitted within ten (10) school days of the student’s return to 

school and meets the following criteria: 

 

A. For absences one through nine, a student’s absences from school are considered “excused” 



when the student’s parent/guardian approves such absence and submits appropriate 

documentation to school officials.   

 

Such documentation includes a signed note from the student’s parent/guardian, a signed note 

from a school official that spoke in person with the parent/guardian regarding the absence, 

or a note confirming the absence by the school nurse or by a licensed medical professional, 

as appropriate. Documentation should explain the nature of and the reason for the absence as 

well as the length of the absence. Separate documentation must be submitted for each 

incidence of absenteeism. 

 

B. For the tenth absence and all absences thereafter, a student’s absences from school are 

considered excused for the following reasons: 

 

1. Student illness (must be verified  by a licensed medical professional to be deemed 

excused, regardless of the length  of the absence); 

2. Student’s observance of a religious holiday;  

3. Death in the student’s family or other emergency beyond the control of the student’s 

family; 

4. Mandated court appearances (documentation required); 

5. The lack of transportation that is normally provided by a district other than the one  

the student attends (no parental documentation required); 

6. Extraordinary educational opportunities pre-approved by District administration and 

to be in accordance with Connecticut State Department of Education guidance. 

 

C. A student’s absence from school shall be considered unexcused unless: 

 

1. The absence meets the definition of an excused absence and meets the 

documentation requirements; or 

2. The absence meets the definition of a disciplinary absence, which is the result of 

school or District disciplinary action and are excluded from these State Board of 

Education approved definitions. 

 

When the school in which a child is enrolled receives no notification from a parent or other person 

having control of the child is aware of the child’s absence, a reasonable effort shall be made by 

school personnel or volunteers under the direction of school personnel to notify by telephone and by 

mail such parent or other person having control of the child. 

 

The required mailed notice shall include a warning that two unexcused absences from school in one 

month or five unexcused absences in a school year may result in a complaint filed with the Superior 

Court alleging the belief that the acts or omissions of the child are such that the child’s family is a 

family with service needs. 

 

Responsibility for completion of missed classwork lies with the student, not the teacher.  Unless a 

student has an extended illness, all make-up work will be complete within five days after the student 

returns to school. 

 

Excused Absences for Children of Service Members 

 

An enrolled student, age five to eighteen, inclusive, whose parent or legal guardian is an active 

duty member of the armed forces, as defined in section 27-103, and has been called to duty for, 



is on leave from, or has immediately returned from deployment to a combat zone or combat 

support posting, shall be granted ten days of excused absences in any school year and, at the 

discretion of the Superintendent or his/her designee, additional excused absences to visit such 

child’s parent or legal guardian with respect to such leave or deployment of the parent or legal 

guardian. In the case of such excused absences such child and parent or legal guardian shall be 

responsible to obtaining assignments from the student’s teacher prior to any period of excused 

absence, and for ensuring that such assignments are completed by such child prior to his or her 

return to school from such period of excused absence. 

 

Chronic Absenteeism 

 

The Board of Education, in compliance with statute, requires the establishment of attendance 

review teams when chronic absenteeism rates in the District or at individual schools in the 

District meet the following circumstances: 

 

1. A team for the District must be established when the District chronic absenteeism rate is 

10 percent or higher. 

2. A team for the school must be established when the school chronic absenteeism rate is 15 

percent or higher. 

3. A team for either the District or each school must be established when (a) more than one 

school in the District has a school chronic absenteeism rate of 15 percent or higher or (b) 

a District has a District chronic absenteeism rate of 10 percent or higher and one or more 

schools in the District have a school chronic absenteeism rate of 15 percent or higher. 

 

The membership of attendance review teams may consist of school administrators, guidance 

counselors, school social workers, teachers, chronically absent children, parents or guardians of 

chronically absent children, and representatives from community-based programs who address 

issues related to student attendance by providing programs and services to truants. 

 

Each attendance review team shall be responsible for reviewing the cases of truants and 

chronically absent children, discussing school interventions and community referrals for such 

truants and chronically absent children and making any additional recommendations for such 

truants and chronically absent children and their parents or guardians. Each established 

attendance review team shall meet at least monthly. 

 

The District shall utilize the chronic absenteeism prevention and intervention plan developed by 

the State Department of Education when it becomes available. (SDE to develop by 1/1/16) 

 

The District shall annually include in information for the strategic school profile report for each 

school and the District that is submitted to the Commissioner of Education, data pertaining to 

truancy and chronically absent children. 

 

The Principal or his/her designee of any elementary or middle school located in a town/city 

designated as an alliance district may refer to the children’s truancy clinic established by the 

Probate Court serving the town/city, a parent/guardian with a child defined as a truant or who is 

at risk of becoming a truant. (An attendance officer or a police officer shall deliver the citation 

and summons and a copy of the referral to the parent/guardian.) 

 



Dismissal 

 

No school, grade, or class may be dismissed before the regularly scheduled dismissal time without 

the approval of the Superintendent or his/her designee. 

 

No teacher may permit any individual student to leave school prior to the regular hour of dismissal 

without the permission of the Principal. 

 

No student may be permitted to leave school at any time other than at regular dismissal without the 

approval of the student’s parent/guardian.  If a court official with legal permission to take custody of 

a child, or if a police officer arrests a student, the parent/guardian should be notified of these 

situations by the administration. 

 

(cf. 5142 - Student Safety) 

(cf. 5113.2 - Truancy) 

(cf. 6113 - Released Time) 

 

Legal Reference  Connecticut General Statutes 

10-220(c) Duties of boards of education (as amended by PA 15-225) 

10-184 Duties of parents (as amended by PA 98-243 and PA 00-157) 

10-185 Penalty 

10-198a Policies and procedures concerning truants (as amended by 

PA11-136, An Act Concerning Minor Revisions to the Education Statutes 

and PA 14-198, An Act Concerning Excused Absences from School for 

Children of Service Members.) 

10-198b State Board of Education to define “excused absence”, 

“unexcused absence”, and “disciplinary absence” 

45a-8c Truancy clinic. Administration. Policies and procedures. Report. 

(as amended by PA 15-225) 

PA 15-225, An Act Concerning Chronic Absenteeism 

10-198d Chronic absenteeism (as amended by PA 17-14) 

10-199 through 10-202 Attendance, truancy - in general 

Action taken by State Board of Education on January 2, 2008, to define 

“attendance.” 

Action taken by State Board of Education on June 27, 2012, to define 

“excused” and “unexcused” absences. 

 

PA 17-14 An Act Implementing the Recommendations of the Department 

of Education 

 

 

Policy adopted:  October 20, 2015 SUFFIELD PUBLIC SCHOOLS 

Policy revised:  Suffield, Connecticut 



 5113.2 

 

Series 5000 – Students 
 

1. Elementary and Secondary 

 

A. Attendance 

 

(5)  Attendance, Excuses, Dismissal 

  

(f)  Truancy 
 

Introduction and Definitions 

 

The district’s policy on student truancy shall stress early prevention and inquiry leading to 

remediation of absences rather than imposition of punitive measures for students.  Referral to legal 

authorities normally shall be made only when local resources are exhausted. For purposes of 

implementing this policy and for reporting purposes regarding truancy, the District will utilize the 

State Board of Education approved definitions of “excused,” and “unexcused,” and “disciplinary” 

absences. 

 

“Truant” shall mean a student age five to eighteen, inclusive, who has four unexcused absences in 

any one month, or ten unexcused absences in one school year. 

 

“In attendance” shall mean a student if present at his/her assigned school/class, or an activity 

sponsored by the school (e.g., field trip), for at least half of the regular school day. A student 

who is serving an out-of-school suspension or expulsion should always be considered absent. 

 

“Chronically absent child” is an enrolled student whose total number of absences at any time 

during a school year is equal to or greater than ten percent of the total number of days that such 

student has been enrolled at such school during such school year. 

 

“Absence” means an excused absence, unexcused absence or disciplinary absence, as those 

terms are defined by the State Board of Education or an in-school suspension that is greater than 

or equal to one-half of a school daydaypursuant to C.G.S. 10-198b. 

 

“District chronic absenteeism rate” means the total number of chronically absent children in 

the previous school year divided by the total number of children under the jurisdiction of the 

Board of Education for such school year . 

 

“School chronic absenteeism rate” means the total number of chronically absent children for a 

school in the previous school year divided by the total number of children enrolled in such 

school for such school year. 

 



Remediation of Truancy 

 

School personnel shall seek cooperation from parents or other persons having control of such 

child and assist them in remedying and preventing truancy.  The Superintendent of Schools shall 

develop regulations which will detail the following school district obligations under the district’s 

truancy policy. 

 

1. Notify parents annually of their obligations under the attendance policy. 

 

2. Obtain telephone numbers for emergency record cards or other means of contacting 

parents or other persons having control of the child during the school day. 

 

3. Establish a system to monitor student attendance. 

 

4. Make a reasonable effort by telephone and by mail to notify parents or other persons 

having control of the child when a child does not arrive at school and there has been no 

previously approval or other indication which indicates parents are aware of the absence.   

(Note:  Persons who in good faith give or fail to give notice pursuant to this section shall 

be immune from any liability, civil or criminal, which might otherwise be incurred or 

imposed and shall have immunity with respect to any judicial proceeding which results 

from such notice or failure to give notice.) 

 

The required mailed notice shall include a warning that two unexcused absences form 

school in one month or five unexcused absences in a school year may result in a 

complaint filed with the Superior Court alleging the belief that the acts or omissions of 

the child are such that the child’s family is a family with service needs. 

 

5. Identify a student as “truant” when the student accumulates four unexcused absences in 

any month or ten in a school year. 

 

6. Identify a student as “chronically absent” when the student accumulates a total number of 

absences at any time during a school year that is equal to or greater than ten percent of 

the total number of days that such student has been enrolled at the school during the 

school year. 

 

7. Appropriate school staff meet with parents of a child identified as truant or chronically 

absent to review and evaluate the situation, within ten days of such designation. Such 

meeting may involve the school or District Attendance Team. 

 

Students so identified may be subject to: 

 

(a) retention in the same grade to acquire necessary skills for promotion or retention. 

(b) a requirement to complete a summer school program successfully before being 

promoted to the next grade. 

 



8. File a written complaint with the Superior Court, not later than fifteen calendar days after 

the failure of a parent/guardian to attend the meeting (item #6) or upon the failure to 

cooperate with the school attempting to solve the truancy problem, alleging that the acts 

or omissions of a child identified as "truant" are such that the student’s family is a 

“family with service needs”, if the parent or other person having control of the child fails 

to attend the required meeting with appropriate school personnel to evaluate why the 

child is truant or fails to cooperate with the school in trying to solve the child's truancy 

problem. 

 

9. When a petition is filed, an educational evaluation of the truant student shall be done by 

appropriate school personnel if no such evaluation has been performed within the 

preceding year. 

 

10. Provide coordination of services and refer “truants” to community agencies which 

provide child and family services. 

 

11. If in existence, refer the child to the children’s probate court truancy clinic. 

 

Chronic Absenteeism 

 

The Board of Education, in compliance with statute, requires the establishment of attendance 

review teams when chronic absenteeism rates in the District or at individual schools in the 

District meet the following circumstances: 

 

1. A District team must be established when the District’s chronic absenteeism rate is 10 

percent or higher. 

2. A school team must be established when the school chronic absenteeism rate is 15 

percent or higher. 

3. A team for either the District or each school must be established when (a) more than one 

school in the District has a school chronic absenteeism rate of 15 percent or higher or (b) 

a District has a District chronic absenteeism rate of 10 percent or higher and one or more 

schools in the District have a school chronic absenteeism rate of 15 percent or higher. 
 
The membership of attendance review teams may consist of school administrators, guidance 

counselors, school social workers, teachers, chronically absent children, parents or guardians of 

chronically absent children, and representatives from community-based programs who address 

issues related to student attendance by providing programs and services to truants. 

 

Each attendance review team shall be responsible for reviewing the cases of truants and 

chronically absent children, discussing school interventions and community referrals for such 

truants and chronically absent children and making any additional recommendations for such 

truants and chronically absent children and their parents or guardians. Each attendance review 

team shall meet at least monthly. 

 

The District shall utilize the chronic absenteeism prevention and intervention plan developed by 

the State Department of Education when it becomes available. (SDE to develop by 1/1/16) 



The District shall annually include in information for the strategic school profile report for each 

school and the District that submitted to the Commissioner of Education, data pertaining to 

truancy and chronically absent children. 

 

The Principal or his/her designee of any elementary or middle school located in a town/city 

designated as an alliance district may refer to the children’s truancy clinic established by the 

Probate Court serving the town/city, a parent/guardian with a child defined as a truant or who is 

at risk of becoming a truant. (An attendance officer or a police officer shall deliver the citation 

and summons and a copy of the referral to the parent/guardian.) 

 

Legal Reference: Connecticut General Statutes 

10-184 Duties of parents. (as amended by PA 98-243 and PA 00-157) 

10-198a Policies and procedures concerning truants (as amended by PA 

00-157 and PA 11-136) 

10-198b State Board of Education to define “excused absence”, 

“unexcused absence”, and “disciplinary absence” 

10-198c Attendance review teams (as amended by PA 17-14) 

10-198d Chronic absenteeism 

10-199 through 10-202 Attendance, truancy in general. (Revised, 1995, 

PA 95-304) 

45a-8c Truancy clinic. Administration. Policies and procedures. Report. 

(as amended by PA 15-225) 

10-220(c) Duties of boards of education (as amended by PA 15-225) 

10-202e-f Policy on dropout prevention and grant program. 

10-221(b) Board of education to prescribe rules.   

Campbell v New Milford, 193 Conn 93 (1984). 

Action taken by the State Board of Education on January 2, 2008, to 

define “attendance.” 

Action taken by the State Board of Education on June 27, 2012, to define 

“excused and “unexcused” absences.  

PA 15-225, An Act Concerning Chronic Absenteeism. 

 
 

Policy adopted:   January 22, 2013 SUFFIELD PUBLIC SCHOOLS 

Policy revised: October 20, 2015 Suffield, Connecticut 



 4131 
 

Series 4000 – Personnel – Certified & Non-Certified 
 

1.  Certified Personnel 

 

C.  Activities 
 

(1)  Staff Development 
 

“Staff development” is viewed by the Board of Education (Board) as a continuous systematic effort 

to improve educational programs in this school district through (1) staff involvement in organized 

program planning, implementation and evaluation efforts, and (2) activities to upgrade the skills, 

knowledge and ability of educators to improve student learning. 

