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Welcome Guardians and Students! 
 

Welcome to Clifford Academy. This handbook is designed to help students, parents/guardians, educational 

surrogate parents, and school partners understand the expectations, routines, rights, responsibilities, and 

supports that guide our school community. 

Clifford Academy provides a structured, supportive, and predictable learning environment where students are 

expected to be respectful, responsible, and engaged in their academic, social, and emotional growth. Our staff 

work collaboratively to meet individual student needs, support skill development, and help students build 

independence. 

Our program includes academic instruction, therapeutic supports, vocational opportunities, health services, 

individualized education planning, social-emotional skill development, community involvement, and 

preparation for life after Clifford Academy. Students are encouraged to make the most of these opportunities 

and to ask for help when needed. 

Please review this handbook carefully. A shared understanding of school expectations helps us maintain a 

safe, orderly, and respectful environment that supports learning and growth for all students. 

Students and families are encouraged to ask questions at any time. Teachers, clinicians, administrators, and 

staff are here to support students and partner with families and districts throughout the year. 

We look forward to working with you and supporting a successful school year. 
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Mission Statement 
Clifford Academy is a relationship centered learning community where students staff, families and community 

members work collaboratively to develop every student’s academic, social, emotional, physical and ethical 
potential in a caring and safe environment. 

 

The Wolf is the school mascot and also serves as an acronym for the core values of Clifford Academy. 

 

▪ W: wonder, wellness, work ethic 

▪ O: ownership, optimism, opportunity 

▪ L: leadership, listening, limitless 

▪ V: versatility, voice, virtue 

▪ E: effort, empowerment, equity 

▪ S: safety, strength, support 

 

Admission Criteria and Procedures 
Clifford Academy begins the admissions process before a student is formally accepted. To support a smooth 

transition and determine whether the program can meet the student’s needs, parents/guardians, educational 
surrogate parents when applicable, referring school districts, and placing or funding agencies are asked to 

provide the information listed below. 

Before Acceptance 

• Referral packet with documentation and/or application 

• Guardian and student interview and school tour 

After Acceptance - Intake 

Enrollment and educational records 

• Completed intake paperwork 

• Signed placement page from the active IEP 

• Cost-share agreement from the referring school district 

• Transcripts from the prior school placement 

• Recent educational evaluations or testing 

• Relevant assessments, such as neuropsychological, biopsychosocial, neurological, occupational therapy, 

speech/language, cognitive, or related evaluations 

Student identity, health, and medical information 

• Copy of health insurance card 

• Copy of birth certificate 

• Health history form 

• Results of the most recent physical, dental, and vision appointment, if applicable, conducted no more 

than 12 months before the potential admission date 

• Immunization information and TB test documentation, including: 

o 5 doses of DTaP/DPT 

o 4 doses of Polio 
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o 3 doses of Hepatitis B 

o 2 doses of MMR 

o 2 doses of Varicella or record of Chicken Pox Disease with written verification by the 

child’s physician 

o Date of a blood Lead Level Screening 

Medication and court-related documentation, when applicable 

• Signed physician medication and treatment orders, plus at least a 14-day supply of medication 

• Court-signed Rogers Order for administration of antipsychotic medication for a child in DCF custody, 

when applicable 

• Rogers guardian information, when applicable 

Referring and Placement Agencies 

Clifford Academy maintains contractual agreements with public school districts and agencies that fund 

portions of a student’s enrollment. These contracts are completed during intake so that financial 

responsibilities are clear to all parties. Depending on the student’s circumstances, responsible parties may 

include the fiscally responsible public school district and, for residential education or BTR 1:3 placements, 

agencies such as DCF or DMH. 

Admission Decisions 

All referrals are shared with the principal, special education coordinator, clinical director, and referrals 

coordinator for review. The review team considers whether Clifford Academy, as currently staffed and 

constituted, can reasonably meet the mandates of the student’s IEP and support measurable academic and 
social-emotional progress. If the team determines that the student’s needs can be served within the program, 

the referral may move forward. If the team is not reasonably confident that the program can meet the 

student’s needs, Clifford Academy may decline the referral. 

For an emergency placement, Clifford Academy will make provisions for a complete examination of the 

student within 30 days of admission. 

Before admission, and upon request, the principal of Clifford Academy or designee will be available to meet 

with parents/guardians, the student, and the public-school representative. The interview may include an 

explanation of the program’s purpose and services, student and parent rights, student records, health 

services, emergency health care procedures, and termination procedures. The interview also provides an 

opportunity to tour the facilities, meet staff, and, when appropriate, meet enrolled students. 
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Program Staff* 

 
 Role / Area  Contact  Contact Information 

 Campus Leadership 

 Campus phone: 

 (508) 668-7703 

 Katie Brooks, Campus Co-Director 

 So Hee Ahn, Campus Co-Director 

 kbrooks@thehome.org 

 sahn@thehome.org 

  

 School Administration 

 

 Amandeep Chahar, Principal 

 Bill Baga, Senior Director of Education 

 

 achahar@thehome.org 

 wbaga@thehome.org 

 Special Education 

 Student Records 

 Beth Doyle,  

 Special Education Coordinator 

 bdoyle@thehome.org 

 records@thehome.org 

 Health Services  Albena Orlova, School Registered Nurse   aorlova@thehome.org  

 Clinical Services  Kristina Boudreaux, Asst. Clinical Director  Kboudreaux@thehome.org 

 Milieu Support 

 Behavioral Supports 

 Nelson Nunez, Milieu Director for School 

 Gracie Hogan, BCBA 

 nnunez@thehome.org 

 hhogan@thehome.org 

 Vocational  

 Programming 
 Erin Virzi, Director of Vocational Services  evirzi@thehome.org 

 

*Staff assignments may change during the school year. Guardians should contact school administration for the 

most current staff contact information.
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Class Schedule Example (subject to change)  
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High School Graduation Requirements (may vary slightly by district) 
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English – 4 units  

Mathematics – 3 units (Including the completion of Algebra II)   

*Students are recommended to take a 4th year of math. 

Science – 3 units (Including one life science and one physical science) 

Social Studies – 3 units  

(Including the completion of World History and U.S. History I and II) 

Foreign Language – (This requirement is waived at most Chapter 766 schools.) 

Wellness – 4 units of Health and Physical Education 

The Arts – 1 unit 

Non-Core Electives (including vocational classes) – 5 units 

Students are encouraged to take at least two different elective groups each year 

 

CERTIFICATE OF ATTENDANCE VS. DIPLOMA 

 

In the event that the student has not passed all of their academic classes but has attended school 

at least 80% of all school days from the date of their enrollment, Clifford Academy will offer a 

Certificate of Attendance.    

 

For those students who fulfill their obligations to Clifford Academy, while also meeting the 

expectations for graduation from the sending school district, Clifford Academy’s Principal and 
Special Education Coordinator collaborate with the sending school district to ensure the student is 

awarded a High School Diploma during the Graduation Ceremony in June. 

Documents that will be shared include, but are not limited, 

• Report Cards 

• Transcripts 

• MCAS results 

• Progress Reports 

• Individualized Education Programs 

• Attendance Reports 

 

Once satisfied, it will be the responsibility of the sending school district to physically create the 

diploma.  It will be the shared responsibility of Clifford Academy’s Principal, Special Education 

Coordinator, and the sending school district’s staff to ensure the diploma is complete by the time 

of the graduation ceremony.   
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The final decision on whether or not a student will receive a diploma will rest with the sending 

school district.  The final decision on whether or not a student will be allowed to walk at the 

sending school district’s graduation ceremony will rest with the sending school district.     

All Clifford Academy seniors have their annual IEP review meeting either the last quarter of their 

junior year or the first quarter of their senior year.  This allows the meeting to happen at least one 

year in advance of probable graduation date. If a new student arrives to Clifford Academy after the 

fourth quarter of their junior year, then the team will meet at their earliest convenience to ensure 

that as the school year is beginning all team members and collateral agencies are aware of 

graduation status.   

 

At this meeting, the sending school district indicates whether the student is expected to meet high 

school graduation standards by the time of graduation.  The results are communicated to the 

parent(s)/guardian(s)/ESP at the meeting of the likelihood of graduation. 

 

Participation in Statewide Assessments 
All students attending Clifford Academy and receiving Massachusetts public funds are required to participate 

in Massachusetts Comprehensive Assessment System (MCAS) testing. Students with Individual Education 

Programs (IEPs) will participate in testing as indicated on their IEPs. Clifford Academy’s Special Education 
Coordinator and Principal are responsible for keeping an updated list of students indicating whether they are 

participating in MCAS testing.  The list entails which students are participating in the standard MCAS or MCAS 

Alternative Assessment testing, which accommodations they receive, and what staff is responsible for 

administering the testing sessions. 

 

MCAS testing is a mandatory part of Clifford Academy’s curriculum for students receiving public funding from 
the state of Massachusetts. Students are encouraged and supported to participate in MCAS testing using 

established accommodations required by their IEP and positive participation incentives. In the event of a 

student refusal, Clifford Academy’s Principal will make every effort to work with the student and notify the 
sending school district and parents/guardians/ESP.  In the event of an individual student emergency, such as 

an acute hospitalization, Clifford Academy’s Principal will make arrangements for make-up testing in 

accordance with the guidelines set out in the most updated version of the MCAS Principal’s Administration 
Manual. 

 

During a student’s IEP meeting, Clifford Academy’s Special Education Coordinator ensures that all members of 

the IEP Team review MCAS requirements and accommodations listed on the “State and District Wide 
Assessment” page of the student’s IEP. At this meeting, review of current accommodations and possible new 

accommodations are discussed.  For students who qualify to take the MCAS Alternative Assessment, 

consideration will be reviewed and discussed with the Team. 

 

MCAS ALTERNATE ASSESSMENT 

At the beginning of the school year (upon intake for students arriving mid-year), Clifford Academy’s Special 
Education Coordinator and individual student’s teacher(s) are responsible for reviewing IEPs to identify which 
students may be eligible to participate in the MCAS-Alt.  

 

MCAS-Alt is designed to include difficult-to-assess students in assessment and accountability. This helps to 

ensure that standards-based skills and content are being taught at levels that are meaningful and challenging 
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and helps to determine the knowledge and skills students have learned.  The MCAS-Alt provides information 

to schools and parents on the achievement of students with significant disabilities. 

 

Academic Intervention 
Clifford Academy is committed to providing students with equal educational opportunities and a safe learning 

environment.  The school reserves the right to enter into interventions between student, parents/guardians 

and school.  Interventions will address specific student academic needs to assist those who are at risk of not 

achieving school standards in any of their academic courses.  The parents/guardians of each student will be 

notified by a staff member, if necessary, to inform them of the academic intervention to be provided, the 

reason for such services, and the consequences of not achieving expected performance levels. 

Intervention practices will be in place for students who are not meeting academic expectations.  These 

intervention practices may be mandatory as directed by any school personnel.  During any time period which a 

student is receiving an academic intervention, they may become ineligible to participate in extracurricular 

activities (including athletics) and the earned activity portion of the day, such that appropriate time and 

attention may be devoted to academic studies.  Once a student’s academic progress has reached a satisfactory 
level as determined by school personnel, that student may return to extracurricular participation, and may or 

may not continue with the extra instruction, as mandated by the academic intervention program. 

 

Progress Reports 
Clifford Academy issues progress reports quarterly as follows: 

• Quarter 1:  Issued November covering progress July through November. 

• Quarter 2:  Issued January covering progress November through January. 

• Quarter 3:  Issued April covering progress January through April. 

• Quarter 4:  Issued June covering progress April through June. 

 

All progress reports are completed by the direct service provider as specified in the IEP unless otherwise 

noted by the author of the report.  The report is based on the last signed IEP.  The reports are mailed to 

the parents/guardians/ESP, public school district, and potentially other collateral agencies such as DCF 

or DMH based on the individual needs of the case.  In some cases, a report may be mailed to two 

different public school districts depending on pre-determined responsibilities.  

 

Report Cards and Notices 

 
REPORT CARDS 
Report cards are issued four (4) times a year; November, February, April, and June.  Parents/guardians are not 

required to sign or return report cards.  Report cards are reflective of what students have earned within the 

grading system framework which is consistent across Clifford classes. Questions about specific classes should 

be directed to students’ advisors and/or teachers. 

