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Dear Student, 
 
We are pleased and excited to welcome you to the Stony Brook School.  We want your middle school years to be exciting, 
interesting and challenging. This handbook outlines the policies and procedures that are specif ic to you.  
 
As a middle school student, you are expected to come to school each day prepared and ready to do your best.  The teachers 
are committed to providing a program designed to meet your needs.  The staff works together to create a challenging, 
integrative and exploratory school environment that we can all be proud of.  Individual student needs are met through 
differentiated instruction that addresses all learning styles.  To do this, we need the cooperation of our school community, 
parents, teachers and most importantly you to make this school year a success. 
 
Along with the teachers and guidance staff, we are very excited about working together with you as we explore the 
wonderful possibilities and educational opportunities that the middle school offers. 
 
On behalf of all the staff, we want to wish each of you great success at Stony Brook.   
 
 
Peter Cohen, Principal 
 
Julie Vincentsen, Assistant Principal 
 
 
WESTFORD PUBLIC SCHOOLS DISTRICT WEBSITE: 
A wealth of information and links to all the Westford SchoolsÕ websites can be found on the district website. You 
can access this website by visiting http://westfordk12.us/ 
 

WESTFORD SCHOOL COMMITTEE 
Elizabeth Andrews  John Moran  David Keele       Arthur Benoit 
Margaret Murray  Erika Kohl   Judith Culver     
           
Meets every other Monday, at Millennium in the Multipurpose Room at 7:30 P.M. and is cablecast on Channel 8. 
(Meetings are not held during the month of July.) Visit their web site at http://westfordk12.us/ for a complete list 
of Westford Public Schools Policies. Policies are also available in each school office. 
 

WESTFORD PUBLIC SCHOOLS ADMINISTRATION 
Superintendent      Everett (Bill) Olsen, Jr. 692-5560 x2103 
Assistant Superintendent for Curriculum & Instruction Lorraine Tacconi-Moore 692-5560 x2105 
Director of School Finance    Kathy Auth  692-5560 x2106  
Director of Pupil Services    Diane Pelletier  692-5560 x2112 
Director of Educational Technology &   Ron Koehler, M.A. 692-6660 x2119 
             Information Services 
Title VI and Title IX Coordinator    Everett (Bill) Olsen, Jr. 692-5560 x2101 
Section 504 and Homeless Coordinator   Diane Pelletier  692-5560 x2112 
         
Disclaimer:  Stony Brook School reserves the right to make necessary changes in the student handbook.   
Stony Brook School is not responsible for any typographical errors in the student handbook.

2 



 

This agenda book belongs to: 
 
NAME_______________________________________________________________ 
 
ADDRESS____________________________________________________________ 
 
TOWN________________________________________ZIP CODE ______________ 
 
PHONE_______________________________________________________________ 
 
GRADE_______________________ HOMEROOM ___________________________ 
 
 
 
 
 
                      PLEASE NOTE:  The front cover is sensitive to extreme heat.  Do not leave in direct sunlight!             Printed on recyclable paper 

 
 

 
   

  
  
 
 
 
 
 

STUDENT HANDBOOK 
2008 - 2009 

 
Jessica L . Huizenga  

Principal 
 

Cather ine Koch  
Assistant Principal 

 
14 West Street 

Westford, MA  01886 
Telephone 

(978) 692-5582 
 

http://bms.westfordk12.us 
 
 
 
 

Partially funded by Westford Middle School PTO 

BLANCH ARD 
MIDDLE 
SCHOOL 
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14 West Street, Westford, MA 01886      978-692-5582 
 
 
 

August 2008 
 
 
Dear Student, 
 
 
Welcome to a new year at the Blanchard Middle School. This is an exciting and challenging time where you will build the 
foundation for the lifelong journey that lies ahead of you. It is during this time that you will find yourself faced with many 
changes, new experiences, social decisions and academic opportunities that will ensure a successful future. Our program 
promises to provide a productive and enjoyable team-based middle school experience.  
 
It is essential to your success that all members of our community work together towards one end: Preparation for Lifelong 
learning. We expect that you do your part, which consists of coming to each day of school prepared to learn and give your 
best effort. In this handbook you will f ind clear academic/behavioral expectations and guidelines that when followed, will 
facilitate a quality education for you intellectually, emotionally, and physically. Please take the time to discuss with your 
parents the contents of this handbook. It is meant to serve as a guide and tool to help our community make meaningful 
decisions and build a school culture that is healthy, safe, and cooperative. 
 
The Blanchard staff would like to express our excitement to have the opportunity to serve you and your families and assist 
in preparing you for future success. Parents and Guardians are encouraged to contact us if there is anything we can do to 
assist you during these Middle School years. 
 
 
Jessica L. Huizenga, Principal 
 
Catherine Koch, Assistant Principal 
 
WESTFORD PUBLIC SCHOOLS DISTRICT WEBSITE: 
A wealth of information and links to all the Westford SchoolsÕ websites can be found on the district website. You 
can access this website by visiting http://westfordk12.us/ 
 

WESTFORD SCHOOL COMMITTEE 
Elizabeth Andrews  John Moran  David Keele       Arthur Benoit 
Margaret Murray  Erika Kohl   Judith Culver     
           
Meets every other Monday, at Millennium in the Multipurpose Room at 7:30 P.M. and is cablecast on Channel 8. 
(Meetings are not held during the month of July.) Visit their web site at http://westfordk12.us/ for a complete list 
of Westford Public Schools Policies. Policies are also available in each school office. 
 

WESTFORD PUBLIC SCHOOLS ADMINISTRATION 
Superintendent      Everett (Bill) Olsen, Jr. 692-5560 x2103 
Assistant Superintendent for Curriculum & Instruction Lorraine Tacconi-Moore 692-5560 x2105 
Director of School Finance    Kathy Auth  692-5560 x2106  
Director of Pupil Services    Diane Pelletier  692-5560 x2112 
Director of Educational Technology &   Ron Koehler, M.A. 692-6660 x2119 
             Information Services 
Title VI and Title IX Coordinator    Everett (Bill) Olsen, Jr. 692-5560 x2101 
Section 504 and Homeless Coordinator   Diane Pelletier  692-5560 x2112  
 
Disclaimer:  Blanchard Middle School reserves the right to make necessary changes in the student handbook.  
Blanchard Middle School is not responsible for any typographical errors in the student handbook. 
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ÒThe Westford Public Schools will comply with 
all applicable Federal and State Civil Rights 
Statutes, as they apply to the access of 
employment, programs, services and facilit ies 
by our staff and students.Ó 
 

Student Information 
 

MI DDLE SCHOOL SCHEDULE 
The middle school schedule is made up of five core 
subjects for 6th grade and four core subjects for 7th 
and 8th grade, aligned with the Massachusetts 
Curriculum Frameworks. These include Math, 
Science, Language Arts, Social Studies, and in 6th 
grade Reading.  
 

BEHAVIOR   
Self-control and good citizenship are the main 
objectives of good discipline.  Through pupil and 
staff discussion, reasonable and appropriate 
guidelines for self-control and good citizenship will 
be reinforced. The Principal will decide each 
studentÕs situation on its own merit and act 
accordingly and will make every effort to resolve 
problems informally. Problems are to be solved 
through discussion rather than physical contact. 
 

If rules are disregarded, appropriate action will 
result through teacher and/or principal involvement. 
The following actions are considered when school 
rules have been violated at each grade level. Any or 
all of the following could result: 
 

A. Office or after-school detention 
B. Discussion involving the school principal, child, 

teacher, and/or parent/guardian 
C. Quiet time-out area (office, guidance area, 

separate class) 
D. Notification to parent/guardian 
E. In-school suspension: The student is allowed to 

attend school, but is suspended from all classes 
and activities during the designated 
suspension. 