 

Staff development experiences, for which CEUs are awarded, should be guided by: 

 

 expectations for student performance as reflected in Connecticut’s Common Core of 

Learning and the Connecticut Standards ; Common Core State Standards (CCSS); 

 school or district goals; 

 actual student performance measures inclusive of curriculum based assessments 

reflecting higher order thinking skills, as well as the Connecticut Mastery Test (CMT) 

and the Connecticut Academic Performance Test (CAPT) in addition to other indices; 

and 

 what teachers need to know and be able to do to improve instruction that advances 

student learning, using the Connecticut Common Core of Teaching (CCT) as the 

framework. 

 

Teachers must constantly review curricular content, teaching methods and materials, educational 

philosophy and goals, social change and other topics related to education to enhance the capabilities 

of educators to improve student learning and achievement. Significant opportunities should also be 

offered annually to enhance the abilities of staff to promote student mastery in literacy and 

numeracy. The  Board of Education recognizes that it shares with its certified staff responsibility for 

the upgrading and updating of teacher performance and attitudes. The Board of Education and the 

certified staff support the continuing training of teachers and the improvement of instruction. 

 

All employees shall be provided opportunities for the development of increased competence beyond 

that which they may attain through the performance of their assigned duties. The emphasis of such 

learning experiences will be focused on creating a collaborative culture using data to inform 

classroom, school and district decision making so that all children can achieve at high levels.  

 

Planning and implementation of all instructional programming shall be accomplished through the 

structures of grade level and content area teams, data teams, and building or district committees.  

Special effort shall also be given to administrators and/or supervisors in training pursuant to their 

obligations in the evaluation of the teacher. 
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Each certified employee shall annually participate in a program of professional development, of 

not fewer than eighteen hours in length, of which a preponderance is in a small group or 

individual group settings. The professional development program shall: 

 

1. be a comprehensive, sustained and intensive approach to improving teacher and 

administrator effectiveness in increasing student knowledge achievement; 

2. focus on refining and improving various effective teaching methods that are shared 

between and among educators; 

3. foster collective responsibility for improved student performance, and 

4. be comprised of professional learning that is aligned with rigorous state student 

academic achievement standards, conducted at the school among educators and 

facilitated by principals, coaches, mentors and distinguished educators or other 

appropriate teachers, occurs frequently on an individual basis or among groups of 

teachers in a job-embedded process of continuous improvement, and includes a 

repository or best practices for teaching methods developed by educators within each 

school that is continuously available to such educators for comment and updating. 

 

Staff development experiences, made available by the Board directly, or through a RESC, with 

another Board of Education or through a provider approved by the Commissioner, shall be 

consistent with any goals identified by the certified employees and the Board. 

 

Staff development activities should respond directly to the relevant educational needs of the student 

body and be reflective of the global society in which we live, and include: (a) content areas such as 

language arts, including reading, writing, speaking, listening, viewing and enacting; math, social 

studies and science; (b) methodological areas such as motivation, teaching techniques, including the 

use of technology in the classroom and classroom management; and (c) affective areas of 

interpersonal relations of students and faculty, student growth and development and staff 

communication, problem solving, and decision making.  The in-service program shall fulfill all 

applicable statutory requirements, especially those delineated in Connecticut General Statute 10-

220a.  

 

The  Superintendent shall provide the staff with opportunities in areas such as the following: 

 

1. Visits to other classrooms and other schools for purposes of problem solving, experimenting 

and interacting professionally with colleagues. 

2. Conferences involving other personnel from the district, county, state, region and nation for 

purposes of problem solving, experimenting and interacting professionally with colleagues. 

3. Writing of professional journal articles. 

4. Opportunities for curriculum development. 

5. Training classes and workshops offered within the district which fulfill “Connecticut’s 

Guidelines for the Issuance of Continuing Education Units Required for Certification.” 

6. Further training at, or in cooperation with, institutions of higher learning, as provided by 

law. 

7. A full and up-to-date professional library for the certified staff made available for optimum 

reference use. 

8. Professional educational conferences. 
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The Superintendent  is to report annually to the Board of Education on the professional  

development program and its effect with recommendations for changes as needed. 

 

The Board believes that staff development experience should be comprehensive, sustained, and 

intensive enough to improve teacher and administrator effectiveness in raising student 

performance, and foster collective responsibility for improved student performance. 

Teachers must constantly review curricular content, teaching methods and materials, educational 

philosophy and goals, social change and other topics related to education to enhance the 

capabilities of educators to improve student learning. The Board of Education recognizes that it 

shares with its certified staff responsibility for the upgrading and updating of teacher 

performance and attitudes. The Board of Education and teachers’ organizations support the 

principle of continuing training of teachers and the improvement of instruction. 

 

All employees shall be provided opportunities for the development of increased competence 

beyond that which they may attain through the performance of their assigned duties. 

 

The Board, in order to determine its professional development program seeking the advice and 

assistance of teachers, shall establish a professional development and evaluation committee, 

consisting of certified employees, including representatives of the exclusive bargaining 

representative for such employees. Committee membership shall consist of at least one 

representative from each of the teachers’ and administrators’ unions and other school personnel 

the Board deems appropriate.  The duties of the committee shall include, but not be limited to, 

participation in the development of a teacher evaluation and support program for the District, the 

development, evaluation and annual updating of a comprehensive local professional 

development plan, in fulfillment of the statutes, for certified employees of the District.  Such 

plan shall (1) be directly related to the educational goals proposed by the Board pursuant to 

C.G.S. 10-220(b), (2) be developed in full consideration of the priorities and needs related to 

student outcomes as determined by the State Board of Education, and (3) provide for the ongoing 

and systematic assessment and improvement of both teacher evaluation and professional 

development of the Board’s professional staff members, including personnel management and 

evaluation training or experiences for administrators, shall be related to regular and special 

student needs and may include provisions concerning career incentives and parent involvement. 
 

The members chosen by the Board (via the Superintendent and/or designee) to be on the 

professional development and evaluation committee shall serve at the pleasure of the Board. 

 

Special effort shall be made to prepare teachers and other school personnel to meet the needs of 

students of diverse cultural and ethnic backgrounds. Planning and implementation of such 

programs shall be done cooperatively by administration, teachers and parent advisory groups.  

Special effort shall also be given to administrators and/or supervisors in training pursuant to their 

obligations in the evaluation of the teacher. 

 

Staff development activities should respond directly to the educational needs of the student body.  

The in-service program shall fulfill all applicable statutory requirements, especially those delineated 

in CGS 10-220a, as amended. 
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Such in-service training program for certified staff shall provide information on (1) the nature 

and the relationship of drugs and alcohol to health and personality development and procedures 

for discouraging their abuse, (2) health and mental health risk reduction education that includes, 

but need not be limited to, the prevention of risk-taking behavior by children and the relationship 

of such behavior to substance abuse, pregnancy, sexually transmitted diseases, including HIV-

infection and AIDS, violence, teen dating violence, domestic violence and child abuse, (3) 

school violence prevention, conflict resolution, the prevention of a response to youth suicide and 

the identification, prevention of and response to bullying, (4) cardiopulmonary resuscitation and 

other emergency life-saving procedures, (5) the requirements and obligations of a mandated 

reporter, and (6) the detection and recognition of, and evidence-based structured literacy 

interventions for, students with dyslexia, as define in CGS 10-3d. 

 

The Board will allow any paraprofessional or noncertified employee of the District to participate, 

on a voluntary basis, in any in-service training program provided to certified staff on those topics 

mandated per C.G.S. 10-220a, subsection (a). 

 

The Superintendent is to report annually to the Board of Education on the professional 

development program and its effect with recommendations for changes as needed. 

 

(cf. 4115 - Evaluation) 

(cf. 4131.5 - Continuing Education Units) 

 

Legal Reference: Connecticut General Statutes 

   10-27 Exchange of professional personnel and students. 

     10-220a In-Service training (amended by PA 04-227, PA 08-160, June 19 

Special Session, Public Act NO. 09-1, PA 10-91, PA 12-116, PA 13-145,  

PA 15-215, and PA 17-37. 

10-153b Selection of teachers’ representatives 

     10-226f Coordinator of intergroup relations. 

    10-226g Intergroup relations training for teachers. 

    10-145b Teaching certificates (as amended by PA 01-173) 

10-148a Professional development (as amended by PA 17-37) 

10-151b Employment of teachers, definitions, tenure, etc 

PA 17-37 An Act Implementing the Recommendations of the Task Force on 

Professional Development and In-service Training Requirements for 

educators 

   PA 95-58 An Act Concerning Teacher Evaluations, Tenure and Dismissal. 

PA 10-91 An Concerning Education and the Reduction of Domestic 

Violence 

 

Policy adopted:  January 17, 2012 SUFFIELD PUBLIC SCHOOLS 

Policy revised:  Suffield, Connecticut 



 

 4131 
 Appendix 
 
Connecticut General Statutes 10-220a - In-service Training 
 
A. Required In-service Topics for Certified Personnel 
 
1. Nature and the relationships of drugs and alcohol to health and personality development 
and procedures for discouraging their abuse. 
2. Health and mental health risk reduction education including, but not limited to the 
prevention of risk-taking behavior by children and the relationship of such behavior to substance 
abuse, pregnancy, sexually transmitted diseases, including HIV-infection and AIDS, violence, 
teen dating, domestic violence, child abuse and youth suicide. 
3. Growth and development of exceptional children, including gifted and talented children 
and children with disabilities who may require special education, and methods for identifying, 
planning and working effectively with special needs children in a regular classroom 
4. School violence prevention and conflict resolution. 
5. Cardiopulmonary resuscitation and other emergency life saving procedures. 
6. Computer and other information technology as applied to student learning and classroom 
instruction, communications and data management. 
7. Teaching of the language arts, reading and reading readiness and assessment of reading 
performance including methods of teaching language skills necessary for reading, 
comprehension skills, phonics and the structure of the English language for teachers in grades 
kindergarten to three, inclusive.  (15 hours every 5 years) 
8. Elementary, middle, and high school teachers must include 15 hours of training in the use 
of technology in the classroom every five years.  Teachers, regardless of grade level, who can 
demonstrate technology competency, in a manner determined by the Board of Education, based 
on statewide standards for teacher competency in the use of instructional technology, shall be 
exempted from this requirement. 
9. Training in the evaluation of teachers for superintendents and those employees employed 
in positions requiring an intermediate administrator or supervisory certificate whose duties equal 
at least 50% of the assigned time. (15 hours every 5 years) 
 
10. Identification and prevention of bullying and response to bullying as defined in 10-222d, 
subsection (a) as amended. (Boards that implement an evidence-based model approach approved 
by the SDE are not required to provide in-service training on prevention of bullying.) 
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Series 4000 – Personnel – Certified & Non-Certified 
 

1.  Certified Personnel 

 

C.  Activities 
 

(1)  Staff Development 
 

Staff Development  

 

 

The implementation of Board of Education policy 4131 necessitates, per Connecticut General 

Statute 10-220a, subsection (b), as amended, the development and implementation of 

professional development activities, for a minimum of eighteen hours annually. To meet this 

requirement, the administration will take the following steps: 

 

a. Establish a professional development and evaluation committee, consisting of certified 

employees, including their union representatives, and other school personnel deemed 

appropriate. The required union representation on the committee must include at least one 

representative from the teachers’ and administrators’ unions. The committee will be 

responsible for, the development, evaluation and annual updating of a comprehensive 

local professional development plan, for certified staff. 

 

b. Professional development shall be consistent with any goals identified by the certified 

employees and the Board of Education. The plan will be directly related to the 

educational goals proposed by the Board pursuant to C.G.S. 10-220(b), and be developed 

in full consideration of the priorities and needs related to student outcomes as determined 

by the State Board of Education. 

 

c. The members chosen by the Board (via the Superintendent and/or designee) to be on the 

Professional Development Committee shall serve at the pleasure of the Board. 

 

d. The preponderance of the planned professional development activities will be in a small 

group or individual group setting which must: 

1. be a comprehensive, sustained and intensive approach to improving teacher and 

administrator effectiveness in increasing student knowledge achievement; 

2. focus on refining and improving various effective teaching methods that are shared 

between and among educators; 

3. foster collective responsibility for improved student performance, and 

4. be comprised of professional learning that meets the following criteria: 

 is aligned with rigorous state student academic achievement standards; 

 conducted at the school among educators and facilitated by principals, coaches, 

mentors, distinguished educators or other appropriate teachers; 
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 occurs frequently on an individual basis or among groups of teachers in a job-

embedded process of continuous improvement; and  

 includes a repository or best practices for teaching methods developed by 

educators within each school that is continuously available to such educators for 

comment and updating. 

 

e. The staff development experiences may be made available by the Board directly, or 

through a RESC, a cooperative arrangement with another Board of Education, or through 

a provider approved by the Commissioner. 

 

b.f. It is the responsibility of each teacher, in collaboration with his/her administrator, to 

identify and participate in appropriate professional development activities to address the 

needs identified in his/her annual evaluation.  

 

g. The time and location of professional development activities will be in accordance with 

an agreement between the Board of Education and the exclusive bargaining unit, or in the 

absence of such agreement or language pertaining to time and location, by a 

determination of the Board of Education. 

 

h. The professional development activities must be designed to: 

1. be comprehensive, sustained, and intensive enough to improve teacher and 

administrator effectiveness in raising student performance, 

2. foster collective responsibility for improved student performance 

 

i. The capabilities of certified staff to improve student learning will involve teacher review 

of curricular content, teaching methods and materials, educational philosophy and goals, 

social change and related topics. 

 

j. Professional development activities will include preparation to meet the needs of students 

of diverse cultural and ethnic backgrounds. Planning and implementation of such 

programs will be done cooperatively by administration, teachers and parent advisory 

groups. 

 

l. Professional development activities should respond directly to the educational needs of 

the student body. including: 

m. The administration will prepare an annual professional development program budget for 

Board approval. 

 

n. The effectiveness of the professional development program will be assessed on an annual 

basis. Such assessment must indicate that the professional development activities: 

 

1. Were planned in response to identified needs; 

2. Were provided by qualified instructional personnel, as appropriate; 

3. Met the requirements for participation in the activity shared with participants before 

the commencement of the activity; 
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4. Are evaluated in terms of effectiveness and contribution to the attainment of school 

and/or District goals; and 

 

o. School administrators will communicate to individual educators their responsibility to 

participate in professional development activities agreed upon in the annual evaluation 

process. 
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 Appendix 
 
Connecticut General Statutes 10-220a - In-service Training 
 
A. Required In-service Topics for Certified Personnel 
 

1. Nature and the relationships of drugs and alcohol to health and personality 
development and procedures for discouraging their abuse. 