 

WARNING NOTICES 
Warning notices are sent home at the mid-point of each quarter for all students maintaining an average 

of 70% or lower in any academic course.  Notices are intended to inform the student and 

parents/guardians of the lack of progress and the potential for not earning credit for a course.  It 

provides the student an opportunity to work with the teacher to outline a plan for improving the grade 
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prior to the end of the marking period. 

 

INCOMPLETE TERM GRADES 
If a student receives an incomplete, the student is expected to complete the missing work as soon as possible, 

and no later than two (2) weeks following the term closing date unless administrative approval is granted. If 

the work is not completed within the approved time frame, the term grade will be calculated using the missing 

grades. General make-up work expectations are described in the student attendance section. 

GRADING SYSTEM 

Daily: In every class, students are graded on a 4-point rubric in the categories of Productivity and 

Professionalism. Zero is equivalent to 45% and 4 is equivalent to 100%. 

 

Overall: Each course has identified core competencies that students will be assessed on. The competencies are 

the key concepts for the course for the year.  

 

35% 
Productivity – Daily (0 to 4) 

(with class content and learning tasks) 

35% 
Professionalism – Daily (0 to 4) 

(Cooperative learning and classroom engagement) 

30% 

Summative Assessments – Periodically (45 – 100%) 

(on core competency standards for each grade and 

content area) 

 

Quarterly Averages 

90% to 100% = A- to A+ 

80% to 89% = B- to B+ 

70% to 79% = C- to C+ 

60% to 69% = D- to D+ 

45% to 59% = No credit earned 

 

Academic Dishonesty 

Students are expected to submit work that reflects their own learning. Academic integrity helps teachers 

accurately assess progress and is a shared responsibility of students, staff, and families. 

 

PLAGIARISM 

Plagiarism means presenting another person’s words, ideas, work, or AI-generated content as one’s own 
without proper acknowledgement. 

Plagiarism may be intentional or unintentional; students are responsible for using acceptable citation, 

paraphrasing, and source-use practices. 

 

EXAMPLES OF PLAGIARISM INCLUDE BUT ARE NOT LIMITED TO 

• Copying, translating, downloading, summarizing, or using AI/source material without proper 

acknowledgement. 
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CHEATING AND DISHONESTY 

Cheating includes using or sharing unauthorized assistance, materials, technology, answers, identities, 

signatures, grades, or academic documents. 

 

CONSEQUENCES OF ACADEMIC DISHONESTY 

Academic dishonesty incidents will be documented and may result in loss of credit, alternate work or 

assessment, parent/guardian notification, administrative referral, restorative responses, and other 

appropriate consequences. 

PROCEDURE 

1. The teacher addresses the concern with the student, notifies the parent/guardian, and refers the matter to 

the Principal when appropriate. 

2. Administration records the incident and determines whether additional academic, restorative, or school-

based responses are needed. 

3. The student may receive no credit, complete corrected work, or complete an alternate assignment or 

assessment as assigned. 

SCHOOL STAFF RESPONSIBILITIES 

1. Teach, model, and reinforce academic integrity expectations at the start of each course and throughout 

instruction. 

2. Provide guidance on appropriate source use, technology use, collaboration, test-taking, research, and 

writing. 

3. Use fair, consistent responses and assessment practices that promote original student thinking and learning. 

School Arrival 

The school doors open at 8:10AM (9:00AM during summer program). Students arriving on transportation 

remain within their vehicles and in a queue. Once their vehicle is at the front of the queue, at the cafeteria 

entrance, students exit the vehicle and enter the building. Students living on campus remain supervised by 

staff until doors open. For safety reasons, students are not permitted into the building until 8:10. 
 

Students arriving after 8:30AM enter at the main entrance, front of the building, and will be “buzzed in” by 
the receptionist who will contact the school to send staff to escort them to the community support staff 

office for check in. 

 

SAFETY CHECK 

To ensure a safe learning community, safety screenings and belongings searches are conducted at arrival and 

as needed when safety is in question. Screenings include inspection of bags, clothing pockets, shoes, personal 

items, lunch containers, and electronic devices brought to campus. Prohibited, unsafe, illegal, disruptive, or 

rule-inconsistent items will be confiscated. 

Students are not permitted into classroom settings until the safety check is completed satisfactorily. 

• Students must turn in all personal electronics to morning duty staff.  

• Staff thoroughly search backpacks and bags brought onto campus. 

• Students will be screened by morning duty staff with non-invasive metal detector. 

• Students are required to remove shoes to demonstrate no objects are contained.  

• Students must turn out all pockets of clothing (sweatshirt pockets, pants pockets, shirt pockets, etc.) 
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School Programs 

HEALTH SERVICES OFFICE 

Health Services is open Monday through Friday, 8:00 a.m. to 3:00 p.m., to support students who are ill, 

injured, or need scheduled health care. Except in emergencies, students must have staff permission before 

going to Health Services. Emergency care may be provided or arranged consistent with the emergency 

health care consent on file. 

 

Medications may be administered only when required orders, consent, and authorizations are on file. All 

medications must be delivered by a parent/guardian or responsible adult in a pharmacy-labeled container, 

counted, and secured by Health Services. Emergency medications such as inhalers or EpiPens must have 

current action plans signed by the parent/guardian and prescribing provider; students must alert staff 

immediately if they need emergency medication. 

Health Services conducts required Massachusetts school screenings, including vision, hearing, BMI, and 

postural screenings at designated grade levels. Parents/guardians may opt out of scheduled screenings by 

sending written notice to Health Services. Students living on campus may have scheduled medical or dental 

appointments during the school day. Students excused for appointments must follow the make-up work 

expectations in the Student Attendance section. 

 

ACTIVITIES OF DAILY LIFE  

When applicable, Clifford Academy supports students in developing healthy grooming, hygiene, and activities-

of-daily-living skills consistent with individual needs, treatment planning, health considerations, and program 

expectations. Hygiene and sanitary products are available through Health Services upon student request. 

CAFETERIA 

The school provides breakfast and lunch for students. Clifford Academy is a nut-free campus; peanuts and tree 

nuts are not allowed on campus at any time. Additional food or cafeteria restrictions may apply based on 

student health, allergy, dietary, safety, or program needs. 

Day students may bring meals from home, subject to safety screening and cafeteria expectations. Food and 

lunch bags may be inspected during morning check-in, and staff may collect items that are not permitted at 

school. 

Food brought from home must be nut-free, may not be shared, and must be stored as directed by staff 

outside instructional areas. 

Students may bring water bottles; other drinks, caffeinated products, and food items that create health, 

safety, allergy, or program concerns are not permitted. 

Students who bring lunch from home are expected to follow all cafeteria rules and may not use the kitchen, 

refrigerator, or microwave unless specifically authorized by staff. 

ELEVATOR 

The elevator is fully accessible for use. The elevator is NOT for general student use. If students are injured 

and need to use the elevator, they must receive permission from the Main Office. Only the injured student 

and one staff assisting them are allowed access to the elevator. 
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CARE OF PERSONAL ITEMS 

Clifford Academy strongly discourages day students from bringing personal items to school.  Clifford 

Academy assumes no responsibility for items that are lost, stolen, or damaged.  These items will not be 

replaced by the school. 

 

All students are to turn in electronic devices with Wi-Fi, data, or camera access (cell phones, iPods, tablets, 

iPads, laptops, MP3 players, cameras, hand held gaming devices, etc.) to school staff during morning safety 

checks. 

 

Other than school supplies, residential students are not allowed to bring any personal items to school. 

No off-campus trips will involve spending money unless specially planned ahead of time.  Any money 

students bring into school is their responsibility.  If it is lost or stolen, staff will not replace it.  Under no 

circumstances may students give each other money while on school property or during transportation to 

and from school. 

 

Students cannot bring magazines, electronic devices, or any other materials to school that have sexual, 

drug related or violent content.  Anything brought in with such content will be confiscated, and the student 

will be subject to possible disciplinary action. 

Students may not buy, sell, loan, borrow, gift, or trade possessions with other students or with staff.  

Gambling of any kind is forbidden, including possession of lottery tickets.   

 

 

 

SCHOOL-SPONSORED ACTIVITIES AND COMMUNITY MEETINGS 

Students who participate in or attend school-sponsored activities, including athletics, trips at home or 

away, are subject to school rules.  Laws, rules, or policies that students are obliged to follow at Clifford 

Academy take precedence over less-strict laws at the activity destination.  Student participants and student 

spectators are expected to practice and promote good sportsmanship at all school-sponsored activities.  

Please respect officials’ decisions and refrain from profanity, vulgar cheers, taunting, or any disruptive 

behavior. In addition to or in place of penalties for breach of school rules, students may be denied 

attendance at future contests or activities. 

 

 

EXTRACURRICULAR ACTIVITIES FIELD TRIPS 

Extracurricular activities, such as the Clifford basketball team, become available during the course of the 

year. Guardians will be emailed and students given notice of available activities and specifics related to 

participation. 

 

Field trips are planned for educational purposes and extend classroom instruction. Participation is a privilege 

and is subject to student safety, behavior, attendance, academic considerations, guardian consent when 

required, and administrative discretion. Students must follow school rules, transportation rules, destination 

rules, and any trip-specific expectations. Students who miss class because of a field trip should follow the 

make-up work expectations described in the Student Attendance section. Day students must have guardian 

consent on file in order to attend an off-grounds trip, either through the annual intake authorization or a trip-
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specific permission form when required by the activity, destination, risk level, out-of-state travel, medical 

need, or administrative discretion. 

General expectations include, but are not limited to: 

• Students are expected to arrive at school on time on the day of a field trip – if a student is tardy 

they may not be permitted to go on the field trip. 

• Students will be required to use the transportation provided/designated by the school. 

• All rules that apply to bus behavior are in effect. 

• Students will follow all special rules which may be needed for individual field trips. 

• Students will observe all rules required by the site they are visiting. 

 

MEDICATIONS ON FIELD TRIP 

All students requiring medications on school field trips will have an Individual Medication 

Administration Plan on record in the school Health Services and a consent by parent/guardian on file 

specific for medication administration 

Health Services will provide the responsible designated adult with the student’s medication in a 
pharmacy labeled container. They will review the information on the container with that adult 

including: student name, medication, dose, time of administration, any special instructions or cautions. 

The classroom teacher or other designated responsible staff will have responsibility for the safe 

keeping of the medication and for administering the medication. The designated adult will have the 

responsibility of returning the pharmacy labeled container to Health Services at end of the field trip or 

school sponsored short-term special event. 

Computer Access and Personal Information 

Clifford Academy provides students with access to technology and the Internet as educational resources. 

Students may use school technology for instructional purposes only, with staff supervision, and in a manner 

that reflects the mission, values, and safety expectations of Clifford Academy. 

Students may not use school technology for social media, chat rooms, online games, mature games, 

unauthorized downloads, personal messaging, or non-instructional activities. Internet searches, content, or 

communications involving weapons, violence, inappropriate sexual content, alcohol, drugs, discrimination, 

harassment, bullying, or other unsafe or inappropriate material are prohibited. 

Students must protect personal information, respect the privacy and safety of others, follow staff directions, 

and report inappropriate sites, pop-ups, messages, or technology concerns to staff. School technology, school 

laptops, files, messages, and Internet use may be reviewed by authorized staff consistent with school policy, 

law, and safety needs. 

Students may be required to sign or acknowledge a technology agreement. Students who refuse to follow 

technology expectations or intentionally violate technology rules may lose technology access and may receive 

additional consequences as determined by Clifford Academy administration.  

17. Dress Code 

All students are expected to be dressed appropriately. Clifford Academy is a trauma-informed school. It is 

also a school with a vocational program and emphasis on professionalism in the workplace. Both are 

reasons to have non-triggering and professional attire for staff and students. 
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The below are not appropriate for Clifford. Students that arrive to school in inappropriate attire will be given 

the option to wear provided clothing. Students will not be permitted into classroom settings until their attire 

meets Clifford’s expectations. 
• Clothing that is excessively revealing. The administrative team (4 members) reserves the right to 

determine what messaging on clothing is harmful to the school community. 

• Clothing that references or promotes discrimination, drug use, violence, or is sexually/linguistically 

explicit. The administrative team (4 members) reserves the right to determine what messaging on 

clothing is harmful to the school community. 

 

Students are required to wear seasonally appropriate attire (i.e., no heavy coats in summer and no shorts in 

the winter). Students must wear sneakers with non-marking soles to participate in gym activities.   