F. Out of school suspension. The process 
includes: 

¥ Notice that a serious offense has occurred 
¥ The principal and the student will discuss 

events leading to the offense 
¥ The school superintendent will be called and 

the parents/guardians notified. A parent 
conference will be scheduled to discuss the 
decision 

¥ The Westford School Committee may be 
alerted when a child receives a third 
suspension. This may result in a review of the 
case by the School committee with parents 
present. 

G. Students attending school under a special 
needs placement may be disciplined following 

established guidelines except as follows: 
Suspension or exclusion for more than ten 
cumulative days constitutes a change of 
placement.  School officials will not change 
any studentÕs special education placement 
without providing his or her parent or guardian 
the procedural safeguards provided by the 
statutes.  Among other things, the statutes 
require school officials to give the parent or 
guardian advance written notice of the 
suspension or exclusion and of the parentÕs 
right to challenge the action in an 
administrative hearing.  If the parent requests 
a hearing, the suspension will be put on hold. 

H. The following are not allowed to be brought to 
school: 

¥ Bats or hard balls. The physical education 
teacher has this equipment and will distribute 
under his/her supervision 

¥ Jackknives or other potential weapons 
¥ Portable radios, iPods, MP3 players, video 

games, electronic devices, laser pointers 
¥ Toys which resemble weapons 
¥ Any other objects which might be a safety 

concern in a large group situation 
¥ Any item(s) for sale or exchange 

I. No gum chewing allowed. 
J. Cell phones must be turned off and out of sight 
 

 

PERSONAL APPEARANCE 
The basic premise for the governing of student 
appearance should be based upon the rules of 
common sense.  The rules should relate to the 
common good of all students.  The common good 
of all students is best served through personal and 
group safety. 
1. Health and personal hygiene - students should 

observe the basic rules of good personal 
hygiene and health.  Appearance of body and 
clothes should be neat and clean. 

2. Decency Ð Students should be dressed so as 
not to be offensive or to abridge the rules of 
good taste.  Clothing that may be disruptive to 
the educational process includes (but is not 
limited to) clothing upon which any of the 
following is displayed:  obscenities, language 
that promotes alcohol and/or drugs, words or 
symbols that will predictably upset others, or 
words or symbols which defame the beliefs or 
heritage of others.  Students should refrain from 
wearing the following:  midriff shirts, low-cut 
shirts, tube tops or off-the-shoulder shirts.  
Under garments should not be visible under any 
articles of clothing such as tank tops, shorts 
and pants.  Skirts and shorts should be of an 
appropriate length; it is recommended that the 
length not rise above the end of the fingertips 
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when the studentÕs arms are placed by his or 
her sides.  Students not adhering to the dress 
code may be sent to administration and asked 
to change or cover their clothing.  While this is 
not intended to be an issue of discipline, it is 
viewed that these rules relate to the common 
good of all students. 

3. Safety - Students must dress so that they will 
not endanger themselves or other students.  
Appropriate footwear should be worn.    

4. Walkmans and C.D. players interfere with 
learning and should not be in school. 

5. Hats – No hats of any type should be worn in 
school. Outdoor clothing, such as coats, snow 
boots, should be removed in school. 

6. Damage to furniture and floors - Clothes that 
can mar or damage furniture should not be 
worn. 

 

CODE OF CONDUCT 
School is a place where learning occurs 
everywhere and at all times. Many children and 
adults come together at school and spend many 
hours together. A school needs rules of behavior to 
make sure that everyone can be free of distraction, 
fear, or discomfort so that learning can take place. 
We believe that each student and each teacher has 
the following rights in school: 
¥ To work in pleasant, safe and orderly 

surroundings 
¥ To be free from insulting or abusive treatment 

from others 
¥ To have an atmosphere that encourages 

learning 
 

The Middle School Code of Conduct is designed to 
protect these rights and will outline expected 
behavior of the school community. This will be 
handed out at the beginning of the school year and 
is considered part of each middle school handbook. 
 

FI RE DRI LL S 
Several times during the year a fire drill will be 
conducted.  Please adhere to these guidelines: 
A. Follow the directions posted in the classroom or 

the teacher in charge. 
B. Be absolutely silent and exit the building in an 

orderly manner. 
C. Stand with the members of your class in the 

assigned area away from the building. 
D. Re-enter the building only when instructed to do 

so. 
E. Failure to comply with these guidelines is a 

serious offense. 
 

STUDENT SUSPENSIONS 
Suspension from school involves the denial of a 
studentÕs privilege to attend school and its activities.  
This action is taken when it is obvious that no other 
action is suitable or likely to result in the correction 

of a studentÕs unacceptable behavior.  If the 
suspension is the result of a studentÕs behavior at a 
school-sponsored activity, continued participation in 
that activity may be suspended for 30 days.  A 
parent-student-counselor-administrator conference 
is necessary before a suspended student will be 
allowed to return to school.  Suspensions vary in 
length from one-day in-school suspension up to 10 
days out of school.  In all matters pertaining to 
violation of criminal law by students, the 
administration shall take necessary steps to protect 
the reputation and rights of students under the law 
while fully cooperating with the police. 
 

TRANSITI ON MEETI NG 
After extended absence due to suspension or 
hospitalization, parents and student will meet with 
school administration, guidance counselor, and 
other appropriate school personnel to create a plan 
for reintegration. 
 

HOMEWORK AND GRADI NG 
Westford Public Schools Policy #6112 
Homework should be a useful adjunct to in-school 
learning.  It should be an application or adaptation 
of a classroom experience; it should not be 
assigned for disciplinary purposes.  Discretion 
should be used by teachers in the assigning of 
homework prior to weekends, vacations, and 
holidays.  Homework and projects should not be 
assigned so that the due dates will conflict with the 
celebration of religious holidays.  Parents will be 
informed at the start of the school year the 
percentage weight each staff member assigns to 
homework. 
 
Student Responsibilities for Homework 
¥ Homework is the student's responsibility. 
¥ Students are expected to use the homework 

assignment book given to them or some 
organized method to record assignments. 

¥ Students should make every effort to clarify 
homework assignments before leaving school. 

¥ Students should complete homework 
assignments independently.  Cooperative 
initiatives, however, can be beneficial when 
appropriate for instruction.  If difficulties 
develop, a student should seek guidance from a 
teacher or parent. 

¥ Students should complete homework 
assignments on time and according to teacher 
guidelines.  

¥ Students are responsible for obtaining from 
their teachers any missed assignments and 
class work, and this work should be made up 
within a week. 

¥ Students who are absent may obtain a copy of 
homework assignments from the Homework 
Binders kept in the Main Office (at Stony Brook) 
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or the Media Center (at Blanchard) or using the 
school website and accessing the appropriate 
team on schoolnotes.com. 

 

Parent Responsibilities for Homework 
¥ Homework is a responsibility that rightfully 

belongs to the child, not the parents. 
¥ Direct parental participation should be minimal; 

the younger the student, the more likely the 
need for parental involvement. 

¥ Parents should provide a place to study, free 
from distractions and provide appropriate 
materials, such as pencils, pens, erasers, 
rulers, etc. 

¥ Parents should monitor the time spent on 
homework and confer with the teacher if the 
amount of time appears to be consistently 
excessive or too little. 

¥ Parents should confer with the teacher if 
assignments seem consistently unclear or too 
difficult. 

¥ Parents should notify the teacher if an 
unforeseen occurrence prevents the student 
from an assignment. 

¥ Parents should make every attempt to schedule 
vacation time during those blocks provided 
within the school calendar.  Missing classroom 
instruction cannot be replaced with homework 
assignments.  Homework is designed to 
reinforce instruction. 