2. Health and mental health risk reduction education including, but not limited to the 
prevention of risk-taking behavior by children and the relationship of such 
behavior to substance abuse, pregnancy, sexually transmitted diseases, including 
HIV-infection and AIDS, violence, teen dating, domestic violence, child abuse 
and youth suicide. 

3. Growth and development of exceptional children, including gifted and talented 
children and children with disabilities who may require special education, and 
methods for identifying, planning and working effectively with special needs 
children in a regular classroom 

4.3. School violence prevention and conflict resolution. and the prevention of and 
response to youth suicide and the identification and prevention of bullying and 
response to bullying, as defined in 10-222d, subsection (a) as amended. (Boards 
that implement an evidence-based model approach approved by the SDE are not 
required to provide in-service training on the identification and prevention of and 
response to prevention of bullying.) 

5.4. Cardiopulmonary resuscitation and other emergency life saving procedures. 

6. Computer and other information technology as applied to student learning and 
classroom instruction, communications and data management. 

7. Teaching of the language arts, reading and reading readiness and assessment of 
reading performance including methods of teaching language skills necessary for 
reading, comprehension skills, phonics and the structure of the English language 
for teachers in grades kindergarten to three, inclusive.  (15 hours every 5 years) 

8. Elementary, middle, and high school teachers must include 15 hours of training in 
the use of technology in the classroom every five years.  Teachers, regardless of 
grade level, who can demonstrate technology competency, in a manner 
determined by the Board of Education, based on statewide standards for teacher 
competency in the use of instructional technology, shall be exempted from this 
requirement. 

5. Requirements and obligations of a mandated reporter regarding reporting of child 
abuse and neglect. 
 

9.6. Training in the evaluation of teachers for superintendents and those employees 
employed in positions requiring an intermediate administrator or supervisory 
certificate whose duties equal at least 50% of the assigned time. (15 hours every 5 
years) 

 

  



 

7. Training in the detection and recognition of, and evidence-based structured 

literacy interventions for, students with dyslexia. 

8. Training in the awareness of human trafficking issues 

10.9. Identification and prevention of bullying and response to bullying as defined in 

10-222d, subsection (a) as amended. (Boards that implement an evidence-based 

model approach approved by the SDE are not required to provide in-service 

training on prevention of bullying.) 

 

B. Optional In-Service Topics for Certified Personnel 

 

 The State Department of Education, within available appropriates and utilizing available 

materials, shall make the following subject matter available to boards of education: 

 

 Holocaust and genocide education and awareness 

 African-American History 

 Puerto-Rican History 

 Native American History 

 Personal Financial Management 

 The historical events surrounding the Great Famine in Ireland 

 Domestic violence and teen dating violence 

 Mental health first aid training 

 Trauma-informed practices for the school setting to enable teachers, administrators 

and pupil personnel to more adequately respond to students with mental, emotional or 

behavioral health needs 

 Second language acquisition, including, but not limited to, language development and 

cultural responsive pedagogy 

 Topics approved by the State Board of Education upon the request of local or regional 

boards of education as part of in-service training programs pursuant to CGS 10-220a, 

section 3. 

  

11. NOTE: The Board may include any of the items listed above (Section B) in its in-service 

training program, pursuant to CGS 10-220a. 
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Series 5000 – Students 
 

I. Elementary and Secondary 

 

B.  Progress Reports 

 

(8) Student Records; Confidentiality 

 

ADMINISTRATIVE REGULATIONS STATE STATUTES REGARDING 

CLASSIFICATION OF EDUCATION RECORDS 

 

The Assistant Superintendent is considered as the custodian of records and will insure 

ensure that student’s education records are kept confidential. 

 

DEFINITIONS 
 

A. Access is defined as the right to inspect or review a student's education records or any part 

thereof.  Access may include the right to receive copies of records under limited 

circumstances. 

 

B. Authorized Representative means any entity or individual designated by the Board, a State 

educational authority, or an agency headed by an official listed in 34 C.F.R. § 99.31(a)(3), to 

conduct -- with respect to Federal- or State-supported education programs-- any audit or 

evaluation, or any compliance or enforcement activity in connection with Federal legal 

requirements that relate to these programs. 

 

C.  Biometric Record, as used in the definition of personally identifiable information, means a 

record of one or more measurable biological or behavioral characteristics that can be used for 

automated recognition of an individual, such as fingerprints, retina and iris patterns, 

voiceprints, DNA sequence, facial characteristics and handwriting. 

 

D. De-identified Education Records means education records or information from education 

records from which all personally identifiable information has been removed, and for which 

the district has made a reasonable determination that a student’s identity is not personally 

identifiable, whether through single or multiple releases, taking into account other reasonably 

available information.  

 

E. Directory Information includes information contained in an education record of a student that 

would not generally be considered harmful or an invasion of privacy if disclosed.  It includes, 

but is not limited to, the parent’s name, address and/or e-mail address, the student’s name, 

address, telephone number, e-mail address, photographic, computer and/or video images, date 

and place of birth, major field(s) of study, grade level, enrollment status (full-time; part-time), 

participation in school-sponsored activities or athletics, weight and height (if the student is a 

member of an athletic team), dates of attendance, degrees, honors and awards received, the 
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most recent previous school(s) attended, and student identification numbers for the limited 

purposes of displaying a student identification card.  The student identification number, 

however, will not be the only identifier used when obtaining access to educational records or 

data.  Directory information does not include a student’s social security number, student 

identification number or other unique personal identifier used by the student for purposes of 

accessing or communicating in electronic systems unless the identifier cannot be used to gain 

access to education records except when used in conjunction with one or more factors that 

authenticate the user’s identity, such as a PIN or password. 

 

F.  Disciplinary Action or Proceeding means the investigation, adjudication or imposition of 

sanctions by an educational agency or institution with respect to an infraction or violation of 

internal rules of conduct applicable to students. 

 

G. Disclosure means to permit access to or to release, transfer, or other communication of 

personally identifiable information as contained in education records by any means, including 

oral, written or electronic means, to any party except the party identified as the party that 

provided or created the record.  

 

H. Education Records 

 

1. Education Records means any information directly related to a student that is recorded in 

any manner (e.g., handwriting, print, computer media, video or audio tape, film, 

microfilm, and microfiche) and that is maintained by the school system or persons acting 

for the school system. 

 

2. Education Records do not include: 

 

a) private, personal, or working notes in the sole possession of the maker  thereof, and 

which are not accessible or revealed to any other individual except a "substitute"; 

 

b) records maintained by a law enforcement unit of the school district that were created 

by that unit for the purpose of law enforcement; 

 

c) employment records used only in relation to the student's employment by the school 

district that are 1) made and maintained in the normal course of business, 2) relate 

exclusively the student’s capacity as an employee, and 3) are not made available for 

any other purpose; 

 

d) records on an eligible student (i.e. over 18 or attending a postsecondary educational 

institution) that are considered “treatment records” as they meet the following criteria: 

1) the records are maintained by a physician, psychiatrist, psychologist, or other 

recognized professional or paraprofessional acting in his or her professional capacity 

or assisting in a paraprofessional capacity, 2)  the records are made in connection with 

the treatment of the student and 3) the records are disclosed only to individuals 

providing such treatment (treatment does not include remedial educational activities 

or activities that are part of the program or instruction of the school district); however, 
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the school district must, upon request, permit an eligible student to have a physician 

or other appropriate professional of the student’s choice review his/her treatment 

records; 

 

e) records created or received by the school district after an individual is no longer a 

student in attendance and that are not directly related to the individual’s attendance as 

a student; and 

 

f) grades on peer-graded papers before they are collected and recorded by a teacher. 

 

I.   Eligible Student is a student or former student who has reached 18 years of age or is attending 

an institution of post-secondary education or is an emancipated minor. 

 

J. Law Enforcement Unit is an individual, office, department, division, or other component of 

an educational agency or institution, that is officially authorized or designated by that agency 

or institution to 1) enforce laws or refer matters of law enforcement to appropriate authorities 

or 2) maintain the physical security and safety of the agency or institution. 

 

K.  Legitimate Educational Interest means the need for a school official to review an education 

record in order to fulfill his or her professional responsibilities. 

 

L. Parent is defined as a parent or parents of a student, including a natural parent, an adopted or 

a legal guardian, or surrogate parent, or an individual acting as a parent in the absence of a 

parent or guardian.  If parents are divorced or legally separated the parent granted custody 

and the parent not granted custody of a minor child both have the right of access to academic, 

medical, hospital, or other health records of the child, unless a court order prohibits access.  

Whenever a student has attained the age of 18 years or is attending an institution of post-

secondary education, the permission or consent required of, and the rights accorded to, the 

parents or gurdians of the student shall thereafter only be required of, and accorded to, the 

student.  The rights of a parent shall transfer to an eligible student; however, a parent of a 

student who claims that student as a dependent under Section 152 of the Internal Revenue 

Code of 1954 is entitled to access to the student's education records without the eligible 

student's consent.   A parent who is incarcerated is also entitled to knowledge of and access to 

all educational, medical or similar records maintained in the cumulative record of any minor 

student of such incarcerated parent except in situations where (1) such information is 

considered privileged as defined in C.G.S. 10-154a, (2) such incarcerated parent has been 

convicted of sexual assault, or aggravated sexual assault, or (3) such incarcerated parent is 

prohibited pursuant to a court order.   

 

M. Personally Identifiable Information includes, but is not limited to, the student’s name; the 

name of the student’s parent or other family members; the address of the student or his/her 

family; a personal identifier, such as the student’s social security number, student number or 

biometric record; other indirect identifiers, such as the student’s date of birth, place of birth, 

and mother’s maiden name; other information that, alone or in combination, is linked or 

linkable to a specific student that would allow a reasonable person in the school community, 

who does not have personal knowledge of the relevant circumstances, to identify the student 
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with reasonable certainty; or information requested by a person who the school district 

reasonably believes knows the identity of the student to whom the education record relates. 

 

N. School Official is a person employed by the District as an administrator, supervisor, 

instructor or support staff member (including health or medical staff and law enforcement 

unit personnel); a person serving on the Board of Education; a person or company with whom 

the District has contracted to perform a special task (such as an attorney, auditor, consultant, 

therapist, or school resource officer); or a parent or student serving on an official committee, 

such as a disciplinary or grievance committee, or assisting another school official in 

performing his or her tasks. 

 

O. Signed and Dated Written Consent to disclose personally identifiable student information 

from a student’s education records must specify the records to be disclosed, the purpose of 

disclosure and the party to whom such records should be provided.  Consent may include a 

record and signature in electronic form provided that the consent identifies and authenticates 

a particular person as the source of electronic consent. 

 

A. CATEGORY “A” RECORDS: 

 

1. Category A includes official administrative records that constitute the minimum personal 

data necessary for the operation of the educational system.  

2. Category A records shall be maintained for at least fifty (50) years after the student leaves 

the school district or graduates. 

3. Notice of a student’s suspension or expulsion shall be expunged from the student’s 

cumulative education record if the student graduates from high school, except for notice 

of an expulsion based upon possession of a firearm or deadly weapon.   

4. *In cases where a student is suspended or expelled for the first time, and the 

Administration or the Board, respectively, has shortened or waived the period of 

suspension or expulsion in accordance with the Board’s disciplinary policy relating to 

first time offenses, the Administration or the Board, respectively, may choose to expunge 

such notice of suspension or expulsion from the student’s cumulative record at the time  

5. The student completes the specified program and any other conditions imposed by the 

Administration/Board, rather than upon graduation.  Should the notice be expunged in 

accordance with this provision, a record of the fact that the student had been suspended or 

expelled shall be maintained apart from the student’s cumulative record, for the limited 

purpose of determining whether any subsequent offenses by the student would constitute 

the student’s first suspension or expulsion. 

6. Category A records shall include, at a minimum, the following:  

  

RECORD LOCATION 

a. Basic biographical information Cumulative/Health File 
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b. Academic achievement (grades/transcripts) Cumulative File 

c. Date of high school graduation or equivalent Cumulative File 

d. Records of immunizations 
Cumulative/Health/Pupil 

Personnel File 

e.  Attendance records (days 

absent/present/tardy) 
Cumulative File 

f.  *Notice of Expulsion for Firearm or Deadly 

Weapon (C.G.S. 10-233c(e) , 10-233d(f) ) 
Cumulative File 

 

B. CATEGORY “B” RECORDS 

 

1. This includes verified information for the formulation of education programs for all 

students, but not absolutely necessary over an indefinite period of time.   

 

2. Data in Category B must be accurate, clearly understood, and verified before becoming 

part of any continuing record.  There should be no anonymous entries in a student's 

education record.   

 

3. Category B records must be maintained for at least six (6) years after the student leaves 

the school district or graduates from high school.   

 

4. Notice of a student’s suspension or expulsion shall be expunged from the student’s 

cumulative education record if the student graduates from high school, except for notice 

of an expulsion based upon possession of a firearm or deadly weapon.   

 

5. *In cases where a student is suspended or expelled for the first time, and the 

Administration or the Board, respectively, has shortened or waived the period of 

suspension or expulsion in accordance with the Board’s disciplinary policy relating to 

first time offenses, the Administration or the Board, respectively, may choose to expunge 

such notice of suspension or expulsion from the student’s cumulative record at the time 

the student completes the specified program and any other conditions imposed by the 

Administration/Board, rather than upon graduation.  Should the notice be expunged in 

accordance with this provision, a record of the fact that the student had been suspended or 

expelled shall be maintained apart from the student’s cumulative record, for the limited 

purpose of determining whether any subsequent offenses by the student would constitute 

the student’s first suspension or expulsion. 

 

6. Records containing information pertaining to child abuse/neglect referrals or reports; or 

containing confidential HIV- related information should be kept separate from the 

student’s cumulative folder, in confidential files. 

 

7. Confidential HIV- related information contained in the confidential file should only be 

disclosed pursuant to district policy. 
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8. Information contained in documents related to any Department of Children and Families 

(“DCF”) child abuse and/or neglect investigation, or any such investigation conducted by 

local law enforcement officials, shall be kept confidential, in a central location.  Such 

records shall only be disclosed in accordance with the Board’s policy regarding 

Confidentiality and Access to Education Records. 