In order to participate safely in pre-vocational shops, students should dress appropriately. They will be 

working with oil, grease, paint, wood and sawdust, so can expect to get dirty. 

• No sandals, no flip-flops, open shoes, or shoes with smooth soles are allowed.  You are encouraged 

to keep boots or old sneakers to use during shop. 

• Students must wear safety glasses, gloves, and other protective gear provided by staff. 

• Long hair must be tied back. 

• Students are encouraged to avoid wearing their new or favorite clothes to the shop. 

 

 

Rights and Responsibilities 

STUDENT RIGHTS 

As a student of The Home for Little Wanderers, Clifford Academy you are entitled to the following General 

Student Rights: 

1. To receive services with equal access to services, facilities, activities and benefits regardless of race, 

color, sex, gender identity, religion, national origin, sexual orientation, disability or homelessness. 

2. To have all reasonable requests responded to promptly and adequately within the capacity of 

Clifford Academy. 

3. Upon request, obtain the name and specialty, if any, of the physician/clinician or other persons 

responsible for their care or the coordination or their care. 

4. To confidentiality of all records and communications to the extent provided by law and Clifford 

Academy policy. 

5. Upon written request, to inspect their records in accordance with the Home for Little Wanderers 

Student Record-Keeping Policy and Procedures. 

6. To refuse any service, treatment or medication unless law or court order has limited such rights.  

Although, The Home reserves the right to terminate services if in The Home's clinical judgment, 

such refusal substantially interferes with the Student's Treatment Plan. 

7. To refuse to serve as a research subject in activities when the primary purpose is educational or 

informational rather than therapeutic. 

8. To privacy during mental health treatment or other rendering of care within the capacity of the 

clinic or program. 

9. To informed consent to the extent provided by law. 

10. To participate in the treatment planning process and be asked to sign the Treatment Plan and/or 

any modification to the Treatment Plan. 
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11. To be informed of decisions regarding the duration and intensity of service utilization being offered 

to them, and of their right to appeal these decisions. 

12. To obtain from a designated person a copy of any rules or regulations. 

13. To the preservation of and participation in their unique culture and religious beliefs to the extent 

feasible. 

14. To translation services in order to understand the program’s services in a language they can 
understand or assistance in accessing services not available through The Home for Little Wanderers. 

15. To receive an oral explanation and copy of this General Student Rights sheet. 

16. To visits, mail, and telephone conversations, unless restricted by the treatment plan and in 

accordance with agency policies and procedures. 

17. To communicate with his/her social worker, attorney, or clergy person. 

18. To have his/her own storage space for private use (e.g. drawer space) (residential Students only). 

19. To express opinions on issues concerning his/her care or treatment. 

20. To have, at the time of admissions and throughout the treatment, a clear statement and 

understanding of his/her treatment goals to facilitate termination/discharge. 

 

STUDENT RESPONSIBILITY 

All members of the Clifford community share responsibility for maintaining a safe, positive learning 

environment. Students who have knowledge about serious infractions or potential serious infractions of the 

code of conduct must contact staff immediately. Failure to report may result in disciplinary action. 

 

PARENTS/GUARDIANS RIGHTS 

We welcome the full involvement of parents/guardians.  We believe that students do their best with 

approved adult involvement in their day-to-day experience at Clifford Academy. 

1. To obtain the name of the student’s clinician or other persons responsible for the child’s care, and 
any information regarding times and telephone numbers to access that person. 

2. To obtain information regarding the Clifford Academy’s behavior support philosophy and policy. 
3. To obtain information regarding the Clifford Academy’s visiting, mail, and telephone policies and 

procedures. 

4. To request a conference with staff or clinician. 

5. To immediate notification regarding any serious critical incident, and timely notification of a minor 

incident (within 24 business hours). 
 

VIDEO SURVEILENCE 

Surveillance cameras may be used in common areas such as hallways, classrooms, quiet rooms, sensory 

rooms, dining areas, stairwells, parking lots, and outside areas. Cameras will not be placed in 

bathrooms/showers or facing inside bedrooms. Recordings may contain confidential information and access 

will be limited to authorized administrators, designees, legal advisors, or others with a legitimate need as 

permitted by policy and law. Surveillance does not replace staff supervision. 

GUARDIAN ADVISORY GROUP AND OPEN HOUSE 

Clifford Academy values parent/guardian involvement in both the educational and residential components 

of treatment, and the participation of families in their child’s education is essential. Clifford Academy 

provides opportunities for parents and caregivers to be involved in their child’s education. One of these 
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opportunities, The Guardian Advisory Group is scheduled quarterly and is open to all families. The Group 

provides an opportunity for guardians to converse with school administrators about any number of topics 

that impact their student and the school community. 

 

SY26/27 Guardian Advisory Group Dates: 

**If you plan to attend an Advisory group meeting, it is helpful to email the principal ahead of time. 

Attendance is welcomed, but not required, and one can attend any or all meetings. 

Dates and meeting links will be shared with families after the 2026–2027 school calendar is finalized. 

AGENDA (Generalized): 

6:00pm (10 min) Opening Remarks; Introductions 

6:10pm (10 min) Highlights / Accomplishments of Clifford Academy students 

6:20pm (15 min) Informational Session  

6:35pm (10 min) Updates to policies and procedures from Program Leadership 

6:45pm (10 min) Questions / Concerns / Feedback 

6:55pm (5 min) Closing Remarks; Upcoming Events 

INFORMATIONAL SESSION TOPICS (INCLUDING BUT NOT LIMITED TO):  

• Health initiatives in the school 

• Healthy eating at school and at home 

• Understanding IEPs 

• Restraint reduction and updates of behavioral support techniques 

• Specialty services such as occupational therapy and speech and language therapy 

• Aging-out issues including post-graduation information 

• Trauma’s effect on learning 

• Medication and the impact on learning 

• Behavioral health information and interventions 

STUDENT RECORDS 

Federal and state laws provide parents/guardians and eligible students with rights of confidentiality, access, 

and amendment relating to student records. Under Massachusetts student record regulations, students age 

14 or older, or who have entered ninth grade, have certain student-record access rights. FERPA rights 

generally transfer from parents/guardians to the student at age 18 or when the student attends a 

postsecondary institution, unless otherwise limited or required by law.   

ACCESS AND AMENDMENT 

A parent/guardian or eligible student has a right to access student records and to seek their amendment if 

the guardian or eligible student believes them to be inaccurate, misleading, or otherwise in violation of the 

student’s privacy rights.  In order to obtain access or to seek an amendment to student records, please 

contact the Principal. 

Release of student records generally requires consent of the parents/guardians or eligible student.  

However, the Regulations provide certain exceptions.  For example, staff employed or under contract to 

the district have access to records as needed to perform their duties. 

Consistent with the intake packet, The Home may use and disclose student education, health, clinical, 

residential, and treatment information as permitted or required by law and policy for treatment, education, 

service coordination, payment, operations, quality assurance, licensing, accreditation, monitoring, audits, 

health and safety emergencies, mandated reporting, court orders, subpoenas, legal proceedings, and 

coordination with the responsible school district, placing or funding agency, and authorized providers. 
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1. The Home for Little Wanderers (HFLW) respects the privacy rights of the students we work with as 

required by law. 

2. Sharing of information with HFLW: 

a. For the purpose of thorough case planning, information about particular students and 

families is at times discussed in various formats such as staff meetings, Team meetings, case 

conferences, supervision meetings, utilization reviews, consultation with outside experts, 

and reporting to placement and/or funding sources. All professionals involved in these 

discussions are responsible to safeguard the confidentiality of the privileged information. 

b. Disclosure of a student’s HIV related information is protected under a separate law and 
therefore, not released without specific authorization. 

3. Sharing of information with sources outside the HFLW: 

a. Information will be given to outside sources when the “Student/Student Authorization for 

Release or Request of Information” form is signed by the student or legal guardian. 
b. Information without written consent is shared only under exceptional circumstances as 

outlined in the attached “Privacy and Confidentiality in Mental Health Services” handout. 
4. Disclosure of records to outside sources: 

a. Written information will be given to outside sources only when the “Student/Student 

Authorization for Release or Request of Information” form is signed by the student or legal 
guardian or pursuant to court order. 

b. When material is being sent to outside sources, only that material which is noted and has 

been specifically requested will be released. Material that the Agency/Program has not 

directly produced on the student (i.e., hospital evaluation, health records, etc.) is third party 

material, and therefore, cannot be replicated). 

c. Student records will not be made available to third parties voluntarily except for 

reaccreditation, licensing and monitoring purposes (i.e.: MHMA, COA, OFC, DMH, DPQ, DOE, 

DSS), and as allowed by the law. 

d. When third party purchasers of service request personal data on students from whom they 

are paying in order to ascertain student eligibility, service appropriateness, and/or costs 

related to objectives and outcomes, the Agency must furnish such information. 

e. Upon written request, reports on non-identifying and/or aggregated extracts of case records 

may be shared with other professional service organizations or individuals. Information will 

be limited to that which is requested. 

PRIVACY AND CONFIDENTIALITY IN MENTAL HEALTH SERVICES 

We are dedicated to preserving the confidentiality and privacy of all our Students. Some state laws, 

however, specify certain circumstances when mental health professionals may be required to breach 

confidentiality. We are required by Massachusetts law to inform our Students of these limits on 

confidentiality: 

1. If the Student presents a clear and present danger to himself and refuses to accept appropriate 

treatment; the clinician may release relevant information to protect the Student; 

2. If the Student communicates to the clinician an actual threat of physical violence against a clearly 

identified or reasonably identifiable victim(s), relevant information may be released to protect the 

potential victim(s); 

3. If a Student has a history of physical violence which is known to the clinician, and the clinician has a 

reasonable basis to believe that there is a clear and present danger of physical violence against a 
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clearly identified or reasonably identifiable victim(s); relevant information may be released to 

protect the potential victim(s); 

4. If there is a threat of imminently dangerous activity by the Student against himself or another 

person(s), the clinician may disclose Student communications for the purpose of placing or retaining 

the Student in a psychiatric hospital; 

5. If the Student introduces his mental condition as an element of claim or defense in a legal 

proceeding (except one involving child custody or adoption), the judge may order the clinician to 

disclose confidential Student communications; 

6. If, after the death of a Student, any party acting on behalf of the decedent introduces evidence of 

the Student’s mental conditions as an element of claim or defense, the judge may order the clinician 
to disclose confidential Student communications; 

7. In any case of child custody or adoption, the judge may order the clinician to disclose confidential 

Student communications if the judge determines that the clinician has evidence bearing significantly 

on the Student’s ability to provide suitable care or custody and it is more important to the welfare 
of the child that the communication be disclosed than that the relationship between Student and 

clinician be protected (in cases of adoption, or dispensing with consent to adoption, judge must 

determine that the Student has been informed that communications to the clinician would be 

privileged); 

8. If the Student initiates legal action (e.g., malpractice, criminal or license revocation) against the 

clinician may disclose confidential Student communications if disclosure maybe necessary or 

relevant to the clinician’s defense; 
9. The clinician may provide diagnostic or treatment information to an insurance company or review 

board, non-profit hospital or medical service corporations, or health maintenance organization for 

the purpose of administration or provision benefits and expenses; 

10. If the clinician, in his/her professional capacity, has reasonable cause to believe that a child under 

the age of eighteen years is suffering serious physical or emotional injury resulting from abuse 

inflicted upon the child (including sexual abuse), or from neglect (including malnutrition), or who is 

determined to be dependent upon an addictive drug at birth, the clinician must report such 

information to the Department of Children and Families (DCF); 

11. If the clinician has reasonable cause to believe that an elderly person (over age 60) or a 

handicapped or disabled person over the age of 18 has died or is suffering abuse, the clinician may 

be obligated to report this information to the proper state agency; 

12. If a judge compels the clinician to reveal confidential Student information. 

Apart from the above-listed exceptions, Student information may only be shared upon the express written 

consent of the Student or parent/legal guardian. 

If you have any questions about confidentiality or this statement, please feel free to ask your clinician. 

STUDENT AND PARENTS/GUARDIANS RESPONSIBILITIES 

Clifford Academy asks for your cooperation and assistance so that we can provide the best possible 

education and treatment for all students.  We respectfully list the following expectations: 

• Have students attend school every day, unless ill.  Regular attendance is very important to academic 

and therapeutic progress.  Report absences to the bus company and the school as early as possible. 