 

Teacher Responsibilit ies for Homework 
¥ Assignments will be at the studentÕs level of 

understanding. 
¥ Assignments will be purposeful and related to 

the curriculum. 
¥ Assignments will not be given until expectations 

have been explained. 
¥ Consideration will be given to space long-term 

assignments as well as tests. 
¥ The teacher will make homework an integral part 

of the assessment process.  Grade level teams 
will strive not to exceed the time related 
guidelines. 

¥ Teacher will communicate with parents about 
homework expectations as well as any 
problems that arise. 

¥ Timely feedback to students should be provided 
by the teacher. 

 

Guidelines for Ti me and Frequency 
The amount and type of homework provided is 
determined by the teacherÕs judgment of student 
ability to profit from the experience.  Middle school 
students usually receive assignments four nights 
per week in their major subjects and occasionally 
foreign language with the total daily time of 
approximately: 
 
 

 Grade Level  Time 
 Six   up to 90 minutes 
 Seventh  up to 2 hours 
 Eighth   up to 2 1/2 hours   

HONOR ROLL  
To be placed on the Honor Roll, a student must 
earn a grade of ÒBÓ or higher in every subject with a 
Ò1Ó or Ò2Ó in effort and conduct in every subject.  To 
be placed on High Honors, a student must earn all 
A's, with no more than one B, and a "1" or "2" in 
effort and conduct in every subject.  
 

PROMOTI ON / RETENTI ON 
Promotion to the next grade is not automatic.  A 
student must pass Language Arts and two other 
academic subjects as a minimum for consideration 
for promotion.  A student who fails two or more 
subjects for the year should be considered for 
retention. 

 

MARKI NG / GRADI NG  
Reports are issued three times yearly.  Grading is 
as follows: 
A+= 97-100   B+= 87-89   C+ = 77-79   D+=  67-69 
A  = 93-96     B  = 83-86    C  = 73-76    D =  63-66  
A- = 90-92     B- = 80-82   C- = 70-72    D-=  60-62 
  F = 59 and below 
I = Incomplete Ð a student receiving an incomplete 
grade in any subject must make up his work within 
four weeks. If the work is not made up, the grade 
will become an ÒFÓ. The student is expected to 
initiate the make-up arrangements with the teacher. 
 

CHEATI NG 
Whenever a student is guilty of cheating, the 
teacher shall confiscate the studentÕs paper, mark a 
zero for the work, notify the parent, and the 
Administrative office.  Examples of cheating may 
include, but are not limited to, the following:  
providing materials (tests, quizzes, projects or 
papers) to another student from a current or 
previously taken course, copying another studentÕs 
work or working with other students to complete an 
assignment when not instructed to do so by the 
teacher, purposeful communication of information 
or use of unauthorized resources during a testing 
environment, and purposeful distribution of 
work/answers via printed, electronic, or verbal 
format to other students when such work will be 
considered for grading purposes will also be subject 
to disciplinary action by administration on a case by 
case basis. 

EXTRA HELP SESSIONS 
Teachers on occasion will recommend that students 
stay for after-school extra help sessions.  Each 
teacher is available for extra help.  If the student 
feels that he/she needs help, the student is strongly 
encouraged to seek help by contacting the 
teachers. 
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LOCKERS  
Westford Public School Policy #5310 
Lockers are assigned to each student in August.  
Students are responsible for keeping their lockers 
neat and clean at all times.  School property may be 
inspected by school authorities in the interest of 
maintenance, health and safety.  Lockers, though 
assigned to pupils, are school property and may 
reasonably be inspected.  The parent/legal 
guardians of any student involved in an individual 
locker search will be informed of the locker search. 
 

MI DDLE SCHOOL ATHL ETI CS 
INTERSCHOLASTIC ATHLETIC PHILOSOPHY 
Westford's Middle School Athletic program is 
dedicated to fostering improved individual self-
esteem through positive reinforcement, 
sportsmanship, developing the positive aspects of 
team unity by requiring a season-long commitment, 
and improving the development of individual skills 
through regular practice and games.  Inherent in 
this philosophy is the belief that winning is not the 
major goal of the middle school athletic program.   
 

ACADEMI C ELI GI BILI TY 
Any student participating on a Middle School 
Interscholastic team must maintain satisfactory 
academic performance and disciplinary 
commitment.  The Administrative Team will make 
the final determination when deciding eligibility. 
 

The Middle School Administrative team has 
determined the following:  A student is not eligible 
to participate with a 4 or F on his/her Progress 
Report or Report Card. 
 

A student who receives two or more DÕs and/or 3Õs 
would be identified as on ÒProbation.Ó  He/she can 
practice with the team but not play in games until 
the next school-home report. 
 

Students with one D or one 3 will be considered on 
ÒWarning.Ó  The coach will be in contact with the 
studentÕs academic team to insure adequate 
progress is being made.  At this time, these 
students may practice and play with the team. 
 

Sixth graders will only be eligible for cross-country 
and track & field.  Seventh and eighth graders will 
be eligible for all sports. The activity fee will be 
$180 per season.  The following sports will be 
offered at the middle schools: 
 

Fall Ð boys/girls soccer, field hockey, cross country 
Winter Ð boys/girls basketball 
Spring – baseball, softball, outdoor track 
 

PHYSICAL EDUCATI ON 
Physical Education is required of all students unless 
excused by a physician in writing.  Proper dress is 
required for all Physical Education classes.  
 
 

MUSIC 
Chorus, orchestra and band programs are part of 
the school curriculum.  Band and orchestra 
instrumental lessons are graded subjects and count 
toward a studentÕs ability to make the honor roll. 
These programs are open to all students.  There 
are two concerts a year Ñ  winter and spring. 
 

EXTRA CURRI CULAR ACTI VI TI ES 
All school rules and regulations are in effect for all 
school activities, field trips, assemblies and after-
school programs. Students who have displayed 
repeated irresponsible behavior may be excluded 
from field trips, and after-school activities. All 
incidents will be reviewed on an individual basis.  
Students must be in attendance on the day of any 
after-school activity. Students should not be in the 
building before or after school without supervision.  
Academic requirements and disciplinary 
commitments take precedence over intramural and 
interscholastic commitments. Coaches will review 
specific rules, regulations and disciplinary actions. 
 

INTRAMURALS, CLUBS, ACTI VITI ES 
Intramural athletic programs, clubs and activities 
are provided for all students throughout the school 
year.  Depending on interest, funds and available 
time these activities change from year to year.  A 
sampling of some activities that have been 
available are: student council, computer club, ski 
club, intramural sports, homework club, tennis, etc. 
 

TEEN CENTER 
The Teen Center is an activity coordinated by 
community and parent volunteers and is not school 
sponsored.  Each event is held at the Blanchard 
Middle School and is for one specific grade only, 
typically once a year for eighth grade students, 
twice for seventh grade students, and three times 
for sixth grade students.  Dates are finalized at the 
beginning of the school year.  The Teen Center 
social activity is from 7:00-9:30 PM.  There is a 
small fee, which includes choice of pizza, drink, 
candy, and snacks.  A permission slip is required.  
Activities during the Teen Center include floor 
hockey, bingo, basketball, dancing and a DJ.  
Parents are encouraged to attend as chaperones. 
 