     

9. Category B records shall include the following (if applicable): 

 

RECORD LOCATION 

a. Child-Study Team Records / Student Assistance 

Team Records 

  

Cumulative/Pupil Personnel File 

b. Standardized group test scores (CAPT, CMT 

etc.) and/or personality testing program results 
Cumulative/Pupil Personnel File 

c. Diagnostic reading/math test results 

 (not special education) 
Cumulative File 

d. Educational and/or vocational interest Cumulative File 

e. Speech/language and hearing evaluations 

(not special education) 
Cumulative/Health File 

f. Comprehensive health records  Cumulative/Health/Pupil  

Personnel File 

g. Correspondence relating to the student Cumulative/Health/Pupil  

Personnel File 

h. Suspensions/expulsions Cumulative File* 

i. Parent/legible student’s signed  

release forms  
Cumulative/Health/Pupil  

Personnel File 

j. Truancy Records (including record of parent 

conferences and referrals ) 
Cumulative File 

k. Child Abuse/Neglect Forms CONFIDENTIAL FILE IN 

CENTRAL LOCATION 

l. Reports Containing Confidential  

HIV-Related Information 
CONFIDENTIAL FILE 

m.  Awards Cumulative File 

n.  Diagnostic test results (non special education) Cumulative File/Pupil Personnel 

o.  Extracurricular Activities Cumulative File 

p.  Letters of Recommendation Cumulative File 

q.  Parent’s/Eligible Student’s signed release forms 

(permitting disclosure of records) 
Cumulative File/Health/Pupil 

Personnel File 
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r.   Diploma (if not picked up by student) Cumulative File 

s.   Accident Reports Cumulative File 

t.   Basic school entrance health histories Cumulative/Health File 

RECORD LOCATION 

u.   Cumulative Health Record (CHR-1, original or 

copy) 
Health File (*copy remains with 

district/original follows student) 

v.   Individualized Health Care Plans / Emergency 

Care Plans 
Cumulative/Health/Pupil Personnel 

File 

 w.  Health Assessment Records (HAR-3) Health File 

x.   Incident Reports Cumulative File 

y.  Medication administration records(*6 yrs OR 

until superseded by yearly summary on CHR-1) 
Health File 

z.  Parent authorization for medications/treatments Health File 

aa.  Physician’s orders for medications treatments Health File 

bb.  Referral forms for services based on results of      

       mandated screenings 

Health/Pupil Personnel File 

cc.  Sports histories and physical-examination   

       reports 

Health File 

dd.  Nursing Records (Health assessment data;    

       Nursing process notes; 3
rd

 party health records) 

Health File 

 

C. CATEGORY “C” RECORDS – SPECIAL EDUCATION 

 

1. Category C includes verified information necessary for the formulation of prescriptive 

educational plans designed to meet the unique needs of selected students.   

 

2. Category C information should be kept separate from the student's cumulative folder, in 

the Pupil Personnel File. 

 

3. Category C records must be maintained for at least six (6) years after the student leaves 

the school district or graduates from high school.   

 

4. Prior to the destruction of Category C information, notification to parents and/or eligible 

students via media will be made and opportunity provided to copy said records. 

 

5. Category C shall include (where applicable): 
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RECORD LOCATIONS 

a. PPT referral forms Pupil Personnel File 

b. School counselor case records Cumulative/ Pupil 

Personnel File 

RECORD LOCATIONS 

c. School psychologists case records 
Cumulative/Pupil 

Personnel File 

d. School social-work case records  
Cumulative/Pupil 

Personnel File 

e. School speech/language pathology case records  
Cumulative/Pupil 

Personnel File 

f.   Section 504 Records  
Cumulative/Pupil 

Personnel File 

 

 

g. Special Education assessment/evaluation reports  
Pupil Personnel File 

h. Due process records (including complaints, mediations, 

and hearings) 
Pupil Personnel File 

i. Individual Transition Plan 
Pupil Personnel File 

j. Individualized Education Program (“IEP”) Records 
Pupil Personnel File 

k. Planning and Placement Team (“PPT”) records 

(including notices, meetings, consent forms) 
Pupil Personnel File 

l. Individualized Family Service Plans (“IFSPs”) 
Pupil Personnel File 

 

D. CATEGORY “D” RECORDS  

 

1. Category D records must be maintained for minimum retention period specified below.   

 

2. Category “D” shall include (where applicable): 

 

RECORD MINIMUM RETENTION 

REQUIRED 

LOCATION 

a.  Sports Contract/Student Contract 

(including signature sheet for student 

handbook) 

End of school year in 

which signed 

Cumulative File 

b.  Permission slips/waivers 3 years Cumulative File 

c. Free/reduced meal application and   3 years Cumulative File 
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documentation 

d. Annual Notification to Parents   

(Student behavior and Discipline, 

Bus Conduct, Electronic 

Communications Systems, and the 

National School Lunch Program) 

1 year Cumulative File 

RECORD MINIMUM RETENTION 

REQUIRED 

LOCATION 

e. Adult Education Registration 

Records 

3 years or until audited, 

whichever comes first 

Cumulative File 

f. After school program registration   

records 

1 year Cumulative File 

 

g. School registration records 

including residency documentation 

3 years or until audited, 

whichever comes later 

Cumulative File 

 

h. Student portfolio work (student   

produced work for grading 

assessment) 

End of year in which 

student received grade 

May be 

Maintained by 

Individual 

Teachers 

i.   Tardy slips from parents/guardians End of school year Cumulative File 

j.  Physician’s Standing orders Permanent; revise as 

required.  Keep old copy 

separately. 

Health File 

k.  Student’s emergency information   

    card 

Until superseded or 

student leaves school 

district 

Cumulative/Health 

File 

l. Test Protocols Discretion of district Cumulative/Pupil 

Personnel File 

m. Surveillance videotapes made on 

school bus (*if maintained by 

district) 

2 weeks N/A 

n.  Log of access to education records Maintained for same 

retention period as 

required for the record 

Cumulative/Health

/Pupil Personnel 

 

E. DURATION OF EDUCATION RECORDS 

 

1. Records shall be destroyed in accordance with district policy and the Records Retention 

Schedule of the Public Records Administrator. 

 

2. Records may be maintained for longer periods of time whenever valid cause for the 

retention of records is shown to the custodian of records. 

 

3. Notwithstanding the applicable retention schedule, the school district shall not destroy 

any education record if a parent or eligible student has an outstanding request to inspect 

and review the education record. 
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F. RESPONSIBILITY FOR MAINTENANCE OF EDUCATION RECORDS 

 

1. The Assistant Superintendent is the Custodian of Records. 

 

2. In addition, the following personnel are designated as the guardians of records for each of 

the schools: 

 

a. Categories A, B & D: Principal at each school. 

 

b. Category C: Case Manager at each school. 

 

c. With respect to confidential HIV-related information, if the Principal is a recipient of 

an HIV-related disclosure, the Principal shall be the guardian of records.  If not, 

whoever was the recipient of the HIV-related disclosure shall be the guardian of the 

records.   

 

d. With respect to child abuse and neglect investigation material, the superintendent of 

schools or designee shall be the guardian of the records. 

 

3. The chief custodian of records will annually list for public inspection the names and 

positions of the custodians of records in each of the schools. 

 

4. Each of the custodians of records shall supply parents, on request, a list of the types and 

locations of education records collected, maintained, or used within the Suffield Public 

Schools. 

 

5. The custodians of records are responsible for ensuring compliance with the confidentiality 

and access provisions of this Board policy and these administrative regulations. 

 

 

 

 

 

 

 

 

 

 

 

Regulation adopted: November 21, 1978 SUFFIELD PUBLIC SCHOOLS 

Regulation revised: September 1, 1992 Suffield, Connecticut 

 October 19, 1993 

 June 3, 2008 

 July 23, 2013   



Appendix A 
 

Model Notification of Rights Under FERPA for Elementary and Secondary Institutions 

 

The Family Educational Rights and Privacy Act (FERPA), 20 U.S.C. § 1232g, et seq., affords 

parents and eligible students (i.e., students over 18, emancipated minors, and those attending 

post-secondary educational institutions) certain rights with respect to the student's education 

records.  They are: 

 

(1) The right to inspect and review the student's education records within forty-five (45) 

calendar days of the day the District receives a request for access. 

 

Parents or eligible students should submit to the school principal [or appropriate school 

official] a written request that identifies the record(s) they wish to inspect.  The principal [or 

appropriate school official] will make arrangements for access and notify the parents or eligible 

student of the time and place where the records may be inspected. 

 

(2) The right to request the amendment of the student's education records that the parents or 

eligible student believe are inaccurate or misleading, or otherwise violate the student's privacy 

rights. 

 

Parents or eligible students who wish to ask the District to amend a record should write the 

school principal [or appropriate school official], clearly identify the part of the record the parents 

or eligible student want changed, and specify why it should be changed. 

 

If the District decides not to amend the record as requested by the parents or eligible student, the 

District will notify the parents or eligible student of the decision and advise them of their right to 

a hearing regarding the request for amendment.  Additional information regarding the hearing 

procedures will be provided to the parents or eligible student when notified of the right to a 

hearing. 

 

(3) The right to consent to privacy of personally identifiable information in the student's 

education records, except to the extent that FERPA authorizes disclosure without consent. 

 

One exception that permits disclosure without consent is disclosure to a school official with 

legitimate interests.  A school official is a person employed by the District as an administrator, 

supervisor, instructor or support staff member (including health or medical staff and law 

enforcement unit personnel); a person serving on the Board of Education; a person or company 

with whom the District has outsourced services or functions it would otherwise use its own 

employees to perform (such as an attorney, auditor, medical consultant, or therapist); or a parent 

or student serving on an official committee, such as a disciplinary or grievance committee; or a 

parent student, or other volunteer assisting another school official in performing his or her tasks.  

A school official has a legitimate educational interest if the official needs to review an education 

record in order to fulfill his or her professional responsibility. 

 



 

Upon request, the District discloses a student's education record without consent to officials of 

another school, including other public schools, charter schools, and post-secondary institutions, 

in which the student seeks or intends to enroll or is already enrolled if the disclosure is for 

purposes of the student’s enrollment or transfer. 

 

(4) The right to file a complaint with the U.S. Department of Education concerning alleged 

failures by the District to comply with the requirements of FERPA.  The name and address of the 

agency that administers FERPA is: 

 

 Family Policy Compliance Office 

 U.S. Department of Education 

 400 Maryland Avenue, S.W. 

 Washington, DC 20202-4605 

 

Unless notified in writing by a parent or eligible student to the contrary within two weeks of the 

date of this notice, the school district will be permitted to disclose "Directory Information" 

concerning a student, without the consent of a parent or eligible student.  Directory Information 

includes information contained in an education record of a student that would not generally be 

considered harmful or an invasion of privacy if disclosed.  It includes, but is not limited to, the 

parent’s name, address and/or e-mail address, the student’s name, address, telephone number, e-

mail address, photographic, computer and/or video images, date and place of birth, major field(s) 

of study, grade level, enrollment status (full-time; part-time), participation in school-sponsored 

activities or athletics, weight and height (if the student is a member of an athletic team), dates of 

attendance, degrees, honors and awards received, the most recent previous school(s) attended and 

student identification numbers for the limited purposes of displaying a student identification card.  

The student identification number, however, will not be the only identifier used when obtaining 

access to educational records or data.  Directory information does not include a student’s social 

security number, student identification number or other unique personal identifier used by the 

student for purposes of accessing or communicating in electronic systems unless the identifier 

cannot be used to gain access to education records except when used in conjunction with one or 

more factors that authenticate the user’s identity, such as a PIN or password. 

 

The school district may disclose directory information about students after they are no longer in 

enrollment in the school district.  Notwithstanding the foregoing, the district will continue to 

honor any valid objection to the disclosure of directory information made while a student was in 

attendance unless the student rescinds the objection. 

 

An objection to the disclosure of directory information shall not prevent the school district from 

disclosing or requiring a student to disclose the student’s name, identified or institutional email 

address in a class in which the student is enrolled.  Parents and/or eligible students may not use 

the right to opt out of directory information disclosures to prohibit the school district from 

requiring students to wear or display a student identification card. 

 

The written objection to the disclosure of directory information shall be good for only one school 

year.  School districts are legally obligated to provide military recruiters and institutions of higher 

learning, upon request, with the names, addresses and telephone numbers of secondary school 



 

students, unless the secondary student or the parent of the student objects to such disclosure in 

writing.  Such objection shall be in writing and shall be effective for one school year.  In all other 

circumstances, information designated as directory information will not be released when 

requested by a third party unless the release of such information is determined by the 

administration to be in the educational interest of the school district and is consistent with the 

district’s obligations under both state and federal law. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Regulation adopted: November 21, 1978 SUFFIELD PUBLIC SCHOOLS 

Regulation revised: September 1, 1992  Suffield, Connecticut 

                October 19, 1993 

  July 23, 2013



 

Suffield Public Schools 

Suffield, CT 

 

RELEASE OF CONFIDENTIAL HIV-RELATED INFORMATION 

 

I hereby authorize ________[name of individual who holds the information]________, to 

release confidential HIV-related information, as defined in Conn. Gen. Stat. § 19a-581, 

concerning _______[name of protected individual]_____, to the following personnel: 

 

_____ 1) School Nurse 

_____ 2) School Administrator(s) 

  a)   ____________________      b)   ____________________ 

_____ 3) Student's Teacher(s) 

  a)   ____________________      b)   ____________________ 

_____ 4) Paraprofessional(s) 

_____ 5) Director of Pupil Personnel Services 

_____ 6) Other(s) 

  a)   ____________________      b)   ____________________ 

This authorization shall be valid for: 

_____ 1) The student's stay at _________________ School. 

_____ 2) The current school year. 

_____ 3) Other _________________ 

   specify period 

I provide this information based on my responsibility to consent for the health care of 

_____________.  I understand that such information shall be held confidential by the persons 

authorized here to receive such information, except as otherwise provided by law. 