• If students need to be dismissed from school early for a scheduled appointment, please let their 

advisor /teacher know as early as possible. 

• If a student is having difficulty at home, let us know so that we can assist. 
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• Parents’/guardians’ participation in meetings (IEP, progress, re-entry, etc.) about their child is 

important.  All comments are very valuable to the Team. 

• Please support our work with students.  If a complaint and concern about what we do arises, 

contact us immediately. 

• Keep us informed about students:  medication, allergies, health insurance information and family 

loss – anything that may affect their functioning at school. 

• Keep us informed about students’ contact information.  Be sure Clifford Academy has current 
information:  Parents’/Guardians’ phone numbers and e-mails, current address, and emergency 

contact person with current phone number and address. 

• Please inform Clifford Academy about any changes in a student’s legal status and the results of any 
judicial and administrative proceedings, including restraining orders, court restrictions and 

guardianship.  We will handle this information in a sensitive manner. 

VISITING HOURS (RESIDENTAL STUDENTS) 

Visitors at Clifford Academy are welcomed during the hours of 8:30-3:00. We expect that visitors sign in at 

the front office, show personal identification, and be on the approved visitor list.  Students must remain on 

grounds with approved visitors unless otherwise specified by parents/guardians and documents. 

Families and parents/guardians are encouraged to visit students at any time.  To ensure that a student is on 

site for a visit, please contact the student’s clinician or clinical supervisor.  Each student can have private 
visits and phone calls unless there is clear, documented clinical justification for a higher level of 

observation.  Telephone communications may not be monitored or unreasonably restricted unless there 

are specific therapeutic reasons justifying the limitations.  Any restriction must have approval in advance by 

the Program Director, the restriction documented in the case record and the restriction must be 

reauthorized regularly by the Program Director or designee. 

20. Behavioral Support Systems 

Clifford Academy utilizes a strength-based, relational model of behavioral support that is evidence-based, 

trauma-informed, and individualized.  Clifford Academy’s model is designed to foster student self-control 

and determination and to engage students and families as active participants in the process.  Also, school 

staff always attempt to position themselves as allies for students and families rather than agents of 

external control.  Staff strive to be engaging and responsive to students in order to allow them to feel 

accepted, supported, and valued.   

Clifford Academy aims to create positive environments that are nurturing, consistent, and predictable. Staff 

pay careful attention to creating atmospheres that promote the social, emotional, physical, and academic 

development of each student. For example, milieu staff support pro-social behaviors, assist in daily living 

activities, and teach healthy relationship skills through modeling and use of the program’s behavior support 
system. On- and off-site activities provide students with opportunities to practice social interactions with 

adult support.  

The behavior support system involves, but is not limited to: clearly stated expectations; policies and 

procedures that ensure prevention of re-traumatization; identification of triggers and warning signs; clearly 

defining behaviors; highlighting pro-social behaviors; documentation and utilization of an array of 

appropriate staff and family responses to negative behaviors; consistent responses that are rehearsed and 

based on clear understandings of the rules and expectations; natural consequences; development of 

effective coping skills and approaches to de-escalation; tracking and documenting behaviors; and 

incorporation of data into treatment reviews and planning. Clifford Academy works toward understanding 
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how a behavior is related to the context in which it occurs. We believe that behavior serves a purpose. If 

this purpose is understood, responses can be modified, and students can develop new ways of getting their 

needs met. 

THERAPEUTIC CRISIS INTERVENTION (TCI) 

Staff members will intervene in students’ inappropriate behaviors by using Therapeutic Crisis Intervention 
(TCI).  TCI is a trauma-sensitive crisis management protocol developed by Cornell University, which 

deemphasizes the use of external control and is aimed at preventing crises from occurring, de-escalating 

potential crises, effectively managing acute crisis phases, reducing potential and actual injury to Student 

and staff, and learning constructive ways to handle stressful situations. TCI informs the development of an 

individualized crisis management plan that details Student-specific interventions that staff and other 

caregivers can utilize to effectively manage student behavior in family, community, and out-of-home 

settings. 

PHYSICAL INTERVENTION 

Physical intervention is used only in emergency situations when a student’s behavior presents a threat of 
assault or imminent, serious physical harm to the student or others. Physical restraint is an emergency 

procedure of last resort and is not used as discipline, punishment, staff convenience, retaliation, or a 

substitute for positive behavioral supports, de-escalation, teaching, clinical intervention, or individualized 

planning. Staff may use physical restraint only after other lawful and less intrusive alternatives have failed or 

have been deemed inappropriate under the circumstances, and only to the degree necessary to protect safety 

and minimize harm. 

RESTRAINT SAFEGUARDS AND PROHIBITED PRACTICES 

Clifford Academy follows applicable Massachusetts restraint requirements during the school day. Mechanical 

restraint, medication restraint, and any restraint or intervention inconsistent with applicable law, regulation, 

HFLW policy, or the student’s approved plan are prohibited. Physical restraint may not be used for property 

destruction, disruption, refusal, noncompliance, verbal threats, or elopement unless the student’s behavior 
also presents a threat of assault or imminent, serious physical harm and the regulatory standard for 

emergency restraint is met. 

Any physical restraint must be administered by trained staff whenever possible, monitored for student safety, 

ended as soon as the emergency no longer exists, and documented and reported according to applicable law, 

regulation, DESE requirements, HFLW procedures, and program policy. Parents/guardians and the responsible 

public school district will be notified as required. If a restraint or restraint pattern suggests that the student 

may require additional, different, or more intensive supports, Clifford Academy will review available data and 

may request a Team meeting or other planning meeting with the responsible district and family. 

TIME-OUT, BREAKS, SENSORY SPACES, AND SECLUSION 

Clifford Academy uses supportive breaks, sensory spaces, alcove spaces, restorative processing, clinical 

support, and other individualized strategies to help students regulate and return to learning. These supports 

are intended to be trauma-informed, supervised, and connected to teaching coping skills. Time away from 

class or a group activity must be used in a manner consistent with the student’s needs, IEP, behavior support 
plan, clinical plan, applicable law, and program policy. 

A time-out is a calming strategy in which a student is temporarily separated from the learning environment in 

an unlocked setting from which the student is permitted to leave, with staff present or immediately available. 
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Any space used for time-out or calming must be appropriate for the student’s age and needs; appropriately 
lighted, ventilated, heated or cooled; free of inherently dangerous objects or fixtures; and used in a manner 

consistent with applicable building, fire, safety, and DESE requirements. Time-out is not a disciplinary 

exclusion and should be used only as part of a supportive response to dysregulation. 

Seclusion means involuntary confinement of a student alone in a room or area from which the student is not 

permitted to leave. Clifford Academy does not use seclusion as a routine behavior management practice, 

disciplinary consequence, or substitute for staffing, supervision, instruction, clinical support, or de-escalation. 

Any emergency intervention involving separation or confinement must meet all applicable legal and regulatory 

safeguards, including active staff monitoring, immediate availability of staff, documentation, administrative 

review, parent/guardian notification, responsible-district communication, and DESE reporting when required. 

DOCUMENTATION, REVIEW, AND FAMILY COMMUNICATION 

Clifford Academy documents significant behavioral incidents, restraint events, emergency interventions, and 

extended removals from learning environments according to applicable law, regulation, HFLW procedure, and 

program policy. Documentation may be reviewed by administration, clinical leadership, educational 

leadership, nursing or health services when relevant, the responsible public school district, and the student’s 
Team as appropriate. Data review may include frequency, duration, antecedents, interventions attempted, 

student response, injuries or medical concerns, family notification, follow-up planning, and whether changes 

to the student’s IEP, behavior support plan, treatment plan, staffing, schedule, or placement should be 
considered. 

Parents/guardians and responsible districts will be notified of serious safety incidents, restraints, emergency 

interventions, or patterns of concern as required by applicable law, regulation, HFLW procedure, and program 

policy. Clifford Academy will use these reviews to reduce the need for restrictive interventions, support 

student safety and dignity, and maintain access to instruction and therapeutic support. 

RESTORATIVE JUSTICE 

Clifford Academy empowers students to resolve conflicts on their own and in small groups using 

Restorative Justice practices.  With Restorative Justice practices, Clifford Academy brings students together 

in peer-mediated small groups to talk, ask questions, and air their grievances.  Using restorative justice 

practices helps to build community within the school, prevent bullying, and reduce student conflicts. 

COLLABORATIVE AND PROACTIVE SOLUTIONS (CPS) 

In addition to Restorative Justice practices, Clifford Academy implements Collaborative and Proactive 

Solutions (CPS).  Clifford Academy uses a non-punitive, non-adversarial trauma informed model of care.  

This model is based on the premise that challenging behavior occurs when the expectations being placed 

on a student exceed the student’s capacity to respond adaptively and that some students are lacking the 
skills to handle certain demands and expectations. This model focuses on identifying the skills the student is 

lacking and the expectations they are having difficulty meeting.  The goal is to help the students and staff 

solve those problems rather than modify the student’s behavior through application of rewards and 
punishments. The practice of CPS is comprised of three basic steps.  The first step is empathy.  Empathy 

involved gathering information from the student to achieve the clearest understanding of his or her 

concern or perspective on a given unsolved problem.  The second step is defining adult concerns.  This step 

involves entering consideration the adult concern or perspective on the same unsolved problem.  The third 

and final step is the invitation step.  This involves having the staff and student brainstorm solutions to 
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arrive on a plan of action that is both realistic and satisfactory.  The solution should address the concerns of 

both the student, staff and people involved. 

21. Suspensions, Terminations and Discharge 

Clifford Academy is committed to providing optimal educational and therapeutic services for all students 

and is aware of considerations that need to be made due to individual differences. The basis of the 

behavior support program at the facility is consistent in its standards for behavior, but in response to 

inappropriate behaviors takes into consideration the whole student and their progress in treatment. 

Discipline decisions for students with disabilities are made on a case-by-case basis and must be implemented 

consistent with applicable federal and Massachusetts special education discipline protections, the student’s 
IEP, behavior support plan, treatment plan, placement agreement, and the responsibilities of the student’s 
responsible public school district. Clifford Academy will coordinate with the responsible district whenever a 

disciplinary removal may affect the student’s access to IEP services, placement, or free appropriate public 
education. 

Suspension, early dismissal for disciplinary reasons, removal from instruction, in-school suspension without 

access to instruction from appropriately supervised educational staff, or exclusion from any part of the 

student’s IEP program may count as a disciplinary removal when required by law or regulation. Clifford 

Academy will maintain records of the number, duration, and reason for disciplinary removals and will share 

relevant information with the responsible district and family as required or appropriate. 

Clifford Academy will always consider alternatives to suspension including (but not limited to) the 

following: 

• Peer mediation, restorative mediation, community (school) service, partial-day “in-school 

suspension,” etc. 

Certain behaviors, however, are considered severe enough to merit suspension from school. The purpose 

of these suspensions is to assure accountability on the part of the student, give the student time to reflect 

on that behavior, give the school community (staff/students) time to process and give insight into the 

negative behaviors, and give school staff time to prepare a plan for a safe and therapeutic re-entry into the 

school community.  

In short, a student may be suspended if his/her behavior poses a threat to their own safety, the safety of 

other students, and/ or the safety of staff. Massachusetts state law on suspension states that involvement 

in any of the following activities, on campus or at a school-sponsored event, may be subject to suspension 

(in-school or out-of-school): 

• Possession or use of a dangerous weapon 

• Smoking or being under the influence of alcohol or drugs and/or possession of illegal paraphernalia, 

including alcohol and/or controlled substances 

• Assault 

• Inappropriate or unsafe behavior in a transportation vehicle 

• Major property damage or destruction 

• Larceny 

• Leaving the campus without permission 

• Dangerous threats to the community, verbal or physical 

• Other inappropriate behavior, as determined by an administrator 
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The “Expectation Spectrum” below details Clifford’s philosophy on accountability and consequences. 

 
Behaviors/Incidents eligible for suspension on first instance* 

• Weapons brought to school; item used like weapon in school 

• Drugs, alcohol, smoking devices brought to school 

• Assault on staff or student 

Behaviors/Incidents where suspension will be considered* 

• Physical altercation/fight with peer 

• Significant verbal threats 

• Significant unsafe behavior (that could follow into next school day) 

• Significant property damage 

• Consistent and repeated minor infractions and/or refusal to process the minor infractions with staff 

(after repeated guardian notification) 

• Consistent and repeated impact on the safe function of the school (and refusal to follow planned 

interventions for the unsafe behavior(s). 