FIELD TRI PS 
Westford  Public School Policy #6120 
Field trips are organized in conjunction with team or 
classroom activities.  They are an extension of the 
educational program that expand and reinforce 
concepts learned in the classroom; all students are 
encouraged to attend.  Students not attending a 
field trip are expected to be in school working on 
alternative assignments related to the objectives of 
the field trip.  Parents will be asked to make a 
donation to cover the cost of their childÕs attending.   
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Attendance 
ABSENCE 
If you are absent from school, a parent/guardian 
should call the school office the night before or by 
8:30 AM on the day of your absence.  Please dial 
978-692-2708 for Stony Brook or 978-692-5582 for 
Blanchard to report an absence or tardiness. If we 
do not hear from your parents or guardian, school 
personnel will make efforts to contact them.  It is 
important to stress, however, that it is the 
responsibility of the parents/guardian to contact the 
school.  A student must be present at least 1/2 day 
to be recorded as present.  Regular attendance is 
critical for academic success and absenteeism will 
affect a studentÕs grades. 
 

DISMISSAL 
Dismissal from school at the request of a studentÕs 
parent will be granted only for serious reasons.  No 
student will be dismissed from school unless the 
studentÕs parent contacts the PrincipalÕs office 
directly by telephone or letter.  Parents will be 
contacted to provide transportation for students 
dismissed by school authorities for illness. 
 

TARDI NESS 
Students are expected to be in their classrooms at 
7:30 AM.  Students arriving after that time must sign 
in at the office. They will be considered tardy.  
Throughout the day, students are expected to arrive 
at each class on time.  Students late to class 
without an acceptable excuse may be expected to 
remain after school that day.  Students may be 
required to make up lost time after school.  Parents 
will be notified if tardiness is becoming an issue. 
 

VACATI ON DURI NG SCHOOL TI ME 
When a student leaves for a vacation not scheduled 
during a school vacation week, it is our policy that 
the student will receive his/her missed assignments 
upon returning to school. 
 

While recognizing and appreciating that vacation 
experiences may offer a student valuable learning 
opportunities, the staff believes that classroom 
instruction, class discussions and class activities 
cannot be replicated.  Indeed it is our responsibility 
to note that a studentÕs grades may be affected by 
his/her absence from school. 
 

After returning to school, a student is granted seven 
school days to gather and complete the missed 
assignments. 
 

Tr ansportation 
BUS RULES 
Westford Public School Policy #5319 
Students must ride their assigned bus.  Because 
many of our buses are at or near capacity, we 

cannot honor requests to ride a different bus.       
 

The following rules of bus conduct are essential to 
the safe transportation of all students: 
1. Talking between driver and any passenger will 

be kept to a minimum. 
2. Smoking or lighting of matches on a school bus 

is prohibited.  
3. Consumption of food on a school bus to and 

from school is prohibited. 
4. The bus will not wait for students who are not 

ready to board it when it stops for them in the 
morning. 

5. ÒMissing the busÓ is not an acceptable excuse 
for tardiness or absence from school.  If a 
student misses the bus, other arrangements for 
transportation to school should be made. 

6. Students will board and leave bus in an orderly 
manner.  Students who cross streets must pass 
in front of bus while flashing lights are on. 

7. Excessive noise, fighting, profanity, or other 
behavior distracting to the bus driver or 
endangering the safety or morals of students on 
the bus will not be tolerated. 

8. Students will stand clear of bus after leaving it, 
or will cross street in front of bus where the 
driver can observe them. 

9. Students who damage private property or act to 
endanger the safety of classmates risk loss of 
privilege to ride the bus. 

10. The rear door of a school bus is an emergency 
door and will be used as such.  When it is used 
for other than an emergency, the bus driver will 
directly supervise it. 

11. Students will stay behind the white lines in front 
of the building while waiting for buses. 

12. Students will not throw any objects on or from 
the bus. 

13. Students will not put any part of their body out 
of the bus window. 

14. Students will observe the rule of courteous, 
considerate behavior on the bus at all times. 

15. It must be borne in mind that bus transportation 
for all pupils eligible because of distance from 
school is a privilege, which is extended only 
while proper bus conduct is observed. 

16. No standing or moving from seat to seat. 
17. Suggested seating for students on the bus is as 

follows:  6th at the front, 7th in the middle and 8th 
in the back. 

 

Any student on a bus who creates a problem will be 
reported to the Assistant Principal for disciplinary 
action, which may include suspension of the 
privileges of riding the bus.  Parents will be notified 
of the problems that students cause on the bus. 
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BUS DISCI PLI NE Ð Westford Public School Policy 
#5320 
A. A first offense referral for misbehavior on the 

school bus will result in a student conference 
with the building Administrator.  At that time 
appropriate disciplinary action will be 
administered, and parents will be notified 
regarding each written report from the driver. 

B. A second referral may result in bus suspension 
of up to three days. 

C. A third referral may result in a bus suspension 
of at least f ive days.   

D. Chronic or severe behavior may result in 
permanent bus suspension or loss of bus 
privileges for the remainder of the school year. 
The Superintendent of Schools will be notified. 

 
 

BUS STOP SAFETY REVIEW Ð CHANGI NG 
A BUS STOP 
The Assistant Superintendent of Finance and 
Administration is responsible for establishing proper 
standards of safety in the operation of buses and 
shall ensure their enforcement by the bus 
contractor. 
 

The Assistant Superintendent of Finance and 
Administration is responsible for establishing bus 
schedules, routes, and stops in cooperation with the 
bus contractor. 
 

Authorized bus stops shall be located in places 
where pupils may be loaded and unloaded, cross 
streets and roads, and safely await arrival of the 
buses. 
 

CRI TERI A USED TO EVALUATE  BUS STOP 
SAFETY 
Evaluation of bus-stop safety is done by the 
Assistant Superintendent of Finance and 
Administration, safety officers from the police and 
fire departments, and the bus company. 
 

When a parent requests a change in the assigned 
bus stop, the following safety review criteria is used 
to evaluate the safety of a bus stop: 
 
1. Site lines of the traffic from both directions in 

approaching the bus stop. 
2. Speed limit and traffic conditions at the location 

of the bus stop. 
3. Hills or turns that impede traffic visibility of stop 

and proximity to the bus stop. 
4. Ability of a school bus to navigate in an area 
5. Width of a road. 
6. Grade level (age) of students. 
7. Ability of the school bus to safely pull out of a 

side street onto a main road. 
8. Time constraints. 
9. Number of students involved at a bus stop. 
10. Any other unique conditions. 

 
All requests to change a bus stop must be in writing 
and must include the reason for making the 
request.  Send this written request to the Assistant 
Superintendent of Finance and Administration who 
will make the final decision after consultation with 
safety officers and the bus company. 
 

LATE BUS 
There are a limited number of late buses. The 
number of these buses will be announced at the 
beginning of the year. They will operate on 
Tuesdays, Wednesdays and Thursdays. The town 
is divided into designated areas and goes to 
general stops in that area. The Late Bus is a 
convenience and will not stop at every morning 
bus stop. If your child is uncertain which bus to 
take, he should give his address to the driver and 
the driver will let him know if that is the correct bus 
or will direct him to one of the other two buses. 
Please have your child speak to the driver if there is 
any uncertainty about the bus or route. Because the 
late bus students are not always the same students, 
the specific routes may change each day. However 
the same bus goes to the same part of town each 
time. 
 

BICYCLES  
Riding a bike is a privilege that has a responsibility 
for your safety and the safety of others.  Please be 
aware of the following safety rules: We recommend 
that you 
 

A. All students must wear a helmet. 
B. Walk your bicycle in the schoolyard coming to 

school and going home.  Our school road is too 
busy for riding your bicycle. 

C. Park your bicycle in the rack as soon as you get 
to school. 

D. Lock your bicycle.  We are not responsible for 
any bikes that are damaged or lost. 

E. Students with bicycles are dismissed only with 
the walkers. 

F. Follow safe bicycle rules at all times. 
 

School Services 
LUNCH  
Students are encouraged to eat a nutritious lunch in 
the cafeteria.  There are many choices for a well-
balanced meal available to all students.  School 
lunch menus are posted in all homerooms, are 
available in the main office for students to take 
home, and are published in area newspapers.  
Costs for lunch are announced in September. 
Multiple day tickets can be purchased through the 
cafeteria as a convenience. 
 