 

___________________________    ____________________________ 

[Name]      [Relationship to Student] 

  

[Date] 



 

 

Suffield Public Schools 

Suffield, CT   
 

TRANSFER OF CONFIDENTIAL STUDENT INFORMATION 

    

    Date:  ___________________       

                                                                                                                                     

Pursuant to the Family Educational Rights and Privacy Act (“FERPA”), I hereby authorize the Suffield 

Public Schools to release and/or obtain (please circle) the following confidential records regarding my 

child: 

 

Name of Child: _____________________________________________ 

Address:  _____________________________________________ 

   _____________________________________________ 

   _____________________________________________ 

   _____________________________________________ 

DOB:  __________________ 

 

Parent(s)/Guardian(s):_________________________________________ 

School:  _____________________________________________ 

 

(Please check all that apply) 

               Obtain        Release      

All Records         □               □     

Cumulative File       □               □    

Pupil Personnel/Special Education    □               □    

Disciplinary       □               □    

Health/Medical*        □               □    

Other (please specify)         □               □    

_____________________________________________________________ 

_____________________________________________________________ 

To/From: _______________________________________________________________________ 

                                     Name                                                                                                               

Address: ________________________________   ______________________   _______________ 

                                 Street                                  Town                                State/Zip Code 

 

Telephone: (_______)________________       Fax:  (________)_______________________ 

 

I understand that the information to be disclosed is protected as an “education record” under FERPA, and that 

such information shall not be redisclosed unless permitted under FERPA.  I further understand that the 

officers, employees, and agents of any party that receives protected information under FERPA may use such 

information only for purposes for which the disclosure is made. 

 

______________________________________________         _____________________________________ 

Signature of Parent/Guardian                                                       Date 

 

_____________________________________________ 

Print Name of Parent/Guardian 
 



 

*If this authorization is being used to obtain Protected Health Information from a child’s 

physician or other covered entity under HIPAA, the following section must also be completed: 

 

I, the undersigned, specifically authorize _______________________________ to disclose my                                                                                                              
                                                                                                   Name of Physician 
        

Child’s medical information, as specified above, to my child’s school, ________________________ 
                                                                                                                          Name of School 

 

at the above address for the purposes described below (i.e. health assessment for school entry, 

special education evaluation etc.): 

 

_________________________________________________________________________________ 

 

By signing below, I agree that a photocopy of this authorization will be valid as the original.  This 

authorization will be valid for a period of one year from the date below.  I understand that I may 

revoke this authorization at any time by notifying the physician’s office in writing, but if I do, it will 

not have any effect on actions taken by the Physician prior to receiving such revocation. 

 

I understand that under applicable law, the information disclosed under this authorization may be 

subject to further disclosure by the recipient and thus, may no longer be protected by federal privacy 

regulations. 

 

I understand that my child’s treatment or continued treatment with any health care provider or 

enrollment or eligibility for benefits with any health plan may not be conditioned upon whether or 

not I sign this authorization and that I may refuse to sign it. 

 

Any information received by the school pursuant to this authorization is subject to all applicable 

state and federal confidentiality laws governing further use and disclosure of such information. 

 

********************************************************************************* 

___________________________________   ____________________ 

Signature of Parent/Guardian       Date 

 

___________________________________ 

Print Name of Parent/Guardian 
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Series 4000 – Personnel – Certified &Non-Certified  
 

1. Certified Personnel 

 

A.  Permanent Personnel 

 

(1) Recruitment and Selection 

 
The Suffield Board of Education desires the Superintendent to develop and maintain a recruitment 

program designed to attract and retain the best possible personnel who are ”effective teachers” as defined 

by federal law in the District’s schools.  All District teachers must meet applicable state certification 

and licensure requirements, including any requirements for certification obtained through 

alternate routes to certification. 
 

The schools shall engage in fair and sound personnel practices in the appointment of all District 

employees. The administration shall be responsible for establishing recruitment, selection and 

appointment procedures. 

 

The Superintendent shall ensure that the District is in compliance with the provisions of Title I 

and the Every Student Succeeds Act.  Manuals and handbooks shall comply with federal law as 

to the qualifications for instructional personnel.  Parents/guardians of students in Title I schools 

shall be informed annually, at the beginning of each school year, of their right to request 

information about whether their child’s teacher has met state qualifications and licensing criteria 

for the grade levels and subject areas in which the teacher provides instruction; is teaching under 

emergency or other provisional status through which state qualifications or licensing criteria 

have been waived; and is teaching in the field of discipline of the certification of the teacher. The 

qualifications of services provided by paraprofessionals shall also be provided.  Timely notices 

shall also be provided to parents/guardians that the student has been assigned, or has been taught 

in a Title I school for 4 or more consecutive weeks by a teacher who does not meet applicable 

state certification or licensure requirements at the grade level and subject area in which the 

teacher has been assigned. 

 

Hiring of Retired Teachers 

 

A retired teacher receiving benefits from the Teachers Retirement System (TRS) may be 

reemployed by the Board for up to one full school year in a position (1) designated by the 

Commissioner of Education as a subject shortage area, or (2) at a school located in a priority 

school district for the school year in which the teacher is being employed.  Such employment 

may be for up to one full school year.  Such reemployment may be extended for an additional 

school year, provided the Board (a) submits a written request for approval to the Teachers’ 

Retirement Board, (b) certifies that no qualified candidates are available prior to the 

reemployment of such teacher and (c) indicates the type of assignment to be performed, the 

anticipated date of rehire and the expected duration of the assignment. 

 



– 2 – 

The salary of such teacher shall be fixed at an amount at least equal to that paid other teachers in 

the District with similar training and experience for the same type of service. Upon Board 

approval of such employment, the retired teacher shall be eligible for the same health insurance 

benefits provided to active teachers employed by the District. No retirement benefits shall be 

paid during this period of reemployment. 

 

Except as indicated below, and in the first paragraph in this section, a certified educator 

receiving retirement benefits from the Teachers Retirement System (TRS) may not be employed 

in a certified position receiving compensation paid out of public money appropriated for school 

purposes except that such educator may be employed in such a position and receive no more than 

forty-five percent of the maximum salary level for the assigned position. Any certified educator 

who receives in excess of such amount shall reimburse the Board for the amount of such excess. 

 

Commencing July 1, 2016, to June 30, 2018, the exemption from the limitation on the 

compensation of a reemployed certified educator apply to an educator who (A) is receiving 

retirement benefits from TRS based on thirty-four or more years of credited service, (B) is 

reemployed in a district designated as an alliance district (pursuant to C.G.S. 10-262u), and (C) 

was serving in the district on July 1, 2015. 

 

A certified educator receiving retirement benefits from the system may be employed and receive 

compensation, health insurance benefits, and other employment benefits provided to active 

teachers employed by such school system provided such teacher does not receive a retirement 

income during such employment. Payment of such teacher’s retirement income shall resume on 

the first day of the month following the termination of such employment. 

 

Note:  TRB has indicated that a six month break in service is required before a retired teacher, 

who has retired before age 62 or normal retirement (20 years of service and age 60 or 35 years 

of service) can be reemployed by any Connecticut school district. 

 

Legal Reference: Connecticut General Statutes 

10-151 Employment of teachers. Notice and hearing on termination of 

contract (as amended by P.A. 12-116 An Act Concerning Educational 

Reform) 

10-153 Discrimination on account of marital status. 

10-183v Reemployment of teachers, as amended by P.A. 10-111, An Act 

Concerning Education Reform in Connecticut and P.A. 16-91, An Act 

Making Changes to the Teachers’ Retirement System, and P.A. 17-173.An 

Act Concerning Minor Revisions and Additions to the Education Statutes 

10-220 Duties of Boards of Education. 

31-126 Unfair Employment Practices. 

46a-60 Discriminatory employment practices prohibited. 

Title IV Equal Employment Opportunities. 

20 U.S.C. Section 1119 No Child Left Behind Act. 

34 C.F.R. 200.55 Federal Regulations. 
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P.L. 114-95 Every Student Succeeds Act, S.1177-55, 56 
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Series 5000 – Students 
 

1.   Elementary and Secondary 

 

D.  Welfare 

 

(5) Use of Physical Force 

 

Use of Physical Restraint/Seclusion 

The Board of Education (Board) believes that maintaining an orderly, safe environment is conducive 

to learning and is an appropriate expectation of all staff members within the district.  To the extent 

that staff actions comply with all applicable statutes and Board policy governing the use of 

physical force, including physical restraint of students and seclusion of students, staff members will 

have the full support of the Board of Education in their efforts to maintain a safe environment. 

The Board recognizes that there are times when it becomes necessary for staff to use reasonable 

restraint or place a student in seclusion as an emergency intervention to protect a student from 

harming himself/herself or to protect others from harm. 

Definitions 

Life-threatening physical restraint means any physical restraint or hold of a person that restricts 

the flow of air into a person’s lungs, whether by chest compression or any other means, or 

immobilizes or reduces the free movement of a person’s arms, legs or head while the person is in 

the prone position. 

Psychopharmacologic agent means any medication that affects the central nervous system, 

influencing thinking, emotion or behavior. 

Physical restraint means any mechanical or personal restriction that immobilizes or reduces the 

free movement of a person’s arms, legs or head.  Excluded from this definition is briefly holding a 

person in order to calm or comfort the person; restraint involving the minimum contact necessary to 

safely escort a person from one area to another; medical devices including but not limited to, 

supports prescribed by a health care provider to achieve proper body position or balance; helmets or 

other protective gear used to protect a person from injuries due to a fall; or helmets, mitts and 

similar devices used to prevent self-injury when the device is part of a documented treatment plan 

or individualized education program pursuant to Connecticut’s special education laws or prescribed 

or recommended by a medical professional and is the least restrictive means to prevent such self- 

injury. 

School employee means a teacher, substitute teacher, school administrator, Superintendent, 

guidance counselor, psychologist, social worker, nurse, physician, school paraprofessional, or coach 

employed by the Board of Education or working in a public elementary, middle or high school; or
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any other individual who, in the performance of his/her duties has regular contact with students 

and who provides services to or on behalf of students enrolled in the district’s schools, pursuant to a 

contract with the Board of Education. 

Seclusion means the involuntary confinement of a student in a room, with or without staff 

supervision, in a manner that prevents the student from leaving. 

Student means a child (A) enrolled in grades kindergarten to twelve, inclusive, in a public school 

under the jurisdiction of a local or regional Board of Education, (B) receiving special education and 

related services in an institution or facility operating under contract with a local or regional 

Board of Education, (C) enrolled in a program or school administered by a regional education 

service center, or (D) receiving special education and related services from an approved private 

special education program, but shall not include any child receiving educational services from 

Unified School District #2 or the Department of Mental Health and Addiction Services. 

Conditions Pertaining to the Use of Physical Restraint and/or 

Seclusion 

A. School employees shall not use a life-threatening physical restraint on a student. 

B. If any instance of physical restraint or seclusion of a student exceeds fifteen minutes an 

administrator or his/her designee, or a school health or mental health personnel, or a board 

certified behavioral analyst, who has received training in the use of physical restraint and 

seclusion shall determine whether continued physical restraint or seclusion is necessary to 

prevent immediate or imminent injury to the student or to others. Upon a determination that 

such continued physical restraint or seclusion is necessary, such individual shall make a new 

determination every thirty minutes thereafter regarding whether such physical restraint or 

seclusion is necessary to prevent immediate or imminent injury to the student or to others. 

C. No student shall be placed in seclusion unless: 

a.   The use of seclusion is as an emergency intervention to prevent immediate or imminent 

injury to the student or to others, provided the seclusion is not used for discipline or 

convenience and is not used as a substitute for a less restrictive alternative. 

b.   Such student is continually monitored by a school employee during the period of 

such student’s seclusion.  Any student voluntarily or involuntarily placed in seclusion 

or restrained shall be regularly evaluated by a school employee for indications of 

physical distress. The school employee conducting the evaluation shall enter each 

evaluation in the student’s educational record. Monitor shall mean by direct observation 

or by observation using video monitoring within physical proximity sufficient to 

provide aid as may be required. 

c.   The area in which such student is secluded is equipped with a window or other fixture 

allowing the student a clear line of sight beyond the area of seclusion. 

D. School employees may not use a psychopharmacologic agent on a student without that 

student’s consent except (1) as an emergency intervention to prevent immediate or imminent 

injury to the student or to others, or (2) as an integral part of the student’s established 

medical or behavioral support or educational plan, as developed consistent with section 17a-

543 of the Connecticut General Statutes or, if no such plan has been developed, as part of a 

licensed practitioner’s initial orders. The use of psychopharmacologic agents, alone or in 
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combination, may be used only in doses that are therapeutically appropriate and not as a 

substitute for other appropriate treatment. 

E. In the event that physical restraint or seclusion is used on a student four or more times 

within twenty school days: 

a.  An administrator, one or more of such student’s teachers, the parent/guardian of such 

student and, if any, a mental health professional shall convene for the purpose of: 

i.   Conducting or revising a behavioral assessment of the student; 

ii.  Creating or revising any applicable behavioral intervention plan; and  

iii. Determining whether such student may require special education. 

b.  If such student is a child requiring special education or is a child being evaluated for 

eligibility for special education and awaiting a determination, such student’s 

planning and placement team shall convene for the purpose of (1) conducting or 

revising a behavioral assessment of the student, and (2) creating or revising any 

applicable behavioral intervention plan, including, but not limited to, such student’s 

individualized education plan. 

F. A reasonable effort shall be made to provide the parent/guardian such notification 

immediately after such physical restraint or seclusion is initiated.  The parent/guardian of a 

student who is placed in physical restraint or seclusion shall be notified not later than 

twenty-four hours after the student is placed in physical restraint or seclusion.  

G. School employees shall not use a physical restraint on a student or place a student in 

seclusion unless he/she has received training on the proper means for performing such 

physical restraint or seclusion. 

H. The Board of Education, and each institution or facility operating under contract with the 

Board to provide special education for children, including any approved private special 

education program, shall: 

a. Record each instance of the use of physical restraint or seclusion on a 

student; 

b. Specify the nature of the emergency that necessitated the use of such physical 

restraint or seclusion; and 

c. Include such information in an annual compilation on its use of such restraint 

and seclusion on students. 

Any provisions of the Connecticut General Statutes or Regulations of Connecticut State 

Agencies notwithstanding, it shall be the policy of the Suffield Pubic Schools that seclusion 

shall not be used except in case of emergency, as that term is defined in this policy, our 

administrative regulations, and consistent with State laws and regulations. 

I. The Board and institutions or facilities operating under contract with the Board to provide 

special education for children, including any approved private special education program 

shall provide such annual compilation to the Department of Education in order to examine 

incidents of physical restraint and seclusion in schools. 