* In-school suspensions, self-paced workshops, mediations, restorative actions, community service, 

among others, will be considered as accountability options. Repeated offenses will result in 

progressively higher levels of accountability. 

Refusal to attend classes and/or refusal to follow safe-function protocols. 

CLASS REFUSAL AND REFUSAL OF SAFE FUNCTION PROTOCOLS 

When students refuse class AND refuse to enter an alcove space (open, quiet space off of the main school 

hallway), they are not earning class credit AND are impacting the safe function of the school. Students are 

given access to community support staff, clinicians, the BCBA, and/or administrators to discuss refusals. 

Students that do not utilize the staff supports and continue to interact with peers in the milieu, often in a 

dysregulated manner, impact the safe function of the school. Repeated and continuing instances of this 

behavior will require a team meeting and an intervention plan. Students that are unable to follow the plan 

and continue the behavior will be recommended for an alternative placement for the following reasons: 



 

26 

 

1) Clifford, with its provided supports, is unable to help the student make progress towards their 

IEP. 

2. The ability of other students to make progress on their IEPs is impeded. 

Behaviors/Incidents that are considered minor and addressed via staff-student processing discussions  

Minor behaviors are tracked in every classroom on the below chart that is clearly visible to students. Staff 

are instructed to provide two explicit redirection warnings to students. On the 3rd incident, students are 

called out of the classroom to converse with Community Support Staff. Exceptions are “Targeted 
Language,” “Sexual Language,” and excessive “Horseplay.” For those three behaviors, students will be 
called out of class on the first instance. NME stands for “Not meeting expectations.” “Celebrated Decisions 
are awards that are posted on the hallway wall and earn students incentives. 

3–5 DAY SUSPENSION PROCEDURES 

Whenever a student is suspended from school, from part of the school day, from a portion of the student’s 
IEP program, or from instruction for disciplinary reasons, Clifford Academy will immediately notify the 

parent/guardian and the responsible public school district or human services agency responsible for the 

placement, as applicable. 

Within twenty-four (24) hours, Clifford Academy will send a written statement to the parent/guardian and 

responsible public school district explaining the reason for the suspension, the date and duration of the 

suspension, the portion of the school program affected, any immediate safety concerns, and the plan for 

re-entry or follow-up when applicable. 

A student may not be suspended and sent home unless a responsible adult is available to receive the 

student. If a responsible adult is not available, Clifford Academy will continue to supervise the student 

safely while coordinating with the parent/guardian, responsible district, and any involved placing or human 

services agency. 

During any suspension or disciplinary removal, Clifford Academy will coordinate with the responsible public 

school district regarding access to instruction, IEP services, make-up work, related services, and any other 

supports required by the student’s IEP or applicable law. The responsible public school district retains 

responsibility for ensuring that the student receives a free appropriate public education. 

NOTE 

Clifford Academy will document and track the number, duration, reason, and type of all suspensions and 

disciplinary removals, including removals from any part of the student’s IEP program, partial-day removals, 

early dismissals for disciplinary reasons, and in-school suspensions when instruction or IEP services are not 

provided consistent with applicable requirements. 

Once a student has been suspended for three (3) consecutive school days or five (5) non-consecutive school 

days in a school year, Clifford Academy will promptly work with the parent/guardian and responsible public 

school district to review all available data and explore program modifications, additional supports, 

behavioral interventions, restorative responses, clinical supports, schedule adjustments, safety planning, or 

other strategies intended to prevent a lengthier suspension or change in placement. 

This review may include consideration of whether the student’s IEP, behavior support plan, treatment plan, 
crisis plan, re-entry plan, data collection, staffing pattern, service delivery, or placement supports should be 

reviewed by the student’s Team. Clifford Academy may request that the responsible public school district 

convene an IEP Team meeting when a pattern of disciplinary removals or safety concerns suggests that the 

student may need additional, different, or more intensive supports. 

Before the student returns from a suspension, Clifford Academy may require a re-entry meeting or re-entry 

process with the student, parent/guardian when appropriate, responsible district when appropriate, and 
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relevant Clifford staff. The purpose of re-entry planning is to review the incident, identify supports, clarify 

expectations, repair harm when possible, and promote the student’s safe and successful return to 
instruction. 

10+ DAY SUSPENSION PROCEDURES 

Clifford Academy implements the following procedures when a student’s suspension exceeds ten (10) 
consecutive school days, when a student has a pattern of suspensions or disciplinary removals exceeding 

ten (10) cumulative school days in a school year, or when a disciplinary removal may constitute a change in 

placement under applicable special education law. 

Before any suspension or disciplinary removal that may constitute a change in placement, Clifford Academy 

will request that the student’s responsible public school district convene an emergency IEP Team meeting 
or other appropriate Team process that includes representation from Clifford Academy, the 

parent/guardian, and other required Team members. 

The purposes of the Team meeting may include, but are not limited to: 

• reviewing the student’s IEP, placement, services, accommodations, and supports; 
• reviewing whether the student’s behavior support plan, treatment plan, crisis plan, or safety plan 

was implemented as written; 

• reviewing relevant behavioral data, incident reports, restraint or emergency-intervention data, 

attendance information, clinical information, and academic impact; 

• developing, reviewing, or revising a functional behavioral assessment; 

• developing, reviewing, or revising a behavior intervention plan or behavior support plan; 

• identifying additional supports, services, program modifications, clinical interventions, staffing 

supports, schedule changes, restorative responses, or safety planning; 

• determining whether the current placement remains appropriate; 

• identifying an appropriate interim alternative educational setting when required or appropriate; 

• conducting a manifestation determination when required by law. 

When a manifestation determination is required, the responsible public school district, parent/guardian, 

and relevant members of the IEP Team determine whether the conduct in question was caused by, or had a 

direct and substantial relationship to, the student’s disability, or whether the conduct was the direct result 
of failure to implement the student’s IEP. 
If the Team determines that the behavior was a manifestation of the student’s disability, the responsible 
public school district, in coordination with Clifford Academy and the parent/guardian, will take steps 

required by law. These steps may include conducting or reviewing a functional behavioral assessment, 

developing or modifying a behavior intervention plan, reviewing and revising the IEP, modifying supports, 

and determining whether the student can safely and appropriately continue in the current placement. 

If the Team determines that the behavior was not a manifestation of the student’s disability, disciplinary 
consequences may be applied in a manner consistent with applicable law and with policies applied to other 

students in the program. The responsible public school district remains responsible for ensuring that the 

student continues to receive educational services sufficient to enable the student to continue participating 

in the general curriculum, progress toward meeting IEP goals, and receive services and supports required 

by law. 

Clifford Academy will coordinate with the responsible public school district regarding access to instruction, 

IEP services, related services, make-up work, tutoring, interim services, transition support, and any 

alternative educational setting required during a disciplinary removal. Clifford Academy will provide 

relevant information and participate in planning to support the district’s responsibilities. 
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Clifford Academy will continue to document and track all suspensions and disciplinary removals, including 

the date, duration, reason, type of removal, portion of the IEP program affected, services provided during 

the removal, parent/guardian notification, district notification, re-entry planning, and follow-up actions. 

Upon admission and upon request, Clifford Academy will provide parents/guardians and the responsible 

public school district with written information regarding the use of suspension and disciplinary removal 

procedures. 

NOTE 

Sending a student home early for disciplinary reasons, removing a student from instruction, excluding a 

student from any part of the student’s IEP program, or assigning an in-school suspension during which the 

student does not receive instruction from a licensed teacher or appropriately supervised paraprofessional 

may be considered a suspension or disciplinary removal when required by law or regulation. 

DISCHARGES AND TERMINATIONS 

Clifford Academy approaches any student discharge or termination in a planned, individualized, and 

deliberate manner. Given the needs of the student population served by Clifford Academy, planning, 

communication, predictability, and coordination with the responsible public school district and family are 

essential to support student safety, educational continuity, and successful transition. 

Clifford Academy will not terminate the enrollment of any student, including in emergency circumstances, 

until the responsible public school district has been informed and has assumed responsibility for the 

student’s educational planning and placement obligations. The responsible public school district remains 
responsible for convening the IEP Team, ensuring that the student continues to receive a free appropriate 

public education, and identifying or arranging an appropriate placement or interim services when required. 

Clifford Academy will provide the responsible public school district, parent/guardian, educational surrogate 

parent when applicable, and involved placing or human services agencies with relevant information and 

assistance to support transition planning. This may include incident information, behavioral data, clinical 

information as permitted by law and consent, academic records, progress reports, current supports, 

recommendations, and information regarding services needed in the next environment. 

Clifford Academy will maintain documentation of the termination process in the student record, including 

notice to the responsible public school district, notice to parents/guardians, Team meeting documentation, 

transition planning, student supports, and any required notice or report to DESE. 

PLANNED TERMINATION 

For a planned termination, Clifford Academy will notify the responsible public school district of the need for 

an IEP Team meeting or other appropriate planning meeting and will provide notice to all appropriate 

parties at least ten (10) days in advance of the intended meeting date, unless an earlier meeting is agreed 

upon by the parties or required by the circumstances. 

The purpose of the meeting will be to develop a clear, specific, and individualized termination or transition 

plan for the student. Except where all required parties agree to an earlier date or emergency circumstances 

apply, the plan will be implemented no fewer than thirty (30) days after the plan is developed. 

Except in emergency circumstances, the termination or transition plan will be developed by Clifford 

Academy in cooperation with the responsible public school district, parent/guardian, educational surrogate 

parent when applicable, student when appropriate, and individuals involved in the student’s educational, 
clinical, residential, treatment, or agency planning. 
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The written termination or transition plan will be reviewed with the student when appropriate, 

parent/guardian, responsible public school district, and relevant agencies no fewer than thirty (30) days 

before termination unless all required parties agree to an earlier date or emergency circumstances apply. 

The plan will include, as appropriate: 

• the proposed termination or transition date; 

• the reason for termination or transition; 

• services and supports recommended for the student’s next environment; 
• academic, behavioral, clinical, health, safety, and transition considerations; 

• records or reports needed by the responsible public school district or next placement; 

• the person or entity responsible for each transition activity; 

• steps to support continuity of instruction and IEP services; 

• student and family preparation activities when appropriate; 

• follow-up planning and communication expectations. 

EMERGENCY TERMINATION 

Emergency termination is used only when emergency circumstances exist. Emergency circumstances mean 

circumstances in which the student presents a clear and present threat to the health or safety of the 

student or others, and the program determines that continued enrollment under current circumstances 

cannot be maintained safely while ordinary planned termination procedures occur. 

If Clifford Academy determines that emergency circumstances warrant an unplanned termination, Clifford 

Academy will take steps consistent with applicable law, regulation, DESE requirements, HFLW procedures, 

placement agreements, and student safety obligations. Clifford Academy will immediately notify the 

parent/guardian, educational surrogate parent when applicable, the responsible public school district’s 
Administrator of Special Education or designee, DESE when required, and officials of appropriate human 

services or placing agencies responsible for the student’s placement or funding. 
Clifford Academy will complete required incident reporting and will prepare a written termination summary 

for distribution to the parent/guardian, responsible public school district, DESE when required, and other 

involved agencies as permitted or required by law, consent, regulation, or placement agreement. 

Emergency terminations will be reported to DESE through the required incident-reporting process when 

applicable. 

Clifford Academy will work with the responsible public school district to arrange an emergency IEP Team 

meeting or other appropriate planning meeting. Clifford Academy will participate in the meeting and 

provide information related to the student’s needs, current supports, safety concerns, educational 
progress, clinical or behavioral considerations, and recommendations for future placement or services. 

Unless the student presents an imminent threat of harm to self or others that cannot be safely managed, 

Clifford Academy may, at the request of the responsible public school district, delay termination for up to 

two (2) calendar weeks to allow the district to convene an emergency Team meeting, identify interim 

services, arrange another placement, or conduct other appropriate planning. With mutual agreement of 

Clifford Academy and the responsible public school district, termination may be delayed longer than two 

calendar weeks. 

Nothing in this section limits the rights of the parent/guardian, educational surrogate parent, eligible 

student, or responsible public school district under applicable special education law, placement 

agreements, stay-put protections when applicable, DESE complaint procedures, mediation, or due process 

hearing procedures. 