Applications for Free and Reduced Meals are sent 
home with every student the first week of school 
and should be returned immediately to the school 
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office.  Completed applications are automatically 
approved for foster children and households 
receiving Food Stamps or AFDC support for 
children.  Food Services also accepts Direct 
Certification verification cards from the Department 
of Transitional Assistance. In lieu of filling out a 
free/reduced lunch application, a signed verification 
card can be sent to your childÕs school which will 
automatically qualify the child for free lunch. 
Otherwise, applications are approved as 
determined by income eligibility and number of 
persons in the household.  Eligibility may be 
checked at any time during the school year, and 
school officials may ask for verification of 
information reported on individual applications. 
 

All meals served must meet patterns established by 
the U.S. Department of Agriculture.  However, if a 
child has been determined by a doctor to be 
handicapped and the handicap would prevent the 
child from eating the regular school meal, each 
school will make any substitutions prescribed by the 
doctor at no extra charge.  In the operation of the 
Child Feeding Programs, no child will be 
discriminated against because of race, sex, color, 
national origin, age, or handicap.  Please call 692-
5560 x2109 or 2110 with any questions about the 
Food Service program. 
 

GUI DANCE SERVI CES 
Guidance services are available for every student in 
the school.  These services include assistance with 
educational planning, interpretation of test scores, 
occupational information, career information, study 
help, help with home, school, and/or social 
concerns, or any question the student may feel 
he/she would like to discuss with the counselor. 
 

LOST &  FOUND 
Any lost articles, books, clothing, etc. should be 
turned into the office.   They will then be placed into 
the Lost & Found Box in the Main Lobby, where 
they will be held for a period of time.  Clothing will 
only be stored temporarily.  If not claimed, all 
usable articles of apparel will be contributed to a 
social agency. 
 

FORGOTTEN I TEMS 
Should a student forget homework, needed school 
supplies or permission slip, etc. there is a table in 
the foyer for parents to bring forgotten items to 
school.  Students may come to the office area to 
pick up items before or after lunch or with 
permission from a teacher. Classes will not be 
interrupted for this reason. 
 

TEXTBOOKS 
Textbooks are issued at the beginning of the year 
and will be checked at the end of each marking 
period.  All textbooks must be covered.  Students 
are responsible for textbooks.  They are loaned 

to you for your use.  If a student loses or damages 
them, he/she must pay for them. 
 

LI BRARY 
The mission of the Westford Public School Library 
Media Center is to foster academic excellence by 
providing services and instruction to students that 
support the schoolÕs curriculum.  Library teachers 
collaborate with faculty in designing learning 
opportunities with quality resources, information, 
and technology to help students become effective 
life-long learners. 
Program Goals: 
¥ To encourage a love of reading and an 

appreciation of good literature. 
¥ To provide students with access to a variety 

of information, which enables them to define 
a problem, locate, apply, synthesize and 
evaluate information throughout the research 
process. 

¥ To ensure that students achieve the 
necessary skills to ethically, creatively and 
critically use information and technology to 
acquire knowledge. 

 

The following guidelines are listed for your 
information: 
¥ Students may borrow books or magazines for a 

one-week period. Materials should be returned 
or renewed on the date due. 

¥ Reference materials are only used in the library. 
¥ Students are responsible for all library materials 

in their possession. Care should be given not to 
lose or damage borrowed materials. 

¥ Please report any lost or damaged materials to 
the library media specialist. A bill will be sent 
home indicating the replacement cost. 

¥ Students will be unable to borrow library 
materials until all fees are paid or materials are 
returned. 

Parent Information 
HOME/SCHOOL COMMUNI CATI ON 
Home/school communication is a vital component 
of the success of the middle school model. Student 
academic progress is updated throughout the year.  
You will receive three interim progress reports and 
three report cards to communicate student 
performance. Other communication vehicles 
established to aid in the successful implementation 
of the program include: 
 The middle school web sites include pertinent 

information about each middle school, including 
some permission forms, health forms, etc. The 
web site can be located at 
http://westford.mec.edu/schools  

 Weekly email from administrative team Ð You 
may sign up to receive these emails on the 
respective school web site. 
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 Should sensitive information need to be 
conveyed to parents in a timely manner, an 
automated telephone message from the 
Superintendent of Schools will alert parents that 
important information has been sent to the e-
mail address listed on student information 
cards. 

 

MEDI CATI ON INFORMATI ON 
¥ Westford Public School Policy #5503 - The 

school nurse is the only person allowed to 
administer medication to students in the 
Westford Public Schools. 

¥ If medication is to be given at school, it must be 
in the pharmacy bottle with the prescription 
label attached. 

¥ The parent/legal guardian must send a note to 
the nurse which contains: the parent/legal 
guardianÕs printed name, signature and 
emergency phone number; list of medications 
the student is currently receiving; approval to 
have the school nurse administer the 
medication and names of persons to be notified 
in case of a medication emergency. 

¥ The parent/legal guardian must send to the 
school nurse an order from a licensed 
prescriber which contains: the studentÕs name; 
name and signature of the licensed prescriber 
including telephone number; name of 
medication; the frequency and time of 
medication administration; date of the order and 
discontinuation date; diagnosis and other 
medical condition (s) and specific directions for 
administration. If appropriate, please have the 
licensed prescriber also provide the following 
information: any special side effects, 
contraindication and/or adverse reactions to be 
observed; any other medications being taken by 
the student and the date of the next scheduled 
visit to the physician, if known. 

¥ Medications are kept in the Nurses Clinic.  
¥ A medication administration plan should be 

developed with the nurse, including plans for 
class trips. 

¥ If your child takes regular medication outside of 
school, it is suggested you contact the school 
nurse. 

¥ If your child has an allergy requiring an Epipen, 
please contact the nurse to develop an 
Emergency Health Care Plan. 

¥ Please telephone or meet with the nurse 
regarding special medication situations: a 
studentÕs self-administration of medications; 
short-term medications; over the counter 
medications and investigational new drugs. 

 
 
 

MEDICATION FOUND ON SCHOOL PROPERTY 
If a student finds a prescribed or over-the-counter 
medication on school property, the following 
protocol will be followed: 

1. Student should NOT touch the medication. 
2. Student will immediately notify the principal 

and school nurse. 
3. Custodian will retrieve medication and deliver 

it to the school nurse. 
4. School nurse will interview and check the 

student who found the medication for any 
signs of skin contact or ingestion. 

5. School nurse will notify the parents/guardians 
of the child. 

6. School principal may contact the Westford 
Police Department. 

7. School principal may notify all 
parents/guardians of students via email and/or 
memo sent home with students. 

PHYSICALS AND I MMUNIZATI ONS 
Westford  Public School Policy #5504  
Westford Public School regulations require that 
school children have up to date physical 
examinations in the 7th grade. School nurses can 
provide forms for physical examinations, but all 
health care provider forms are accepted.  
 

According to MIAA rules, any student participating 
in school sports must provide documentation of an 
up-to-date physical examination before tryouts Ð a 
physical examination done no more than 13 months 
prior to the completion of the designated sports 
season by a licensed health care provider.  
Documentation of the physical (including height, 
weight and blood pressure) should be given/mailed 
to the school nurse. 
 

I noculations of Students  
Westford  Public School Policy #5505 
Students will be required to present a physicianÕs 
certificate attesting to immunization against 
diphtheria, whooping cough, poliomyelitis, tetanus, 
measles, and such other communicable diseases 
as may be specified from time to time by the 
Department of Public Health.  The only exception to 
these requirements will be made on receipt of a 
written statement from a doctor that immunization 
would not be in the best interests of the child; or 
from the studentÕs parent/legal guardian stating that 
vaccination or immunization is contrary to the 
religious beliefs of the student or parent. 
 