J. Any use of physical restraint or seclusion on a student shall be documented in the student’s 

educational record. The documentation shall include: 
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a. The nature of the emergency and what other steps, including attempts at verbal de-

escalation, were taken to prevent the emergency from arising if there were indications 

that such an emergency was likely to arise; and 

b. A detailed description of the nature of the restraint or seclusion, the duration of such 

restraint or seclusion and the effect of such restraint or seclusion on the student’s 

established educational plan. 

K. Any incident of the use of restraint or seclusion that results in physical injury to a student 

shall be reported to the State Board of Education. 

Required Training and Prevention Training 

Plan 

Training shall be provided by the Board to school professionals, paraprofessional staff members 

and administrators  the members of the crisis intervention team for each school in the 

district.  The Board may provide such training to any teacher, administrator, school 

professional or other school employee, designated by the school principal and who 

has direct contact with students regarding physical restraint and seclusion of students. Such 

training shall include, but not be limited to:be provided during the school year annually and shall 

include, but not be limited to: 

1. An overview of the relevant laws and regulations regarding the use of physical restraint 

and seclusion on students and the proper uses of physical restraint and seclusion. (Such 

overview is to be provided by the Department of Education annually in a manner and form 

as prescribed by the Commissioner of Education.) 

2. The creation of a plan by which the Board will provide school professionals, 

paraprofessional staff members and administrators with training and professional 

development regarding the prevention of incidents requiring physical restraint or 

seclusion of students. 

Such plan is to be implemented not later than July 1, 20172018, and must include a 

provision to require the training of all school professionals, paraprofessional staff members 

and administrators in the prevention of such incidents not later than July 1, 2019 and 

periodically thereafter as prescribed by the Commissioner of Education. 

3. The Board will create a plan, to be implemented not later than July 1, 20172018, 

requiring the training of all school professionals, paraprofessional staff members and 

administrators by regarding the proper means of physically restraining or secluding 

physical restraint or seclusion of a student, including, but not limited to: 

a. Verbal defusing and de-escalation; 

b. Prevention strategies; 

a.c. Various types of physical restraint and seclusion; 

b.d. The differences between life-threatening physical restraint and other varying levels 

of physical restraint; 

c.e. The differences between permissible physical restraint and pain compliance 

techniques; and 

f. Monitoring methods to prevent harm to a student who is physically restrained or 

in seclusion, including training in the proper means of physically restraining or 

secluding a student; and 

d.g. Recording and reporting procedures on the use of physical restraint and seclusion.. 
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Crisis Intervention Teams 

Each school year thereafter, the Board requires each school in the District to identify a crisis 

intervention team.  Such team shall consist of school professionals, paraprofessional staff members 

and administrators trained in the use of physical restraint and seclusion.any teacher, administrator, 

school professional or other school employee designated by the school principal and who has direct 

contact with students and trained in the use of physical restraint and seclusion. 

Such teams shall respond to any incident in which the use of physical restraint or seclusion may be 

necessary as an emergency intervention to prevent immediate or imminent injury to a student or to 

others. 

Each member of the crisis intervention team shall be recertified in the use of physical restraint and 

seclusion on an annual basis.  The Board shall require a list of the members of the crisis 

intervention team be maintained for each school. 

Dissemination of Policy 

This policy and its procedures shall be made available on the District’s website and in the Board’s 

procedural manual. The policy shall be updated not later than sixty (60) days after the adoption or 

revision of regulations promulgated by the State Board of Education. 

(cf. 4148/4248 - Employee Protection) 

(cf. 5141.23 - Students with Special Health Care Needs)  

 

Legal Reference:    Connecticut General Statutes 

10-76b State supervision of special education programs and services. 

10-76d  Duties  and  powers  of  boards  of  education  to  provide  special 

education programs and services. 

10-236b Physical restraint and seclusion of students by school employees, (as 

amended by PA 17-220) 

46a-150 Definitions. (as amended by PA 07-147 and PA 15-141) 

46a-152 Physical restraint, seclusion and use of psychopharmacologic agents 

restricted.  Monitoring and documentation required. 

46a-153 Recording of use of restraint and seclusion required.  Review of 

records by state agencies.  Reviewing state agency to report serious injury or 

death to Office of Protection and Advocacy for Persons with Disabilities and to 

Office of Child Advocate. (as amended by PA 12-88) 

53a-18 Use of reasonable physical force or deadly physical force generally. 

53a-19 Use of physical force in defense of person. 

53a-20 Use of physical force in defense of premises. 

53a-21 Use of physical force in defense of property. 

PA 07-147 An Act Concerning Restraints and Seclusion in Public Schools. PA 

15-141 An Act Concerning Seclusion and Restraint in Schools. 

State Board of Education Regulations Sections 10-76b-5 through 10-76b-11. 
 

 

Policy adopted: February 26, 2013 SUFFIELD PUBLIC SCHOOLS 

Policy revised: October 20, 2015, October 3, 2016 Suffield, CT 



5144.1 REG 
 

Series 5000 – Students 
 

1.   Elementary and Secondary 

 
D.  Welfare 

 
(5) Use of Physical Force 

 

The Board of Education (Board) seeks to foster a safe and positive learning environment for all 

students. In compliance with law, Board of Education employees will avoid the use of physical 

restraint or seclusion of students. However, physical restraint or seclusion of a student by trained 

school employees may be necessary in an emergency situation to maintain the safety of the 

student, where harm to the student or others is immediate or imminent. 

 
The following sets forth the procedures for compliance with the relevant Connecticut General 

Statutes and Regulations concerning the physical restraint and seclusion of students in the 

Suffield Public Schools. The Board mandates compliance with this regulation and the law at all 

times. Violations of this regulation by a school employee or other individual working at the 

direction of, or under the supervision of the Board may result in disciplinary action, up to and 

including possible termination of employment status and/or termination of contract for services. 

 
Nothing within these regulations shall be construed to interfere with the Board’s responsibility to 

maintain a safe school setting, in accordance with Connecticut General Statutes §10-220, or to 

supersede the justifiable use of reasonable physical force permitted under Connecticut General 

Statutes §53a-18(6). 

 
I. Definitions 

 

A.  Life-threatening physical restraint means any physical restraint or hold of a person 

that restricts the flow of air into a person’s lungs, whether by chest compression or any 

other means, or immobilizes or reduces the free movement of a person’s arms, legs or 

head while the person is in the prone position. 

 
B.  Psychopharmacologic agent means any medication that affects the central nervous 

system, influencing thinking, emotion or behavior. 

 
C.  Physical restraint means any mechanical or personal restriction that immobilizes or 

reduces the free movement of a person’s arms, legs or head.  Excluded from this 

definition is briefly holding a person in order to calm or comfort the person; restraint 

involving the minimum contact necessary to safely escort a person from one area to 

another; medical devices including but not limited to, supports prescribed by a health 

care provider to achieve proper body position or balance; helmets or other protective 

gear used to protect a person from injuries due to a fall; or helmets, mitts and similar 

devices used to prevent self-injury when the device is part of a documented treatment 

plan or individualized education program pursuant to Connecticut’s special education 

laws or prescribed or recommended by a medical professional and is the least 

restrictive means to prevent such self-injury. 
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D.  School employee means a teacher, substitute teacher, school administrator, 

Superintendent, guidance counselor, psychologist, social worker, nurse, physician, 

school paraprofessional, or coach employed by the Board of Education or working in a 

public elementary, middle or high school; or any other individual who, in the 

performance of his/her duties has regular contact with students and who provides 

services to or on behalf of students enrolled in the district’s schools, pursuant to a 

contract with the Board of Education. 

 
E.  Seclusion means the involuntary confinement of a student in a room, with or without 

staff supervision, in a manner that prevents the person from leaving. Seclusion does 

not include any confinement of a student in which the person is physically able to 

leave the area of confinement including, but not limited to, in-school suspension and 

time-out. 

 
F.  Student means a child (A) enrolled in grades kindergarten to twelve, inclusive, in a 

public school under the jurisdiction of a local or regional board of education, (B) 

receiving special education and related services in an institution or facility operating 

under contract with a local or regional Board of Education, (C) enrolled in a program 

or school administered by a regional education service center, or (D) receiving special 

education and related services from an approved private special education program, but 

does not include any child receiving educational services from Unified School District 

#2 or the Department of Mental Health and Addiction Services. A special education 

student, ages 18 to 21 inclusive, in a transition program is also covered by these 

regulations. 

 
G. Behavior Intervention: Supports and other strategies developed by the Planning and 

Placement Team (“PPT”) to address the behavior of a person at risk that impedes the 

learning of the person at risk or the learning of others. 

 
II. Procedures for Physical Restraint of Students 

 
A. No school employee shall under any circumstance use a life-threatening 

physical restraint on a student. 

 
B. No school employee shall use involuntary physical restraint on a student except 

as an emergency intervention to prevent immediate or imminent injury to the 

student or to others. 

 
C. Physical restraint of a student shall never be used as a disciplinary measure, as 

a convenience, or instead of a less restrictive alternative. 

 
D. School employees must explore all less restrictive alternatives prior to using 

physical restraint on a student. 

 
E. School employees are barred from placing a student in physical restraint until 

he or she has received training in its proper use. 

F. School employees must comply with all regulations promulgated by the 

Connecticut State Board of Education in their use of physical restraint.  
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G. Monitoring 

a. A trained school employee must continually monitor any student who is 

physically restrained. The monitoring must be conducted by direct observation 

of the student, or by video provided the video monitoring occurs close enough 

for the monitor to provide assistance, if needed. 
 

b. A trained school employee must regularly evaluate the person being restrained 

for signs of physical distress. The school employee must record each evaluation 

in the educational record of the student being restrained. 

 
III. Procedures for Seclusion of Students 

 
A. No school employee shall use involuntary seclusion on a student except as an 

emergency intervention to prevent immediate or imminent injury to the student or to 

others. 

 
B. Use of Seclusion 

 
1. A school employee may not use seclusion to discipline a student, 

because it is convenient or instead of a less restrictive alternative. 

2. The area in which the student is secluded must have a window or other 

fixture allowing the student to clearly see beyond the seclusion area. 

3. Any room used for seclusion must: 

a. be of a size that is appropriate to the chronological and 

developmental age, size and behavior of the student; 

b. have a ceiling height that is comparable to the ceiling height of the 

other rooms in the building in which the seclusion room is located; 

c. be equipped with heating, cooling, ventilation and lighting systems 

that are comparable to the systems that are used in the other rooms of 

the building in which the seclusion room is located; 

d. be free of any object that poses a danger to the student who is being 

placed in the seclusion room; 

e. have a door with a lock if that lock is equipped with a device that 

automatically disengages the lock in case of an emergency. Any 

latching or securing of the door, whether by mechanical means or by 

a provider or assistant holding the door in place to prevent the 

student from leaving the room, shall be able to be removed in the 

case of any emergency. An “emergency,” for purposes of this 

subsection, includes but is not limited to the following: 
 

i. the need to provide direct and immediate medical attention to the 

student; 

ii. fire; 

iii. the need to remove the student to a safe location during a 

building lockdown; or 
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iv. other critical situations that may require immediate removal of the 

student from seclusion to a safe location; and 

f. Have an unbreakable observation window located in a wall or door 

to permit frequent visual monitoring of the person at risk and any 

provider or assistant in such room. The requirement for an 

unbreakable observation window does not apply if it is necessary to 

clear and use a classroom or other room in the school building as a 

seclusion room. 

g. The monitoring of students in seclusion is to be done by direct 

observation from another room or by video, provided the video 

monitoring occurs close enough for the monitor to provide aid if 

needed. 

h. When seclusion is used as a behavior intervention strategy more than 

two times in any school quarter, the PPT  is encouraged to convene 

to review the use of seclusion, consider whether additional 

evaluations or assessments are necessary to address the behavior of 

such student and may revise the behavioral plan as appropriate. 

i. Any period of seclusion (1) shall be limited to that time necessary to 

allow the student to compose him or herself and return to the 

educational environment and (2) shall not exceed 15 minutes, except 

that this may be extended for additional periods of up to 30 minutes 

each, if the Principal or his/her designee, school health or mental 

health professional, or board certified behavioral analyst trained in 

the use of restraint and seclusion determines that continued restraint 

or seclusion is necessary to prevent immediate or imminent injury to 

the student or to others. Such authorization is to be placed in writing. 

Where transportation of the student is necessary, the written 

authorization to continue the use of seclusion is not required if 

immediate or imminent injury to the person at risk or to others is a 

concern. 

 

j. School employees must explore all less restrictive alternatives prior 

to using seclusion for a student as an emergency intervention. 

k. School employees must comply with all regulations promulgated by 

the Connecticut State Board of Education in their use of seclusion 

for students. 

l. School employees are barred from placing a student in seclusion 

until he/she has  received training in its proper use. 

 
IV. Training of School Employees 

 
The Board will provide training to the members of the crisis intervention team for each 

school in the district.  The Board may provide such training to any teacher, administrator, 

school professionals, paraprofessional and other school employees staff members and 

administratorsdesignated by the school principal and who has direct contact with students 
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regarding physical restraint and seclusion of students.  The training will be provided 

during the school year annually and shall include, but not be limited to: 

 

1. An overview of the relevant laws and regulations regarding the use of physical 

restraint and seclusion on students and the proper uses of physical restraint and 

seclusion.  Such overview shall be in a manner and form as prescribed by the 

State Department of Education. 

 
2. The creation of a plan by which the Board will provide school professionals, 

paraprofessional staff members and administrators with training and 

professional development regarding the prevention of incidents requiring 

physical restraint or seclusion of students. 

The plan is to be implemented not later than July 1, 20172018, and must include a 

provision to require the training of all school professionals, paraprofessional staff 

members and administrators in the prevention of such incidents not later than July 1, 

2019 and periodically thereafter as prescribed by the Commissioner of Education 

 
3. The Board will create a plan, to be implemented not later than July 1, 20178, 

requiring the training of all school professionals, paraprofessional staff 

members and administrators by regarding the proper means of physically 

restraining or secluding  physical restraint or seclusion of a student, including, 

but not limited to: 

a. Verbal defusing and de-escalation; 

b. Prevention strategies; 

a.c. Various types of physical restraint and seclusion; 

b.d.The differences between life-threatening physical restraint and other varying 

levels of physical restraint; 

c.e. The differences between permissible physical restraint and pain compliance 

techniques; and 

f. Monitoring methods to prevent harm to a student who is physically restrained or 

in seclusion, including training in the proper means of physically restraining or 

secluding a student.; and 

d.g.Recording and reporting procedures on the use of physical restraint and 

seclusion. 