22. Contracts 
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In order to help students continue with positive behavior, they can apply to have a contract with a staff 

member.  The contract is used to help students focus on an area of need (i.e. using appropriate language) and 

provide students with a visual reminder of tasks that need to be completed to fulfill the contract.  Students 

must complete an application for a contract, have it signed by their advisor, and then return the application to 

the teacher assigned to contracts.  The teacher will then have the contract approved by an educational 

administrator and any necessary changes will be made.  Students may have only one (1) contract at a time.  It 

is the student’s responsibility to have his advisor sign the contract at the end of each school day.   

23. School-Related Problems and Concerns 

If a student and/or parent have a concern/complaint with an issue related to a specific class, program or 

staff member, they should schedule a time to meet with those individuals in order to communicate 

respectfully and professionally the specific concerns. If after that meeting the student and/or parent are 

not satisfied with the action taken or answers provided, they should schedule a time to meet with the 

administrator who is responsible for the immediate supervision of that class, program or staff member.  

Again, concerns/complaints should be communicated both respectfully and professionally.  If after meeting 

with the administrator, the concerns/complaints have not been resolved the student and/or parent may 

address the question to the program director.   

If after meeting with the program director, and if the student and/or parent are still dissatisfied with the 

decision, they may request that the VP of Performance Outcomes & Risk Management consider the issue 

by submitting a written request detailing the specific concern and requested action.  The VP of 

Performance Outcomes & Risk Management will address the matter in an appropriate and timely manner. 

GRIEVANCES 

The following is the grievance procedure for students at Clifford: 

1. Any student, at any time, may file a complaint alleging discrimination based on legally protected 

categories. The student and the guardian have the right to a prompt and equitable review process. 

Students have been directed to bring the formal complaint to a school administrator (Principal, 

SPED Coordinator, Milieu Director, Vocational Coordinator). The complaint will then be shared with 

the Principal/Program Director. 

2. The Human/Student Rights Officer or Program Director shall give, and when appropriate, review the 

grievance procedure with each student and his/her parent/legal guardian at enrollment or during 

the initial orientation period. The Registering Complaints and Grievances Policy shall be signed by 

the student and/or his/her parent/legal guardian and a copy placed in the Student’s record.  
3. Staff members shall be informed that they are to assist students and families in filing grievances, 

when needed. Staff members shall direct the grievance to the program Human/Student Rights 

Officer or Program Director as appropriate.  

4. When a student or parent/legal guardian expresses a verbal grievance, the staff member shall listen 

carefully to the grievance and provide an open and safe environment to discuss the issues(s) with 

the student or parent/legal guardian.  

5. If there is no resolution of the verbal grievance, a copy of the Registering Complaints and Grievances 

Policy, Student Grievance Form, and Student Grievance Appeal Form shall be given to the student 

and his/her parent/legal guardian to facilitate the filing of a written grievance. The student or 

parent/legal guardian has the right to file a grievance without interference or retaliation. 
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6. A copy of each written grievance shall be given to the Human/Student Rights Officer/Program 

Director and forwarded to the Program Director, Senior Director, and the Vice President of Risk 

Management, Evaluation, and Outcomes or designee. 

7. Upon receipt of a written grievance from a student, the Program Director or designee shall notify 

the parents/legal guardian.        

8. In cases where a Program Director is named in a grievance, the Vice President of Risk Management, 

Evaluation, and Outcomes or designee shall follow the grievance process in accordance to the policy 

and procedure.   

9. The Vice President of Risk Management, Evaluation, and Outcomes or designee will review the 

grievance, conduct an internal investigation, convene a review team, and put forward 

recommendations in a final report. 

10. At the completion of the grievance process, the designated review team shall decide whether to 

substantiate the grievance or in part; or render a finding as unfounded.   

11. The Program Director shall take appropriate actions with respect to the decision at the conclusion of 

the grievance process. The grievance process shall take no longer than 15 business days to 

complete, except in cases where there are exceptional circumstances (e.g.. extensive employee 

absence, holidays, hazardous weather conditions, etc.) 

12. The assigned investigator shall document the findings, decisions, and actions to the grievance in a 

letter to all parties involved, the Senior Director, and the Vice President of Risk Management, 

Evaluation, and Outcomes. The decision letter should address the following areas:  

• How the grievance came to the Program Director’s attention  
• A brief summary of the grievance  

• A summary of the results of fact-finding, including any conflicting versions of events  

• The review team’s conclusions regarding substantiation of the grievance  
• Responsive actions to be taken, if any  

• Notice of their right to appeal the decision of their grievance to the President/CEO of The 

Home, and if relevant, of rights to file a grievance at the Department of Social Services or the 

Department of Mental Health 

13. The Human/Student Rights Officer or the Program Director shall record in the Student’s file all 
decisions resulting from grievance investigations. 

14. If the student/ legal guardian is dissatisfied with the Program Director’s decision, he or she may 
appeal to the President/CEO of The Home using the following procedure: 

• Complete and submit the “Student Grievance Appeal Form” within ten (10) business days of 
receipt of The Home’s decision letter. The request must include the reason for the appeal.  

• Within ten (10) business days from receipt of the written appeal, the President/CEO or 

designee shall review the original grievance, the review team’s decision, the reason for 
appeal there from, and all prior attempts at resolution.  

15. The decision of the President/CEO, or designee, shall be final. If the Student/Legal Guardian remains 

dissatisfied, he/she shall be informed of all other avenues for complaint external to The Home.  At 

the conclusion of the grievance process, all related materials will be forwarded to the Department 

of Risk Management, Evaluation, and Outcomes for record keeping. 

GRIEVANCE FORM 

24. Home and School Communications 
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Clifford uses multiple means to communicate with guardians. Should students have parents or guardians 

with limited English language skills, Clifford ensures that important program information is sent to them in 

a timely manner and provided to them in a language that they understand, either through written 

translations of documents or through oral interpreters. E-mail can be an effective tool to increase 

communication, cooperation, and teamwork toward improving learning.  It should be considered a 

complement to, rather than a replacement for, direct conferencing.  Any circumstance in which e-mail 

might erode the cooperative spirit between teacher and parent/guardian, however, must be avoided. 

E-MAIL GUIDELINES 

E-MAIL CAN BE EFFECTIVE TOOL FOR 

• Communicating some positive achievement about a student’s progress in the classroom. 
• Arranging appointments for more personal communication. 

PRECAUTIONS 

• E-mail is not private and can be read by others. 

o Supervisor of Public Records Bulletin No 1-99, May 2003:  All e-mail created or 

received by an employee of a government unit is a public record.  In Massachusetts, 

all e-mail messages are subject to public access and disclosure through the provisions 

of the Public Records Law. 

• Deleted e-mail can still be retrieved from a computer’s hard drive. 
• Rules of confidentiality that apply to other written or spoken communication must always be 

heeded. 

• Information that would be detrimental in any way to a student’s well-being should always be 

communicated personally and not by e-mail. 

• Opinions or subjective matter would be best communicated in other ways.  

BOTH STAFF AND GUARDIANS NEED TO REMEMBER 

• E-mail sent is not necessarily e-mail received. 

• Do not assume that e-mails will be opened and responded to in the course of a work day. 

Guardian and School Disagreement 

Please know that Clifford utilizes its multidisciplinary team of professionals to consistently assess what is best 

for individual students and for the student population. Balancing academic instruction, clinical care, and 

accountability in a learning community requires decisions that are informed by student needs, program 

capacity, safety, and applicable policies. There may be situations where guardians disagree with Clifford about 

policies or professional judgments. In these situations, all parties are expected to make reasonable efforts to 

repair communication, assume good intentions, and use the concern or grievance processes described in this 

handbook. If disagreements create a dynamic that significantly impacts the safe function of the program, the 

program’s ability to implement the policies and procedures in this handbook, or the emotional or physical 

safety of the student, guardian(s), staff, or school community, Clifford may request a Team meeting with the 

responsible public school district and guardian team to review concerns, clarify expectations, consider 

supports, and determine whether the current placement continues to meet the student’s needs. 

25. Student Attendance 

ABSENCES 

All students are expected to be in school every day unless they have an excused absence.  To have an 

absence classified as excused, a note from a parent/guardian, medical professional or other authority figure 
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(i.e. court, DCF worker) is required.  If a student is absent from school, even for an excused absence, they 

are expected to make up all missed assignments. 

The staff at Clifford Academy, feel strongly that a student’s academic success is dependent on consistent 
school attendance.  The length of the traditional academic year is generally limited to 180 days for students 

with an additional 39 days allotted for the extended school year that takes place in July and August.  The 

curriculum is designed to achieve a maximum educational effect within the limited number of school days.  

Therefore, any absence from school jeopardizes the ability of a student to complete the course of study 

satisfactorily.   

Maximum attendance is an approved condition upon which all courses of study are based.  Absence from 

school jeopardizes the ability of a pupil to satisfactorily complete the prescribed course of study and it 

typically results in a lowering of grades and decreased focus and attention.  Students are not allowed to 

have more than five (5) unexcused absences in a quarter.  If a student has more than ten (10) unexcused 

absences in a year, they will be at risk for not promoting to the next grade and not earning credit for any 

individual quarter, semester, or school year. 

The following reasons may be considered an “excused absence” upon verification of documentation.  A 
phone call, note, or e-mail from the guardian to the Principal or Special Education Coordinator can serve as 

documentation. 

• Illness (for more than two consecutive days, requires an original note from a physician with date 

and diagnosis); 

• Doctor’s appointment that cannot be arranged outside of normal school hours; 
• Funeral/Death in family; 

• Religious Observances; 

• Take Child to Work Day; 

• Post-Secondary Education/Alternative Programming visits (requires a note from the Post-Secondary 

institution with date); 

• Court (requires a note from a member of the court with date); 

• Out-of-School Suspension or any other form of short-term or long-term suspension; 

• Other situations that are pre-arranged with the parents/guardians and the Educational Leader. 

Students who miss school for any reason are required to obtain and complete missed assignments in a timely 

manner. The general guideline is two (2) school days to make up work for each day absent, with most routine 

make-up work expected to be completed within one week unless the teacher or administrator approves a 

different timeline based on the length of absence, IEP needs, medical circumstances, or other individualized 

factors. For extended absences, students should notify their advisor and contact teachers directly for make-up 

work. If incomplete work is not completed within the designated time frame, the incomplete grade may be 

converted consistent with the grading policy. 

TARDINESS 

Students who arrive late to school in the morning after homeroom must have a tardy pass in order to enter 

class.  Students who are late to class should be admitted and will be considered excused if they have a pass 

from the previous teacher.  

ATTENDANCE IMPROVEMENT PLAN 

When students are absent for more than five (5) classes in a quarter, they miss more than ¼ of their time in 

that class.  This represents the potential for a significant gap in their learning, and in their potential for 

success.  Each missed class means more time that the student will need in order to acquire the learning 

needed to complete the assignments.  These action steps are put in place in order to improve attendance. 
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ABSENCE POLICY 

SCHOOL 

• If a student has been marked absent at the beginning of the school day a call will go out. 

• Absence notes must be submitted to the student’s advisor on the day following the 
absence(s). 

• Any note that you wish to have accepted by the school must specifically state the exact 

cause of absence, be dated, have the date(s) the student was absent, and be signed by the 

legal guardian. 

• The administration reserves the right, for good cause, to not accept absence, tardy, and/or 

dismissal notes. 

ABSENCE DUE TO FAMILY VACATION 

• Absence from school due to a family vacation negatively affects the educational process. If it occurs, the 

student is responsible for following the school make-up work policy. 

• Make-up quizzes, tests, homework, and assignments must be completed according to the school make-

up work policy unless a teacher or administrator approves a different timeline. 

• Any test, quiz, or exam given after the first day a student returns shall be taken at the 

originally assigned time.  If a student does not fulfill all responsibilities for such an absence, 

they will not receive credit for the work missed. 

ABSENCE MAKE-UP POLICY 

The general guideline is two (2) school days to make up work for each day absent. Students should contact 

teachers directly for missed assignments and are responsible for completing make-up work, quizzes, tests, and 

assignments within the approved timeline. Teachers may adjust timelines based on the length of absence, IEP 

needs, medical circumstances, or other individualized factors. The final decision concerning when a student 

takes a quiz or test rests with the teacher or administrator. 