If parents/legal guardians do not adhere to 
Massachusetts General Law requiring these 
inoculations for their children, then the 
administration may take appropriate steps to 
prohibit students from attending school until the 
parents/legal guardians can provide evidence that 
the student has had the required inoculations. 
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Mandated Screenings 
School Health Services staff conduct vision and 
hearing screenings for 7th grade students.  Height 
and weight and postural screenings are conducted 
on all students in grades 6-8.  Parents/legal 
guardians will be notified of screening results by 
letter or telephone only if student has failed a 
screening exam or requires further care from their 
health care provider. Findings of these referrals for 
follow-up should be returned to school to update a 
studentÕs health record. 
 

Exclusion fro m School 
A student may be dismissed or excluded from 
school for any of the following: 
1. Temperature over 100 (oral temperature). 
2. Disruptive cough with fever 
3. Suspected infection of eye, ears, nose, throat, 

skin or scalp. 
4. Severe abdominal pain or headache. 
5. Suspected communicable disease 
6. Suspected pediculosis (head lice) 
7. Suspected fractures or any severe or disabling 

injury 
8. Questionable need for sutures 
9. Vomiting or diarrhea 
10. Head injury 
11. Immunizations which are not up-to-date 
 

INJURIES 
Any injury or illness should be reported 
IMMEDIATELY to the school nurse.  If the nurse is 
not on duty, the problem should be reported to the 
school office.  If the injury occurs in Physical 
Education, it should be reported immediately to the 
Physical Education Instructor.  An accident form 
must be filled out for every injury. 
 

EMERGENCY CARDS 
Emergency cards are distributed to all students on 
the first day of school. Complete information is 
necessary to ensure your childÕs health and safety 
while at school. All information is confidential and 
must be updated if there are any changes. 
 

STUDENT RECORDS 
Westford  Public School Policy #6111 
The school principal is responsible for the privacy 
and security of all student records maintained in the 
school.  Any parent has the right to examine all 
records that are maintained on their child by the 
school system.  At the conclusion of Grade Eight, 
unnecessary information will be removed from the 
cumulative folders.  If you want this information, 
please contact your childÕs teacher between June 
1st and the last day of school. 
 

DI RECTORY INFORMATI ON 
Westford  Public School Policy #6111 
Directory Information is defined as information 

contained in the student record which would not 
generally be considered harmful or an invasion of 
privacy if disclosed.  Directory Information may be 
disclosed without prior written consent.  The 
following categories of information has been 
designated by the Westford School Committee as 
Directory Information: 
 

First name, last initial 
Dates of attendance 
Grade level 
Extracurricular activities 
Awards or honors 

 

Parents or legal guardians can notify the school in 
writing of any restriction to the release of Directory 
Information as it applies to their child.  Authorization 
to withhold Directory Information will remain in 
effect until the beginning of the next school year or 
until the parent/guardian submits written notification 
to the school office. 
Student Release for Pri nt and Electronic 
Publication 
During the course of the school year, members of 
the school staff may photograph or videotape 
students participating in school activities as a way 
of assessing learning or documenting learning 
activities. News photographers and cameramen 
may also visit our schools to take photos or videos 
of students engaged in school-related activities. 
These photos and videos may be selected to 
appear in school publications such as parent 
newsletters, or student literary journals, in local 
newspapers, or on cable or commercial TV. In 
addition, written work or artwork produced by 
students may be selected to appear in school 
publications or released to the media. 
 

Occasionally student work or photographs of 
students participating in school activities or 
highlights of their achievements may be displayed 
on the Westford Public Schools web site at 
http://westfordk12.us.  
 

Only the studentsÕ first name and last initial will be 
published on school department pages. Westford 
Public Schools will not publish student work or 
photographs in print or on the Internet without 
parent/guardian written permission. The school 
Committee recognizes three levels of publishing 
audiences as defined in Westford Public School 
Policies 6302 and 6115: 
 

Classroom/School Publishing: All student work and 
images may be used, displayed, or published in the 
classroom/school setting unless parent notification 
to the contrary is received by the school. 
 

Community Publishing Ð upon parental approval 
student work may be used in community 
publications (e.g., Eagle, Sun) The student work 
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may be credited with the studentÕs first name and 
last initial.  
 

World Publishing Ð upon written parental approval, 
student work may be displayed on the school 
district website. 
 

Distri ct Acceptable Internet Use 
Westford  Public School Policy # 6302 
Introduction 
The Westford Public Schools support student and 
staff access to a variety of rich information 
resources.  
 

The following is the Westford Public SchoolsÕ 
Acceptable Use Policy (AUP). Parents and legal 
guardians will sign the transmittal page of this 
handbook verifying that they have reviewed the 
District Acceptable Use Policy with their child. 
 

Personal Safety (Restrictions are for students only) 
1. Users of the DistrictÕs Computing Environment 

(Users) shall not post personal contact 
information about themselves or other people 
that does not adhere to the publishing 
guidelines as stated above.  

2. Users shall not agree to meet with someone 
they have met on-line without parental approval 
and participation. 

3. Users shall promptly disclose to a teacher or 
other school employee any message they 
receive that is inappropriate or makes them feel 
uncomfortable. 

4. A parent/legal guardian must give written 
permission for their childÕs photograph, image, 
or work to be displayed on the DistrictÕs web 
site. 

 

Respect for Privacy 
1. Users shall respect the privacy of others in the 

District Computing Environment. 
2. Users shall not attempt to learn the password, 

access the files or mail of other users. 
3. Users shall not post private information about 

another person. 
 

Illegal Activities 
1. Users shall not attempt to gain unauthorized 

access to or through the District Computing 
Environment to any other computer system or 
go beyond their authorized access. 

2. Users shall not make deliberate attempts to 
disrupt the District Computing EnvironmentÕs 
performance or destroy data by spreading 
computer viruses or by any other means. 

3. Users shall not use the District Computing 
Environment to engage in any other illegal act, 
for example, arranging a drug or alcohol 
purchase or sale, engaging in criminal gang 
activity, or threatening the safety of any 
person. 

 
 

Publishing 
Westford  Public School Policy #6115 
Westford Public Schools recognizes the need to 
differentiate target audiences to whom information 
is published. The Internet is a worldwide target 
audience and because of that audience, certain 
restrictions exist on personal information that may 
be published. At the elementary level the primary 
concern is to ensure the security and safety of our 
children by not publishing full names of students. 
Student work, student first name and last initial, 
photos, and audio may be used with parental 
permission. At the high school level, there is no 
restriction on the publishing of student and staff full 
names subject to parental/legal guardian and 
eligible student permission. 
 

World Publishing (Grades K-8) - upon parental 
approval, student work may be displayed on the 
school district website. The student work may be 
credited with the studentÕs first name, last initial.  
World Publishing requires parental, legal guardian 
or eligible student permission. 
 

More narrowly scoped target audiences limited to 
the community are addressed by the 
comprehensive publishing policy  
 

Environment Security 
1. Users are responsible for their individual 

accounts and shall take precautions to prevent 
others from using their accounts.  Under no 
conditions should a user provide his/her 
password to another person. 

2. Users shall immediately notify the designated 
administrator if they identify a possible security 
problem. 

3. Users shall follow the local siteÕs virus 
protection procedures. 

 

Inappropriate Language, Conduct and Harassment  
All restrictions against inappropriate language, 
conduct, and harassment apply to public messages, 
private messages, and material posted on Web 
pages. 
 

Truthfulness and Accuracy 
Users shall not knowingly or recklessly post false or 
inaccurate information. 
 