 
V. Crisis Intervention Teams 

 
Annually, Eeach school shall identify a crisis intervention team. Such team shall consist 

of any teacher, administrator, school professionals, paraprofessional staff members and 

administratorsor other school employee designated by the school principal and who has 

direct contact with students and trained in the use of physical restraint and seclusion.   

 

The Crisis Intervention Team will respond to any incident in which the use of physical 

restraint or seclusion may be necessary as an emergency intervention to prevent 

immediate or imminent injury to a student or to others. 
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Each member of the crisis intervention team shall be recertified in the use of physical 

restraint and seclusion annually.  The Board shall require a list of the members of the 

crisis intervention team be maintained for each school. 

 
This policy and procedures is available on the district’s website and in the Board’s 

procedural manual. The policy shall be updated not later than sixty (60) days after the 

adoption or revision of regulations promulgated by the State Board of Education. 

 
VI. Documentation and Communication 

 
A. After each incident of physical restraint or seclusion, and no later than the school day 

following the incident, a school employee must complete the standardized incident 

report form developed by the Connecticut State Department of Education for reporting 

incidents of physical restraint and seclusion. The incident form must be included in 

the educational file of the person at risk who was physically restrained or secluded. 

The information documents on the form must include the following: 

 
1. in the case of an emergency use, the nature of the emergency and what other 

steps, including attempts at verbal de-escalation, were taken to prevent the 

emergency from arising if there were indications that such an emergency was 

likely to arise; 

2. a detailed description of the nature of the restraint or seclusion; 

3. the duration of the restraint or seclusion; and 

4. the effect of the restraint or seclusion on the student’s established behavioral 

support or educational plan. 

B. A school employee must notify the parent or guardian of a student of each incident 

that the student is physically restrained or placed in seclusion. 

 
1. A reasonable attempt shall be made to notify the parent or guardian of the 

student on the day of, but no later than twenty-four (24) hours after, physical 

restraint or seclusion is used as an emergency intervention to prevent 

immediate or imminent injury to the student or others. 

2. Notification may be made by telephone, e-mail, or other method which may 

include, but is not limited to, sending a note home with the student. 

3. The parent or guardian of a student who has been physically restrained or 

placed in seclusion shall be sent a copy of the completed standardized 

incident report of such action no later than two (2) business days after the 

emergency use of physical restraint or seclusion, regardless of whether the 

parent received the notification described in subsections 1 and 2 above. 

 
C. The Director of Special Education [or other responsible administrator], or his or her 

designee, must, at each initial and annual PPT meetings for a student, provide the 

child’s parent, guardian, or surrogate parent, or the student if such student is an 

emancipated minor or eighteen years of age or older, with the laws relating to physical 



– 7 – 

restraint and seclusion as expressed through this regulation, and of the laws and 

regulations adopted by the Connecticut State Board of Education relating to physical 

restraint and seclusion. 

 
D. The Director of Special Education [or other responsible administrator], or his or her 

designee, shall provide to the child’s parent, guardian, or surrogate parent, or the 

student if such student is an emancipated minor or eighteen years of age or older, at 

the first PPT meeting following the child’s referral to special education the plain 

language notice of rights regarding physical restraint and seclusion developed by the 

Connecticut State Department of Education. 

 
E. The plain language notice developed by the Connecticut State Department of 

Education shall also be provided to the child’s parent, guardian, or surrogate parent, or 

the student if such student is an emancipated minor or eighteen years of age or older at 

the first PPT meeting at which the use of seclusion as a behavior intervention is 

included in the child’s behavioral support or education plan. 

 
F. The Director of Special Education [or other responsible administrator], or his or her 

designee, must be notified of the following: 

 
1. each use of physical restraint or seclusion on a special education student; 

2. the nature of the emergency that necessitated its use; and 

3. if the physical restraint or seclusion resulted in physical injury to the student. 

 

Responsibilities of the Director of Special Services [or other responsible administrator] 

 
A. The Director of Special Education [or other responsible administrator], or his or her 

designee, must compile annually the instances of physical restraint and seclusion 

within the District, the nature of each instance of physical restraint and seclusion and 

whether instances of seclusion were conduct pursuant to IEPs. 

 
B. The Director of Special Education [or other responsible administrator], or his or her 

designee, must report to the Connecticut State Department of Education any instance 

of physical restraint or seclusion that resulted in physical injury to the student. 

 
Legal References:       Connecticut General Statutes 

10-76b State supervision of special education programs and services10-76b-

5 through 10-76b-11 Use of Seclusion & Restraint in Public Schools. 

10-76d Duties and powers of the boards of education to provide special 

education programs and services. 

10-236b Physical restraint and seclusion of students by school employees, 

(as amended by PA 17-220) 

10-220 Duties of boards of education. 

46a-150-154 Physical Restraint, medication, and seclusion of persons 

receiving care, education, or supervision in an institution or facility. 
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46a-153 Recording of use of restraint and seclusion required. Review of 

records by state agencies. Reviewing state agency to report serious injury 

or death to Office of Protection and Advocacy for Persons with 

Disabilities and to Office of Child Advocate. (as amended by P.A. 12-88) 

53a-18 Use of reasonable physical force. 

PA 07-147 An Act Concerning Restraints and Seclusion in Public 

Schools. 

PA 15-141 An Act Concerning Seclusion and Restraint in Schools. 

 

Other Reference:        Restraint and Seclusion: Resource Document, United States Department 

of Education, available at  http://www2.ed.gov/policy/seclusion/restraints- 

and-seclusion-resources.pdf. 
 
 

Policy adopted: February 26, 2013 SUFFIELD PUBLIC SCHOOLS 

Policy revised: October 20, 2015, October 3, 2016 Suffield, CT 

http://www2.ed.gov/policy/seclusion/restraints-and-seclusion-resources.pdf
http://www2.ed.gov/policy/seclusion/restraints-and-seclusion-resources.pdf
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 Form 
 

Suffield Public Schools 

Incident Report of Physical Restraint  
 

Note:  Any use of physical restraint is to be documented in the child’s educational record and, if appropriate, in the 

child’s school health record. Use of the CSDE Incident Report of Physical Restraint is required and should be 

completed as soon after the incident as possible or within 24 hours of the incident. 

 

Physical Restraint means any mechanical or personal restriction that immobilizes or reduces the 

free movement of a child’s arms, legs or head. It does not include: (1) briefly holding a child in 

order to calm or comfort the child; (2) restraint involving the minimum contact necessary to safely 

escort a child from one area to another; (3) medication devices, including supports prescribed by a 

health care provider to achieve proper body position or balance; (4) helmets or other protective gear 

used to protect a child from injuries due to a fall; or (5) helmets, mitts and similar devices used to 

prevent self-injury when the device is part of a documented treatment plan or IEP and is the least 

restrictive means available to prevent self-injury. 
 

District Information 

School District: _______________ Address: __________________ Phone: 

____________________ 

School: _____________________ Address: __________________ Phone: 

____________________ 

Date of Restraint: _____________ Date of Report: _____________  

Person preparing the report: 

___________________________________________________________ 

Time restraint initiated _______ Time restraint ended _______Total time of restraint ______* 

*If the total length of the restraint exceeds 15 minutes, attach the documentation of the required Administrator’s 

(or designee) determination of the need for continuation of the restraint to prevent immediate or imminent injury 

to the student or to others. 
 

Student Information 

Student’s Name: ___________________ SASID #: _______________ Date of Birth: 

___________ 

Age: _____  Gender (M /F): _____  Grade: _____  Race: _____   Disability: 

______________ 

____ The student is a general education student. 

____ The student currently receives special education services. 

____ The student is being evaluated or considered for eligibility for special education services. 

Staff Information 

Name of staff administering restraint: _________________________ Title__________________ 

Name of staff monitoring/witnessing restraint: __________________ Title__________________ 
 

Student activity/behavior precipitating use of restraint 

Describe the location and activity in which the student was engaged just prior to the restraint: 

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

____________________________________________________________________________  
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Describe the risk of immediate or imminent injury to the student restrained or to others that required 

the use of restraint:   

_______________________________________________________________________________ 

________________________________________________________________________________

______________________________________________________________________________ 

Staff activity/response 

Describe other steps, including de-escalation strategies implemented to prevent the emergency, 

which necessitated the use of restraint:  ______________________________________________ 

________________________________________________________________________________

________________________________________________________________________________

_____________________________________________________________________________ 

Describe the nature of the physical restraint: (include the type of hold/restraint and the number of 

persons required): ________________________________________________________________ 

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

____________________________________________________________________________ 

Did the student demonstrate physical distress during the restraint?   _____ Yes ______ No 

Indicate times student was monitored for physical distress and if any signs of physical distress were 

noted:  ____________________________________________________________________ 

_______________________________________________________________________________ 

________________________________________________________________________________

________________________________________________________________________________

_____________________________________________________________________________ 

Describe the disposition of the student following the restraint:  

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

____________________________________________________________________________ 

Was the student injured during the emergency use of restraint?   ______ Yes _______ No 

If “yes,” complete and attach a Report of Injury. 
 

Parent/Guardian Notification 

Was parent/guardian notified within 24 hours of the incident? 

____ Yes (indicate manner) _______________________________________________________ 

____ No 

Was a copy of the Incident Report sent to parent/guardian within two business days? 

_______ Yes ______ No 

Is a* PPT required to review/revise the IEP or discuss additional evaluation or the 

development/revision of a FBA and or BIP?                              ______ Yes               _______No    

Is a PPT recommended to modify the IEP?   ____ Yes   ____ No   If “yes,” indicate date ________ 

Is a *meeting required for this general education student?  _________Yes       No________ 

        If “yes,” indicate date _____________ 

*A PPT or a meeting is required if this incident marks the 4
th

 incident of restraint or seclusion within a twenty 

school day period.   
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To be completed in the event that a student is restrained or secluded for a period 

exceeding 15 minutes. 

 

Public Act 15-141 requires that an administrator, as defined in section 10-144e of the general 

statutes, or such administrator's designee, a school health or mental health personnel, or a 

board certified behavioral analyst, who has received training in the use of physical restraint and 

seclusion, shall determine whether continued physical restraint or seclusion is necessary to prevent 

immediate or imminent injury to the student or to others. Upon a determination that such continued 

physical restraint or seclusion is necessary, such individual shall make a new determination every 

thirty minutes thereafter regarding whether such physical restraint or seclusion is necessary to 

prevent immediate or imminent injury to the student or to others. 

_______________________________________________________________________________ 

 

Time restraint or seclusion was initiated:  ______________ a.m. /p.m. 

Time restraint or seclusion was terminated: _____________ a.m. /p.m. 

 

15 minute determination of the necessity of continued restraint or seclusion:__________a.m. /p.m. 

 

_______________________________________________________________________________ 

Signature of qualified* administrator, designee, school health or mental health professional 

_______________________________________________________________________________ 

 

 

30 minute determination of the necessity of continued restraint or seclusion:__________a.m. /p.m. 

 

_______________________________________________________________________________ 

Signature of qualified* administrator, designee, school health or mental health professional 

 

 

 

30 minute determination of the necessity of continued restraint or seclusion:__________a.m. /p.m. 

 

_______________________________________________________________________________ 

Signature of qualified* administrator, designee, school health or mental health professional 

 

 

 

30 minute determination of the necessity of continued restraint or seclusion:__________a.m./p.m. 

 

______________________________________________________________________________ 

Signature of qualified* administrator, designee, school health or mental health professional 

 

 

 

*qualified is defined as having received required training in the use of physical restraint and 

seclusion 



  

 5144.1 

 Form 2 
 

Suffield Public Schools 

Incident Report of Seclusion 

 
Note:  Any use of seclusion is to be documented in the child’s educational record and, if appropriate, in the child’s school 

health record. An Incident Report of Seclusion is required and should be completed as soon after the incident as 

possible or within 24 hours of the incident. Parents/ guardians must be notified in writing within 24 hours of the 

incident. Notification should include the information documented on the Incident report.  
 

Seclusion: The confinement of a person in a room, whether it be alone or with supervision in a manner 

that prevents the person from leaving the room. In a public school, seclusion does not mean any 

confinement of a child where the child is physically able to leave the area of confinement including in-

school suspension and time-out. 
 

District Information 

School District: _______________ Address: __________________ Phone: __________ 

School: _____________________ Address: __________________ Phone: __________ 

Date of Seclusion: _____________ Date of Report: _____________  

Person preparing the report: _______________________________________________________ 

Time seclusion initiated ______Time seclusion ended _______Total time of seclusion ______* 

*If the total length of the seclusion exceeds 15 minutes, attach the documentation of the required Administrator’s (or 

designee) determination of the need for continuation of the seclusion to prevent immediate or imminent injury to the 

student or to others. 
 

Student Information 

Student’s Name: ___________________ SASID #: _______________ Date of Birth: _______ 

Age: _____  Gender (M /F): _____  Grade: _____  Race: _____   Disability: __________ 

____ The student is a general education student. 

____ The student currently receives special education services. 

____ The student is being evaluated or considered for eligibility for special education services. 

____ A FBA has been conducted and a BIP has been developed as part of the IEP which includes  

          the use of seclusion as a planned intervention. 

____ Seclusion was initiated in response to an “emergency”. 

__________________________________________________________________________________ 

Staff Information 

Name of staff administering seclusion: _________________________ Title________________ 

Name of staff monitoring/witnessing seclusion: __________________ Title________________ 
 

Student activity/behavior precipitating use of seclusion 

Describe the location and activity in which the student was engaged just prior to the seclusion: 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

Describe the risk of immediate or imminent injury to the student secluded or to others that required the 

use of seclusion: ____________________________________________________________________ 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________  
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Staff activity/response 

Describe other steps, including de-escalation strategies implemented to prevent the emergency, which 

necessitated the use of seclusion: _________________________________________________ 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

___ 

Describe the nature of the seclusion: (Was it used as an emergency procedure to prevent immediate or 

imminent injury to the student or others? Was it used as a behavior intervention as indicated in the 

IEP? If in the IEP, did the situation/emergency meet the criteria as outlined?): 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

_____ 

Did the student demonstrate physical distress while in seclusion?   _____ Yes ______ No 

Indicate times student was monitored for physical distress and if any signs of physical distress were 

noted:  ____________________________________________________________________________ 

__________________________________________________________________________________

_ 

__________________________________________________________________________________

__________________________________________________________________________________

__ 

Describe the disposition of the student following the use of seclusion:  

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

______________________________________________________________________ 

Was the student injured during the emergency use of seclusion? ______ Yes _______ No 

If “yes,” complete and attach a Report of Injury. 
 