RELIGIOUS PRACTICES 

In accordance with the Student’s Rights Policy, students have the right to the preservation and participation 

of their unique cultural and religious beliefs. Clifford Academy does not require participation in religious 

programming. If religious, spiritual, cultural, or holiday-related activities are acknowledged or occur as part 

of the educational environment, participation will be voluntary and handled in a manner consistent with 

student/family preference, law, and program policy. 

CLASS ATTENDANCE 

Teachers must complete student attendance for each class period.  All students who are not physically 

present in class should be marked absent.  Students who arrive tardy (after attendance has been taken) 

should be changed from “absent from class” to “tardy to class”. 
DISMISSALS  

• If students are going to be out of school for the day, their parents/guardians need to call the 

Principal or Special Education Coordinator between 8:30 AM and 9:00 AM.  If parents/guardians do 

not call to inform the school of an absence, the absence is not excused.  The Principal or Special 

Education Coordinator will verify the absence. 

• All requests for school dismissals must be in writing (include a phone number to confirm dismissal) 

from the guardian and taken to the student’s advisor upon arrival in the morning. 
• All dismissals for illness will be processed through Health Services. 
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• A legal guardian phone call dismissal will be allowed in the case of an emergency and would require 

administrative approval. 

• A legal guardian who comes to the school building to dismiss a student must report to the Main 

Office. 

• A student who is dismissed and misses a previously announced test, quiz, or assignment must follow the school 

make-up work policy. 

• Students’ parents/guardians will need to cancel their transportation as a result of the absence from 
school.  In addition, their parents/guardians will need to cancel transportation if they will be driving 

them to or from school. 

END OF DAY DISMISSAL 

Students are expected to leave the building at the conclusion of the school day.  At time of dismissal 

students will retrieve their electronics back.  All students must be supervised to their transportation or 

residence. 

TRANSPORTATION 

Students are expected to be ready and waiting for their bus at home in the mornings so that they can be on 

time for school.  If they are not ready, their bus may not wait for them, and they will miss a day of school.  

If students have problems with their bus picking them up at different times, they should inform the 

Principal or Special Education Coordinator, so that the problem can be solved quickly, and they won’t miss 
any school.  Students are expected to behave appropriately on their transportation to and from school 

every day.  This means that they must follow all the rules of the driver and not disrupt the trip at any time.   

26. School Policies and Procedures 

The rules at Clifford Academy are developed to help students progress academically and to assist them in 

making good, safe choices.  Our main goal in this school is EDUCATION/LEARNING for all students.  If a 

student or parent/guardian would like to see any of Clifford Academy’s Policies and Procedures, they 
should contact the Principal or Special Education Coordinator. 

As a student at Clifford Academy, they have several responsibilities: 

1. Be respectful of others, including staff and other students.  Respect and appreciate the feelings, 

differences, ideas, beliefs, and values that every member of the school community contributes to 

the program every day. 

2. Be on time for school and classes. 

3. Be cooperative.  Work with staff and students actively and agree to reasonable requests made by 

others. 

4. Make the right choices.  Stay in class and try to avoid getting into others' business. 

5. Accept responsibility for their own choices and actions.  

All rules are subject to change based upon the needs and requirements of Clifford Academy’s school 
program. 

Where handbook language differs from the current intake packet, the intake packet controls for purposes of 

guardian consent, authorization, and intake acknowledgements, unless superseded by law, regulation, 

placement agreement, IEP Team decision, or HFLW legal/risk guidance. 

PASSING BETWEEN CLASSES 

Students should leave class in a quiet and orderly manner.  When in the corridor; running, shouting, 

loitering, disruption, or disturbances of any sort are prohibited.  

EYE-SHOT 
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Students are always required to be in sight of staff during the school day unless they have an individualized 

plan stating otherwise.  Students should never enter a classroom or any area of the school until a teacher 

or staff member is present. This will result in disciplinary action. 

Certain areas that are off-limits to students without permission from staff are: 

• Teachers’ desks  
• Staff offices 

• Cabinets and closets 

• Copy and fax machines  

• Windows  

• Any classroom that does not have an 

adult present 

• Kitchen 

• Telephones 

GAMBLING/CARD PLAYING 

Gambling in any form and/or card playing, etc. is prohibited at all times and anywhere on school grounds. 

BREAKS 

If students are unable to settle in the classroom during personal time and need space to regulate, they may 

request a break. Students may use the sensory area located in the classroom. If additional space is needed, 

students may use an alcove located outside of the classroom. 

The goal of a break is to allow a student to gather themselves before reentering the community and to 

teach them to use personal coping skills as opposed to relying on staff support.   

Unless otherwise noted in a clinical plan, breaks are five (5) minutes in length.  Students must wait in the 

classroom to be picked up by a direct care counselor before going to designated break space, which is 

normally an alcove just outside of the classroom.  Additional time will be given if staff feels the student 

needs more time to settle and/or process.  

 

Student time out of class that exceeds 15 minutes will be documented and will be made-up during earned 

activity period at the end of the school day. 

FIRE DRILLS 

Regular fire drills are scheduled for students and staff.  The school will conduct four (4) fire drills each 

school year.  Students are taught proper fire safety, proper behavior in an emergency, and location of 

regular and alternate exits.  They are also expected to take these drills very seriously because there is 

always the possibility of a fire emergency.  Silence is to be observed so that information/directions can be 

given, as needed.  No one is to remain in the building; no one is to delay in order to go to their locker, etc. 

When students hear the fire alarm, they should walk calmly and quietly out of building with their class.  

Emergency evacuation routes are posted near the door of each room in the building.  The last person to 

leave a room should shut the door.  Once outside, students should stay with their class and teachers.  They 

must wait for instructions before returning inside.   

CRISIS RESPONSE PROCEDURES 

Regular crisis response drills are scheduled for students and staff.  Students are taught the proper 

procedures and behaviors in such an emergency.  They are expected to take these drills very seriously 

because there is always the possibility of a real emergency.   

If “lockdown” is heard over the walkie or an administrator announces the lockdown in person, everyone is 
to stay where they are.  Classroom teachers are to quickly glance outside the room to direct any students 

or staff members in the hall into their room immediately, lock the door, lower or close the blinds, place 

students against the wall, so that the intruder cannot see them looking in the door, look for the “Safe 
Corner”, turn out the lights and computer monitors, and keep students quiet.  All staff members should 

locate their class list prior to turning out the lights.  This will aid in accounting for all students should an 
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evacuation be necessary.  Physical education teachers should move students into a locker room, lock all 

doors and find a safe area.  Students in the cafeteria should move to the locker rooms in the gymnasium.  If 

students and teachers are outside the school building, they should stop, drop and remain still.  They will be 

relocated depending on the situation.  If teachers and students are in the bathrooms, they should lock the 

door.  Anyone in the hallway should move to the closest classroom immediately.  Health Services 

staff/cafeteria workers/support staff should stay in the area they are in, secure the doors, and turn out the 

lights.  Students and staff in the library should remain in the library.  Teachers lock the doors, turn out the 

lights and locate a safe area.   

Stay in safe areas until directed by law enforcement officers or an administrator to move or evacuate.  

Never open doors during a lockdown, even in the event of a fire alarm.  For further directives, law 

enforcement officers and administrators will have keys to open the doors or announcements will be made 

over the walkie.  

An administrator will signal all personnel if the lockdown has been lifted.  If an evacuation occurs, all 

persons/classrooms will be directed by a law enforcement officer or administrator to a safe location.  Once 

evacuated from the building, teachers should take attendance to account for all students present in class.  

Administrators will divide and keep in communication with walkies. 

DANGEROUS ARTICLES AND CONTROLLED SUBSTANCES 

No student shall have in their possession, on school grounds or at any school-sponsored function, any 

firearm, pellet gun, explosive device, knife, or any other article deemed dangerous. 

Any student found in possession of a dangerous article, controlled substance, mind-altering substance, or 

drug paraphernalia will have it confiscated.  The dangerous article, controlled substance, or drug 

paraphernalia will be turned over to the Walpole Police Department for possible legal action. 

In accordance with M.G. L., Ch. 94c, S.32J, a conviction for selling drugs within one thousand (1000) feet of 

a school property in Massachusetts will result in a minimum mandatory two (2) year jail sentence plus a 

fine of up to ten thousand dollars ($10,000). 

TOBACCO AND NICOTINE 

In accordance with the Massachusetts State Law (Chapter 71, Section 2A), use of any tobacco products 

within the school buildings, the school facilities or on school grounds or school buses by any student is 

prohibited. The law prohibiting smoking on school grounds applies at all times.  

• Please note that the Town of Walpole has a city ordinance prohibiting minors from smoking within 

five hundred (500) feet of the perimeter of the school property. 

• Violations of the city ordinance will result in fines and court appearances. 

• All tobacco products, lighters, and matches will be confiscated and will not be returned. Repeat 

offenders will receive suspension. Possession and/or use of chewing tobacco, snuff, or any other 

tobacco product is strictly prohibited in school and on school grounds or at school-sponsored 

activities/events. 

Offenders will receive consequences in accordance with the Code of Conduct. Students who spit chewing 

tobacco are in violation of health practices and are subject to suspension.  

VAPORIZERS AND LIKE ITEMS 

Possession, or use, of any recreational tobacco or nicotine products is forbidden at all times on Clifford 

Academy’s campus, or at school-related activities held off-campus. All vaporizers or like items will be 

treated as drug paraphernalia and are therefore prohibited under this policy. 

Vaporizers that are found in the school building will be confiscated by the Clifford Academy Administration 

and destroyed. 
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Students found to be in violation of this policy, will be subject to disciplinary action under the discretion of 

the administrator, and by other school policies and procedures. 

ALCOHOL AND OTHER DRUGS 

In general, drug abuse is defined as the illegal possession, transfer, sale, or use of illicit drugs and narcotics 

on school property by students or others. For purposes of these guidelines, the word “drug” shall include 
alcohol and other controlled substances without a prescription. 

GENERAL PROCEDURES 

Whenever a staff member has reasonable grounds to believe that a student is involved in the 

possession, distribution, sale, or use of illicit drugs in school, that member shall immediately report 

the fact and circumstances to the Principal. 

SUSPECTED USE OF DRUGS IN SCHOOL 

In general, problems and suspected problems of the use of illicit drugs in school by students will be 

handled according to the policy for accidents and illness already in effect in Walpole. 

• The student will immediately be referred to the Principal and to Health Services; 

• The student may be searched in accordance with Massachusetts law; 

• After speaking with the student, evaluating the symptoms, and consulting with the Health 

Services, the parents/guardians of a minor student will be notified by the Principal and 

requested to come to school; 

• In extreme instances of physical distress, the Principal may take immediate steps to secure 

medical aid, including hospitalization; and 

• If it is determined that the student is under the influence of illicit drugs, the student shall be 

immediately suspended from school. 

28.  Health Services 

HEALTH SERVICES 

Clifford Academy encourages the best possible health outcome for each student and teaches concepts that 

help students make responsible decision regarding their own health in the future.  

Members of the Health Services office collaborate with parent/guardians, physician/ healthcare 

professionals and staff to provide services supportive of health, well-being and safety in school.  Health 

Services provides screening procedures, emergency care, protocols to prevent the spread of communicable 

disease as well medication administration and monitoring. 

MEDICATION ADMINISTRATION IN SCHOOL 

MEDICATION ADMINISTRATION 

Clifford Academy encourages medications to be given outside of school hours whenever possible. If, 

however, students need to take medication (including over-the-counter medications) during the 

school day, the following information must be on file in their school health clinic before any 

medication will be given: 

1. A signed Consent for Medication Administration form 

2. A signed Physician Medication Order form that includes: 

• medication name, dose, frequency, route and time of administration 

• specific instructions, special side effects, or possible adverse reactions 

The consent for Medication Administration form is renewed annually at the beginning of each 

school year, while the signed Physician Medication order form is valid for 1 year and is renewed 

before expiration.   

PACKAGING AND TRANSPORT 
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Medication must be in its original pharmacy or manufacturer’s container and be delivered directly 
to School Health Office parents/guardians or a responsible person chosen by parents/guardians. No 

more than a 30-day supply of the medication should be delivered. Medication may be retrieved 

from the school at any time; however, the medication will be destroyed if it is not picked up within 

one week following termination of the order or one week beyond the close of school. 