Respecting Resource Limits 
1. Users shall limit their use of the environment to 

educational and professional or career 
development activities.   

2. Users shall not post chain letters or engage in 
Òspamming.Ó  Spamming is sending an 
annoying or unnecessary message to a large 
number of people. 

3. The Superintendent, Principals and/or their 
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designees have the right to reclaim allocated 
resources with reasonable notice to the user. 

 

Plagiarism and Copyright Infringement 
1. Users shall not plagiarize works that they find 

on the Internet.   Any sources used in research 
must be cited and credit given to the author. 

2. Users shall respect the rights of copyright 
owners.  Copyright infringement occurs when 
an individual inappropriately reproduces 
software or another work that is protected by a 
copyright.  If software or another work contains 
language that specifies acceptable use of that 
work, the user shall follow the expressed 
requirements when using the work.  If the user 
is unsure whether or not he/she can use a 
work, he/she should request permission from 
the copyright owner. 

 

Inappropriate Access of Material 
1. Users shall not use the District Computing 

Environment to access material that is 
inappropriate to the intended educational use. 

2. If a student user inadvertently accesses such 
information, he/she should immediately disclose 
the inadvertent access to the supervising staff 
member.  This will protect a user against an 
allegation that he/she intentionally violated the 
Acceptable Use Policy. 

3. Any violation of this policy will be grounds for 
disciplinary action up to and including 
immediate suspension or dismissal. 

 

BULLYI NG 
Westford  Public School Policy # 5304 
Ongoing conflict is not necessarily bullying.  
Students experiencing this behavior should tell the 
other child(ren) to stop the specific behavior.  If the 
behavior doesnÕt stop, the offended student should 
communicate this to the nearest adult, as well as, 
his/her classroom teacher. 
 

Bullying is most commonly defined as an individual 
being exposed repeatedly and over time, to 
intentional injury or discomfort inflicted by one or 
more other individuals. Bullying will be grounds for 
disciplinary action up to and including suspension 
or expulsion for students. Bullying includes, but is 
not limited to, such things as:   
1. Intimidation, either physical or psychological 
2. Threats of any kind, stated or implied 
3. Assaults on students, including those that are 

verbal, physical, psychological and emotional 
4. Attacks on student property 
Administrators are responsible within their school 
for promoting an understanding that bullying will not 
be tolerated within the school community. 
Administrators will promptly and reasonably 
investigate allegations of bullying. 
 
 

 

HARASSMENT POLI CY  
Westford  Public School Policy # 5303 
The School Committee is committed to maintaining 
a work and educational environment free from all 
forms of harassing conduct.  Harassment including 
but not limited to, race, color, religion, national 
origin, gender, sex, creed, marital status, sexual 
orientation or disability will not be tolerated in the 
Westford Public Schools. All employees, students, 
contracted vendors, and other members of the 
school community will conduct themselves in an 
appropriate manner with respect, dignity, courtesy, 
and fair treatment fore all individuals while on 
school grounds, school property, or property within 
the jurisdiction of the school district, school busses, 
or attending or engaging in school activities. 
 

Harassment means conduct of a verbal or physical 
nature which is designed to embarrass, distress, 
agitate, disturb, or trouble any person when:  
Submission to such conduct is made either 
explicitly or implicitly a term ort condition of an 
individualÕs work or education or of an individualÕs 
participation in school programs or activities.  
Submission to or rejection of such conduct by an 
individual is used as the basis for decisions 
affecting the individual.  
Such conduct has the purpose or effect of 
unreasonably interfering with an individualÕs 
performance or creating an intimidating or hostile 
learning or working environment. 
 

Harassment includes, but is not limited to: 
1) Verbal, physical or written harassment or    

abuse 
2) Unsolicited remarks or remarks of a 

demeaning nature 
3) Gestures or physical contact 
4) Displays or circulation of written materials or  

pictures derogatory to either gender or 
derogatory to racial, ethnic, religious, sexual 
orientation or disability groups. 

5) Implied or explicit threats concerning ones     
grades, achievement, or other school    
 matters. 

6) Demeaning jokes, stories, or activities  
 directed at an individual. 

 

Gender Harassment (Sexual Harassment) includes, 
but is not limited to unwelcome sexual advances, 
requests for sexual favors and other physical or 
verbal conduct of a sexual nature as listed below: 

1) Submission is made either explicitly or 
implicitly a term or condition of an individualÕs 
participation in school programs or activities. 

2) Submission to, or rejection of, such conduct 
by an individual is used as the basis for work 
or educational decisions affecting such 
individual. 
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3) Such conduct has the purpose or effect of 

unreasonably interfering with an individualsÕ 
work or educational performance or creating 
an intimidating, hostile, or offensive 
working/educational environment. 

 

Each administrator shall be responsible within their 
school or office for promoting an understanding of 
harassment and assuring compliance with state and 
federal laws, and with School Committee policy and 
regulations governing harassment. 
 

Violations will be cause for disciplinary action up to 
termination or expulsion. 
 

Retaliation in any form against any person who has 
filed a complaint relating to harassment will not be 
tolerated. No individual will be subject to any form 
of coercion, intimidation, retaliation or discrimination 
for filing a report of harassment. The consequences 
for retaliation will be the same as for harassment. 
False accusations made in bad faith will be subject 
to the same disciplinary action as the harassment 
itself. 
 

Following disclosure by a student of an incident 
involving student-to-student harassment, one or 
more of the following may occur after investigation 
by an appropriate responder. 
    ¥ A letter identifying the offending behavior may  
      be written and given to the offender. This is not  
      a disciplinary action. The letter is not kept on file  
      in the Principal's Office. However, it is retained  
      by the Guidance Director. If harassment  
      described by  the student involves extreme  
      physical assault, a letter response would not be  
     appropriate, and the matter would be turned  
     over to an administrator for more direct attention   
     and disciplinary action. 
  
   ¥ Notification of parents when disciplinary action is   
     not required may vary depending on the school  
     level. 
   ¥ Student may be disciplined. 
 

If students feel that they are being harassed by 
adult personnel, they are encouraged to report the 
incident to a counselor and/or administrator. 
Appropriate action will be taken in all instances. 
 

Discipline: The following disciplinary actions for a 
substantiated charge against students that requires 
action beyond the "letter writing level" may result in 
the following: 
     ¥ Student(s) may be suspended. 
     ¥ Student(s) may be referred to the  
       Superintendent or School Committee 
     ¥ Police or court action may be initiated. 
 
 

HOMEBOUND I NSTRUCTI ON 
Westford Public School Policy #6201 
Program Definition:  The homebound instruction 
program is designed for students who cannot attend 
school for a variety of medical or emotional factors 
as substantiated by a health care provider.  The 
program may be of short or long-term duration. 
 

The program designed for each student is 
determined by his/her educational plan and consists 
primarily of academic tasks, which are coordinated 
by the regular/special education teacher(s) and the 
home instruction teacher. 
 

Program Goals:  The goals of the program are to: 
1. Provide instructional support for students 

assigned to the Homebound Instruction 
Program. 

2. Provide the schools and the classroom 
teacher(s) with periodic reports of student 
progress. 

3. Implement the designed educational plan with 
the intent of returning to the regular school 
program at the earliest possible time. 

 

TOBACCO USE/POSSESSION POLI CY 
Westford  Public School Policy #5306 
According to Federal Regulation Massachusetts 
General Laws, and Town of Westford By-Laws  
use/possession of any tobacco products within 
the school buildings, the school facilities, on school 
grounds or school buses, by any individual, 
including school personnel, is strictly prohibited. 
Tobacco products will be confiscated.  Each 
violation will result in the following fine in addition to 
disciplinary actions detailed: 
1st offense: $100.00 Required attendance at 
Westford Academy Tobacco Education Program 
and parent notification. 
2nd offense: $200.00 Two days in-school 
suspension and parent notification 
3rd offense:  $300.00 Two days in-school 
suspension and meeting between Superintendent 
or designee and student and parents 
4th offense: $300.00 Three days in-school 
suspension for insubordination and meeting 
between student, parents and the School 
Committee along with a recommendation for 
expulsion. 