Parent/Guardian Notification 

Was parent/guardian notified within 24 hours of the incident? 

____ Yes (indicate manner) _______________________________________________________ 

____ No 

Was a copy of the Incident Report sent to parent/guardian within two business days? 

_______ Yes ______ No 

Is a* PPT required to review/revise the IEP or discuss additional evaluation or the 

development/revision of a FBA and or BIP?                                    __ ____ Yes               _______No    

 

Is a PPT recommended to modify the IEP?    _____ Yes   ______No   if “yes,” indicate date ____ 

 

Is a *meeting required for this general education student?  _____Yes       No________ 

         If “yes,” indicate date ____ 

   
*A PPT is required if this incident marks the 4

th
 incident of restraint or seclusion within a twenty school day period. 
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To be completed in the event that a student is restrained or secluded for a 

period exceeding 15 minutes. 

 

Public Act 15-141 requires that an administrator, as defined in section 10-144e of the general 

statutes, or such administrator's designee, a school health or mental health personnel, or a 

board certified behavioral analyst, who has received training in the use of physical restraint and 

seclusion, shall determine whether continued physical restraint or seclusion is necessary to prevent 

immediate or imminent injury to the student or to others. Upon a determination that such 

continued physical restraint or seclusion is necessary, such individual shall make a new 

determination every thirty minutes thereafter regarding whether such physical restraint or 

seclusion is necessary to prevent immediate or imminent injury to the student or to others. 

_______________________________________________________________________________ 

 

Time restraint or seclusion was initiated:  ______________ a.m. /p.m. 

Time restraint or seclusion was terminated: _____________ a.m. /p.m.             

 

15 minute determination of the necessity of continued restraint or seclusion:__________a.m. /p.m. 

 

________________________________________________________________ 

Signature of qualified* administrator, designee, school health or mental health professional 

_______________________________________________________________________________ 

 

 

30 minute determination of the necessity of continued restraint or seclusion:__________a.m. /p.m. 

 

_______________________________________________________________________________ 

Signature of qualified* administrator, designee, school health or mental health professional 

 

 

 

30 minute determination of the necessity of continued restraint or seclusion:__________a.m. /p.m. 

 

_______________________________________________________________________________ 

Signature of qualified* administrator, designee, school health or mental health professional 

 

 

 

30 minute determination of the necessity of continued restraint or seclusion:__________a.m./p.m. 

 

_______________________________________________________________________________ 

Signature of qualified* administrator, designee, school health or mental health professional 

 

 

 

*qualified is defined as having received required training in the use of physical restraint and 

seclusion 
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Series 4000 – Personnel – Certified &Non-Certified  
 

1. Certified Personnel 

 

A.  Permanent Personnel 

 

(2) Appointment and Conditions of Employment 

 

(h) Employment/Reference Checks 

 

The Board of Education (Board) believes that it is critical that references on an application be 
checked prior to an offer of employment.  Also, in order to create a safe and orderly environment 
for students, all offers of employment will be conditional upon the successful outcome of a 
criminal record check.  In addition, any person applying for employment with the District shall 
submit to a record check of the Department of Children and Families Child Abuse and Neglect 
Registry before the person may be hired.  The Board charges the Superintendent with the 
implementation of this policy, collecting accurate data and timely reporting to the appropriate 
individuals and/or entities. 

Requirements for Applicants 

The District shall not offer employment to an applicant for a position, including any position 
which is contracted for, if such applicant would have direct student contact, prior to the District 
requiring of such applicant to provide: 
 
1. Contact information for current and “former employers” if they were education employers or 

the employment otherwise involved contact with children. The contact information must 
include the name, address and telephone number of each current or “former employer”. 

2. Written authorization that consents to and authorizes such “former employers” to disclose 
information and related records about him or her that is requested on the State Department of 
Education (SDE) designated standardized form that interviewing employers send.  The 
authorization also must consent to and authorize SDE to disclose information and related 
records to the District upon request and release such former employees and the SDE from 
any liability that may arise as a result of such disclosure or release. 

 “Former employer” means any person, firm, business, educational institution, nonprofit 
agency, corporation, limited liability company, the state, any political subdivision of the 
state, any governmental agency, or any other entity that such applicant was employed by 
during any of the previous twenty (20) years prior to applying for a position with the Board 
of Education, governing council of a state or local charter school or inter-district magnet 
school operator.  For the purpose of Suffield Public Schools, “former employer” includes the 
entire work history of any applicant. 

 

3. To provide a written statement of whether he or she: 
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a. was the subject of an abuse or neglect or sexual misconduct investigation by any 
employer, state agency or municipal police department, unless the investigation resulted 
in a finding that all allegations were unsubstantiated; 

b. was disciplined or asked to resign from employment or resigned from or otherwise 
separated from any employment while an allegation of abuse or neglect was pending or 
under investigation by the Department of Children and Families (DCF), or an allegation 
of sexual misconduct was pending or under investigation or due to an allegation 
substantiated by DCF of abuse or neglect, or of sexual misconduct or a conviction for 
abuse or neglect or sexual misconduct; or 

c. has ever had a professional or occupational license or certificate suspended or revoked or 
has ever surrendered one while an allegation of abuse or neglect was pending or under 
investigation by DCF, or an investigation of sexual misconduct was pending or under 
investigation, or because an allegation substantiated by DCF of abuse or neglect or of 
sexual misconduct or a conviction for abuse or neglect or sexual misconduct. 

 

Reference Checking Procedures 

The District shall conduct a review of the applicant’s employment history by contacting those 

employers listed in the required information provided by the applicant.  Such review shall be 

conducted using the SDE form that requests: 

 

1. the dates of employment of the applicant; 

 

2. a statement as to whether the employer has knowledge that the applicant was the subject of 

an allegation of abuse or neglect or sexual misconduct for which there is an investigation 

pending with any employer, state agency or municipal police department or which has been 

substantiated; was disciplined or asked to resign from employment or resigned from or 

otherwise separated from any employment while an allegation of abuse or neglect or sexual 

misconduct was pending or under investigation, or due to a substantiation of abuse or neglect 

or sexual misconduct; or has ever had a professional or occupational license, certificate, 

authorization or permit suspended or revoked or has ever surrendered such a license, 

certificate, authorization or permit while an allegation of abuse or neglect or sexual 

misconduct was pending or under investigation, or due to a substantiation of abuse or neglect 

or sexual misconduct. 
 

Such review may be conducted by telephone or through written communication, not later 

than five business days after any such current or “former employer” of the applicant receives 

a request for such information, and responds with such information. The District may request 

more information concerning any response made by a current or “former employer”. Such 

employer shall respond not later than five business days after receiving such request; and 

 

The District shall also request information from SDE concerning: 

 

1. the eligibility status for employment of any applicant for a position requiring a certificate, 

authorization or permit; 
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2. whether SDE has knowledge that a finding has been substantiated by the Department of 

Children and Families of abuse or neglect or of sexual misconduct against the applicant and 

any information concerning such a finding; 

 

3. whether SDE has received notification that the applicant has been convicted of a crime or of 

criminal charges pending against the applicant and any information concerning such charges. 
 

The District shall notify SDE if it receives information that an applicant for a position with the 

District or a current employee has been disciplined for a finding of abuse or neglect or sexual 

misconduct. 

The District will not employ an applicant for a position involving direct student contact who 

does not comply with the provisions of this policy. 

Temporary Hires 

The District may employ or contract with an applicant on a temporary basis for a period not to 

exceed ninety days, pending the District’s review of the required and submitted applicant 

information provided: 

 

1. The applicant has submitted to the District the three required disclosures; 

2. The District, has no knowledge of information pertaining to the applicant that would 

disqualify him/her from employment; and 

3. The applicant affirms that he or she is not disqualified from employment with the District. 

 

Employment Agreements 

 

The District shall not enter into any collective bargaining agreement, employment contract, 

resignation or termination agreement, severance agreement or any other contract or agreement or 

take any action that: 

 

1. Has the effect of suppressing information relating to an investigation of a report of suspected 

abuse or neglect or sexual misconduct by a current or former employee; 

2. Affects the ability of the local or regional school district, council or operator to report 

suspected abuse or neglect or sexual misconduct to appropriate authorities; or 

3. Requires the District, to expunge information about an allegation or a finding of suspected 

abuse or neglect or sexual misconduct from any documents maintained by the District, unless 

after investigation such allegation is dismissed or found to be false. 
 

Substitute Teachers 

 

The District shall only hire applicants for substitute teaching positions who comply with this 

policy and who fulfill the disclosure requirements and after requesting information from the 

applicant’s prior employers and SDE.  The District shall determine which such persons are 

employable as substitute teachers and maintain a list of such persons.  The District shall hire only 

substitutes who are on such list. 
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Approved substitutes shall remain on such list as long as he or she is continuously employed by 

the District as a substitute teacher, provided the District does not have any knowledge of a reason 

that such person should be removed from the list. 

 

Contractors and Their Employees 

 

In the case of an applicant who is a contractor, the contractor shall require any employee with 

such contractor who would be in a position involving direct student contact to supply to the 

contractor all information required of any applicant for a position in the district as previously 

described in this policy. The contractor shall contact any current or “former employer” of such 

employee that was a school district, council or operator or if such employment caused the 

employee to have contact with children, and request, either by telephone or through written 

communication, any information concerning whether there was a finding of abuse or neglect or 

sexual misconduct against such employee. 

 

Such employer shall report to the contractor any such finding, either by telephone or through 

written communication. If the contractor receives any information indicating such a finding or 

otherwise has knowledge of such a finding, the contractor shall, immediately forward such 

information to the District with which the contractor is under contract, either by telephone or 

through written communication. 

 

Any District that receives such information shall determine whether such employee may work in 

a position involving direct student contact at any school under the District’s jurisdiction. No 

determination by a District that any such employee shall not work under any such contract in any 

such position shall constitute a breach of such contract. 

 

Falsification of Records/Information 

 

Any applicant who knowingly provides false information or knowingly fails to disclose 

information required by this policy in compliance with applicable statutes shall be subject to 

denial of employment or termination of the contract of a certified employee. 

 

It is understood that any employer and SDE who provide information to the District and in 

accordance with this policy shall be immune from criminal and civil liability, provided the 

employer or SDE did not knowingly supply false information. 

 

Communication 

The District, as required, shall communicate with other education employers and also between an 

education employer and SDE, about findings of abuse or sexual misconduct by applicants or 

employees. The District will notify SDE when it receives information that applicants or 

employees have been disciplined for a finding of abuse or sexual misconduct. In addition, the 

District will provide, upon request, to any other education employer or to the Commissioner of 

Education, information it may have about a finding of abuse or sexual misconduct for someone 

being vetted for hire as a direct employee of an education employer or a contractor’s employee. 

Definitions 



– 5 – 

“Sexual misconduct” means any verbal, nonverbal, written or electronic communication, or any 

other act directed toward or with a student that is designed to establish a sexual relationship with 

the student, including a sexual invitation, dating or soliciting a date, engaging in sexual dialog, 

making sexually suggestive comments, self-disclosure or physical exposure of a sexual or erotic 

nature and any other sexual, indecent or erotic contact with a student; 

“Abuse of a child or youth” is defined as (a) inflicting physical injury or non-accidental 

injuries; (b) inflicting injuries that do not match the story associated with their origin; or (c) 

maltreatment, including malnutrition, sexual molestation or exploitation, deprivation of 

necessities, emotional maltreatment, or cruel punishment; and 

“Neglect of a child or youth” is defined as (a) abandonment; (b) denial of proper care and 

attention physically, educationally, emotionally, or morally; or (c) allowing the child to live 

under conditions, circumstances, or associations injurious to the child’s well-being. 

“Abuse and neglect” also includes sexual assault as defined in the statutes. (C.G.S. 46b-120, 

and includes any violation of section 53a-70, 53a-70a, 53a-71, 53a-72a, 53a-72b or 53a-73a). 

“Former employer” means any person, firm, business, educational institution, nonprofit 

agency, corporation, limited liability company, the state, any political subdivision of the state, 

any governmental agency, or any other entity that such applicant was employed by during any of 

the previous twenty (20) years prior to applying for a position with the Board of Education, 

governing council of a state or local charter school or inter-district magnet school operator.  For 

the purpose of Suffield Public Schools, “former employer” includes the entire work history of 

any applicant. 

Offer of Employment 

Prior to offering employment to an applicant, the District shall make a documented good faith 

effort to contact each current and any “former employer” that was a school district, council or 

operator or if such employment otherwise caused the applicant to have contact with children of 

the applicant in order to obtain information and recommendations which may be relevant to the 

applicant’s fitness for employment, provided such effort shall not be construed to require more 

than three telephone requests made on three separate days. 

The District shall not offer employment to any applicant who had any previous employment 

contract terminated by a District, council or operator or who resigned from such employment, if 

such person has been convicted of abuse or neglect or sexual misconduct. 

 

(cf. 4112.5 – Security Check/Fingerprinting) 

(cf. 4121 – Substitute Teachers) 

 

Legal References: Connecticut General Statutes 

1-200 through 1-241 of the Freedom of Information Act. 

5-193 through 5-269 -State Personnel Act 

10-151c Records of teacher performance and evaluation not public 

records. 

10-221d Criminal history records checks of school personnel. 

Fingerprinting. Termination or dismissal. (as amended by PA 16-67) 
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10-222c Hiring policy. (as amended by PA 16-67 and PA 17-220) 

Federal Family Educational Rights and Privacy Act of 1974 (section 438 

of the General Education Provisions Act, as amended, added by section 

513 of P.L. 93-568, codified at 20 U.S.C. 1232g) 

Dept. of Educ. 34 C.F.R. Part 99 (May 9, 1980 45 FR 30802) regs. 

implementing FERPA enacted as part of 438 of General Educ. provisions 

act (20 U.S.C. 1232g)-parent and student privacy and other rights with 

respect to educational records, as amended 11/21/96. 

PA 16-67 An Act Concerning the Disclosure of Certain Educational 

Personnel Records 

 

 

 

 

 

Policy adopted: October 3, 2016 SUFFIELD PUBLIC SCHOOLS 

Policy revised:  Suffield, Connecticut 