 

POLI CE QUESTI ONI NG  
Westford  Public School Policy # 1401 
Schools have the responsibility to 
parents/guardians for the welfare of students while 
they are in school. 
 

If the police department needs to question a 
student, school officials have the responsibility of 
notifying the studentÕs parent or legal guardian 
regarding the questioning. The presence of the 
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studentÕs parent/guardian at the time of the 
questioning is desirable to safeguard the self-
incrimination rights of the student. Whenever 
possible, the questioning should be conducted 
away from the school to avoid any display of law 
enforcement activities which can lead to unfortunate 
misunderstandings on the part of other students 
and members of the faculty.  
 
STUDENT EXPULSION 
Westford  Public School Policy #5314 
Education Reform Act of 1993 
1. Any student who is found on school premises or 

at school-sponsored or school-related events, 
including, athletic games, in possession of a 
dangerous weapon, including, but not limited to, 
a gun or a knife; or a controlled substance as 
defined in chapter ninety-four C, including, but 
not limited to, marijuana, cocaine, and heroin, 
may be subject to expulsion from the school or 
school district by the principal. 

2. Any student who assaults a principal, assistant 
principal, teacher, teacher's aide or other 
educational staff on school premises or at 
school-sponsored or school-related events, 
including athletic games, may be subject to 
expulsion from the school or school district by 
the principal. 

3. Any student who is charged with a violation of 
either paragraph (a) or (b) shall be notified in 
writing of an opportunity for a hearing; provided, 
however, that the student may have 
representation, along with the opportunity to 
present evidence and witnesses at said hearing 
before the principal. After said hearing, a 
principal may, in his/her discretion, decide to 
suspend rather than expel a student who has 
been determined by the principal to have 
violated either paragraph (a) or (b). 

4. Any student who has been expelled from a 
school district pursuant to these provisions shall 
have the right to appeal to the superintendent.  
The expelled student shall have ten days from 
the date of the expulsion in which to notify the 
superintendent of his appeal.  The student has 
the right to counsel at a hearing before the 
superintendent.  The subject matter of the 
appeal shall not be limited solely to a factual 
determination of whether the student has 
violated any provisions of this section. 

5. When a student is expelled under the 
provisions of this section and applies for 
admission to another school for acceptance, the 
superintendent of the sending school shall 
notify the superintendent of the receiving school 
of the reasons for the pupil's expulsion." 

6. The student shall have the right to appeal the 
suspension to the superintendent.  The student 

shall notify the superintendent in writing of his 
request for an appeal no later than five (5) 
calendar days following the effective date of the 
suspension.  The superintendent shall hold a 
hearing with the student and the studentÕs 
parents or guardian within three calendar days 
of the studentÕs request for an appeal.  At the 
hearing, the student shall have the right to 
present oral and written testimony on his behalf, 
and shall have the right to counsel.  The 
superintendent shall have the right to overturn 
or alter the decision of the principal, including 
recommending an alternate educational 
program for the student.  

7. The Principal has the authority to expel a 
student who is found on school property or at a 
school-related event, including athletic games,  
in possession of a dangerous weapon or a 
controlled substance, or a student who assaults 
anyone on school property or at school-
sponsored or school-related events, including 
athletic games.  This authority is limited by the 
Federal Special Education Law. 

 
CHAPTER 622 and TI TLE  I X 
Equal Educational Opport unity 
In accordance with the regulations of Chapter 622 
of the Acts of 1971, Commonwealth of 
Massachusetts, all courses of study, extra-curricular 
activities, services, and facilities offered by the 
school are available without regard to race, color, 
sex, religion or national origin. 
 

Furthermore in accordance with Title IX of the 
Education Amendments of 1972, United States of 
America, no person shall, on the basis of sex, be 
excluded from participation in, be denied the 
benefits of, or be subjected to discrimination under 
any education program or activity. 
 

Under both Chapter 622 and Title IX, provisions for 
grievance procedures are made.  Any student, 
parent, guardian or other person or group who 
believes that these regulations have been or are 
being violated, may so notify the Principal, 
Superintendent of Schools, and Chapter 622/Title 
IX Coordinator.  The School Department will 
respond promptly, but no later than 30 days, in 
writing to the party filing the grievance.  The party 
filing the grievance may also submit a copy of the 
grievance to the Bureau of Equal Educational 
Opportunity of the Department of Education.  
Should a non-compliance be found, procedures for 
making changes will be made immediately initiated 
both to correct the non-compliance and to provide 
particular remedies to the person or group affected. 
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NO SCHOOL ANNOUNCEMENT 
No School announcements will be made over 
WCAP (980), WBZ (1030), Channel 4, 5, 7, or 
Cable TV-8 or on the westford.com website Ð 
www.westford.com click on ÒSchool Info and 
ClosingsÓ. 
 
 

TRANSMI TTAL  FORM 
A parent or legal guardian signature is required on 
the transmittal form.  This form verifies that you 
have read and reviewed the handbook with your 
child and have indicated which level of Publishing 
you give to the Westford Public Schools. 
 

Please return this form to the school office by 
September 10, 2008. 
.



 

 
Helpful Hints for Parents 

 
 
 What if your child forgets something?….  When you bring your childÕs forgotten lunch, 

homework, project, and/or instrument to school, make sure it is clearly labeled. 
Remember it is your childÕs responsibility to check the Òforgotten itemsÓ table at Stony 
Brook in the main lobby and the counter in the main office at Blanchard to see if any items 
were brought in.  Classes will not be interrupted for this purpose. 

 
 What if your child needs to be dismissed?…. Your child must bring a signed note to the front 

office in the morning. The student will receive a dismissal slip. When it is time to be 
dismissed, the student shows this slip to the teacher, then brings the slip to the front office 
where he/she will be dismissed.  You will need to come into the office area and sign the 
dismissal book.  You can pick your child up at the front office. Ideally your child should 
report to the office at the time of dismissal. We do not want to interrupt classes. 

 
 What if your child gets sick or injured during the school day?….  The school nurse will decide 

if there is a need to leave school or seek further medical attention.  In such cases, the 
school nurse will notify parents or guardians. This is one reason accurate and up to date 
emergency cards are needed.   

 
 What if your child is late for school?…. If a student is late to school, he/she should have a 

signed note from a parent or guardian explaining the reason for being late. There is a 
sign-in book in the front office. Please have your child come to the front office and enter 
the information in this book. 

 
 What if your child loses money or a personal article?… If anyone should lose something, the 

team teachers or an administrator should be notified as soon as possible. Students should 
also check the lost and found box located in the front lobby. Large sums of money or 
valuable personal items (walkman, CD players, etc.) should not be brought to school. 

 
 What if your child forgets lunch money?…. If your child forgets lunch money and cannot 

make arrangements with home, he/she will be given a lunch ticket worth one lunch 
without dessert. This will be good for one lunch. Money owed will have to be paid back 
before additional money is loaned.  A student may only borrow once if they have not paid 
back the money borrowed. 

 
 What to watch for with home internet?….Closely monitor your childÕs use of chat rooms and 

Instant Messages for inappropriate language, information, and conversations. 
 
 What if your child has been absent?  Students who are absent may obtain a copy of 

homework assignments from the homework binders kept in the main office at Stony Brook 
or the media center at Blanchard or by accessing the middle school website and clicking 
on their childÕs grade and team.   
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