INHALERS/EPI-PENS 

If the student has severe asthma or life-threatening allergies, parents/guardian are required to 

provide inhaler/Epi-pen to be stored in the nurse’s office in the event of an emergency.  Students 

who need to carry their own inhalers or epi-pens must have written self-administration permission 

from the licensed prescriber, parents/guardians, and the final approval by the school nurse.   

SHORT-TERM PRESCRIPTION MEDICATIONS 

Particularly, with short-term medications that need to be transported back and forth between home 

and school, it is encouraged that medications be administered outside of school hours.   However, if 

necessary, to administer in school, the pharmacy label for short-term prescription medications 

(such as antibiotics) can be used temporarily in place of the prescriber’s written order. The 
parents/guardian’s consent is still needed. 
OVER-THE-COUNTER (OTC) MEDICATION 

Over-the-counter medications approved for administration by Health Services, as well as the 

protocols, are available in Clifford Academy’s health office.  The list of medications and protocols is 
as follows: 

• Acetaminophen (Tylenol) Protocol 

• Ibuprofen (Advil or Motrin) Protocol  

• Cough Suppressants /Expectorant Protocol/Cough Drops 

• Antibiotic Ointment Protocol 

• 1% Hydrocortisone Ointment Protocol 

• Calamine Lotion Protocol 

• Narcan  

• Sun Block/Bug spray (Only for those with no skin sensitivities and allergies)  

The school physician reviews and approves the OTC medication administration dose parameters 

each year.  Any other over-the-counter medications and proposed administration outside of these 

protocols, require a doctor’s order and a signed parents/guardian’s medication 

consent.  Parents/guardians may authorize OTC PRN medications through the intake 

medication/health consent and may opt out by marking “NO” or otherwise documenting that OTC 
PRN medications are not authorized unless separately ordered.   

Clifford Academy will not assume any responsibility for students not in compliance with these 

policies.  Consent forms, medication protocols, and other pertinent information are available in the 

Health Service office.  Any questions regarding medication in school should be referred directly to 

Health Services. 

ACTIVITY RESTRICTION 

Health Services should be made aware of any change in condition, any new allergies and activity restriction. 

A physician’s note is required for any activity restriction where a student will miss more than one week of 
physical education. A screening by Health Services must be conducted in order for a student to return with 

a cast, sling, ace wrap, or crutches. A physician’s note, detailing restriction, end date and/or physician 
follow-up date, is required for any prolonged activity restriction.  Physician’s notes clearing students to 
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return to “restricted activity” is required in cases of concussions, other acute conditions/injuries, continued 
medical follow-up with no activity restriction end date specified. 

RESTRICTION OF NUTS 

Clifford Academy is a peanut and tree nut free campus.  Due to the rise in peanut and nut allergies, Clifford 

Academy has decided foods containing peanuts and tree nuts will no longer be served at the school and 

residential programs.  Food known to contain peanut and tree nuts will not be purchased from vendors and 

the order guide will not include any of these items. Menus will be prepared that are peanut and tree nut 

free.  Alternative butters (e.g. sun butter made from sunflower seeds) will be used for sandwiches. 

No child with a food allergy will be singled out because of their allergy. For example, if students cannot 

bring certain food items into a classroom due to one student’s allergy, the teacher should not use the 
students’ name when outlining the classroom policy.  
Students are restricted from bringing peanut and tree nut items to campus. 

EMERGENCY HEALTH AND HOSPITALIZATION  

Clifford Academy requires a signed consent by guardian to provide the following emergency action plans, if 

a student is without an individualized specific emergency action plan. 

Emergency treatment may include hospitalization, administration of an anesthetic and/or emergency 

surgery.  I understand Clifford Academy will attempt to contact the parents/guardians before making any 

medical decisions, but if emergency circumstances warrant making immediate medical interventions, and 

the guardian cannot be reached, Clifford Academy is hereby authorized to consent to emergency care with 

a signed consent. This consent may be revoked at any time, except to the extent that emergency care has 

already been provided. 

EMERGENCY ACTION PLANS: 

Allergic Reaction: Symptoms include but not limited to difficulty breathing, shortness of breath, 

wheezing, difficulty swallowing, hives, itching, swelling of any body part. 

ACTION PLAN: Call 911 and assist student in using Epi-Pen if prescribed and available. 

Asthma: Symptoms include difficulty breathing, wheezing, shortness of breath. 

ACTION PLAN: If the student has an inhaler, allow them to use it. If no relief of symptoms in 

five minutes, call 911. If no inhaler available, call 911 immediately. 

Diabetes: Symptoms of low blood sugar reaction include hunger, sweaty, pallor, feels shaky, 

headache. 

ACTION PLAN: Allow student to drink a juice box or regular soda or eat glucose tablets or a 

snack from their emergency pack. Have student test their blood glucose level and record 

number. If no change in symptoms in five minutes, call 911 and have the student repeat all 

the above. 

Seizure: Symptoms include altered consciousness, involuntary muscle stiffness or jerking 

movements, drooling/foaming at the mouth, temporary halt in breathing, loss of bladder control. 

ACTION PLAN: Guide student to floor to protect from falling, call 911. Never put anything 

into student’s mouth. 
ILLNESS GUIDELINES FOR SCHOOL ATTENDENCE 

In the interest of promoting the health and well-being of all children, there may be some cases when a 

student’s illness or symptoms prevent them from attending school or work.  

Student may not attend school and after-school programs during the communicable stage of the illness. 
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Following a diagnosis of strep throat, conjunctivitis, or other contagious illness requiring antibiotic 

treatment, the Student must be on the antibiotic for a minimum of 24 hours before returning to school, 

after-school programs, and close interaction with others. 

Vomiting, fever, diarrhea: May return to school when diarrhea and fever are absent for at least 24 hours, 

and the Student is able to tolerate eating and drinking. 

A temperature of 100.4°F (38°C) or higher. Measure temperature when no fever suppressing medications 

have been given. May return when afebrile (fever free) for 24 hours, without medication. 

A Comprehensive Health Service manual is available for reference in the administrative and Health Service 

offices.  

DISMISSAL FROM SCHOOL PROTOCOL POLICY 

The Health Service staff may exclude a student from school for health reasons if the student: 

• Has a temperature of 100.5 degrees or greater. Temperature must be 98.6 for a full 24 hours prior 

to returning to school.  

• Has an infectious disease (Strep Throat/Pneumonia, etc.) and has not been on antibiotic therapy for 

24 hours or as designated by MD. 

• Eye drainage yellow/green in color with pink or red eyes, eyelids, etc. 

• Any undiagnosed rash.  

• Has a culture(s) pending (exceptions can be made at the discretion of the nurse).  

• Has Chicken Pox/Shingles, with active, draining rash (rash must be dry, non-weeping, and shingles 

must be covered). Students may attend school with poison ivy as it is not contagious. It should be 

washed thoroughly and covered. 

• Has had persistent vomiting and diarrhea; must be symptom free for 24 hours before returning to 

school. 

• Has a condition requiring immediate medical intervention, i.e., emergency dental care, sutures, 

bone setting, or pending a medical diagnosis for any condition. 

• Has a condition that requires on-going supervision, which cannot be supervised in the school 

setting. 

• Is very sleepy or is experiencing excessive bleeding after a dental visit. 

• Has untreated Pediculosis, Scabies or body lice. 

• Poses a significant health risk to others in the normal course of school activities. 

• Significant health risk is defined by:  

o Any student who is in the infectious stage of a serious airborne transmitted disease (T.B., 

Viral Pneumonia, Influenza, etc.).  

o Students who are unable to hygienically manage their bowel and bladder functions and/or 

are in the infectious stage of an oral/fecal transmitted disease. Such diseases are, but are 

not limited to, Hepatitis A, Clostridium Difficile (c-diff), gastro-intestinal viruses (Salmonella, 

Shigella, Rotovirus) and parasites (Pinworms, Girdiasis.) and has not completed treatment. 

o Students who have a disease which may be transmitted by body fluids and have open lesions 

and whose developmental level makes it difficult for them to refrain from touching lesions 

and others, therefore, spreading the underlying infection to others. Such diseases are, but 

not limited to, Herpes, Impetigo, Hepatitis B virus, Staph Aureus, Beta Hemolytic Strep, and 

Conjunctivitis. 

 

29. Clinical Approach 
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Clifford Academy’s clinical department works in collaboration with the school to assist every student’s 
emotional well-being, so they can focus on learning.  As most of Clifford Academy’s students have a history 
of trauma, the clinical approach is one that recognizes that learning is difficult when students are not doing 

well emotionally.  Clinicians will use different strategies for addressing some of the difficulties included but 

are not limited to: Individual Therapy, Family Therapy, Group Therapy, Psychoeducation, Behavioral Plans, 

and a relational approach that focuses on making Clifford Academy a place for trauma recovery.  
 

Every student is assigned a clinician at Clifford Academy at the time of admission.  Clifford Academy has on-

site licensed and master’s level mental health clinicians and social workers, all trained in a variety of ways 

to assist every student in their emotional well-being.  Clinicians meet with students once a week (or more) 

depending on the individualized treatment plan established at the time of admission and every three 

months thereafter.  
 

Clinicians work very closely with the Team and while sessions are confidential, there is a limit to the 

confidentiality.  The Team of people working with a student on a day-to-day basis meet routinely to discuss 

how to assist each student meet and exceed their potential.  For more information on the limits of 

confidentiality, please see the privacy practices and limitations in this handbook. 

 

EQUITABLE ACCESS TO SUPPORT SERVICES 

 

All students at Clifford are progressing through challenges that require supports outside of the classroom in 

the form of clinicians, behavioral specialists, community support staff, and other service providers. Service 

provision is delineated in student IEPs. For example, a student may receive 30 minutes of clinical services 

per week. On any given day or week, a student may be experiencing high distress and require support 

beyond what is allocated in their IEP. Clifford can extend to support heightened needs over short-term 

periods of time. If, however, the support required to return a student to a safe and stable presentation for 

classroom learning trends toward significantly exceeding IEP requirements and/or are needed on a 

consistent or long-term basis, Clifford will call for a team meeting to evaluate the program’s ability to meet 

the student’s needs. At this meeting, Clifford will provide data of the clinical and behavioral support time 

dedicated to the student. The data will inform whether Clifford’s program is suitable for the student to 

make measurable progress towards their IEP goals. Also, the data will evidence whether support provided 

to the student creates an inequitable service provision dynamic for Clifford’s student population. One 

possible outcome of the meeting is the determination that the student requires levels of support beyond 

Clifford’s program. In this instance, Clifford expects that the LEA and guardian team(s) will collaborate with 

Clifford in identifying a program more suited to the needs of the student. A second possible outcome is the 

determination that the heightened support needed was temporary and the student can make progress at 

Clifford without this level of support going forward.  
 

30.  English Learner (EL) 
 

Within the Individualized Education Program under the section of student information, the student’s 
primary language and language of instruction must be specified.  For students identified in their IEP as an 

English Learners (EL), Clifford Academy will collaborate with the referring school district on the design of 
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program and service modifications that address the unique learning challenges.  The program and service 

modifications include: 
 

SHELTER ENGLISH IMMERSION 

The student will be educated within a Sheltered English Immersion Program.  This program will include 

both sheltered subject matter instruction in English as well as English Language Instruction.  

Communication with previous placement will be essential to help determine the student’s current level of 
proficiency as well as successful techniques.  The teachers will integrate English into subject-matter 

instruction.  Teachers will utilize cooperative learning activities and peer partnerships.  Content of classes 

will focus on acquired language skills and cultural knowledge of the EL student.  Some instructional 

materials will offer both the primary language as well as English.  Bilingual dictionaries will be made 

available as well as books on tape.  Ongoing assessment, both formal and informal will be essential to 

ensure success. 
 

ADDITIONAL INSTRUCTION IN ENGLISH AS A SECOND LANGUAGE 

Clifford Academy will, in consultation with the referring public school, arrange for additional English 

instruction in an environment qualified to address the issues inherent in the learning of English as a second 

language. 
 

OPPORTUNITY 

All EL students will be afforded the same opportunity as other Clifford Academy students to access and 

participate in all of Clifford Academy’s services, activities and to receive all other benefits. 

 

31. ANTI-HAZING POLICY 
 

COMMONWEALTH OF MASSACHUSETTS: ANTI-HAZING LAW 

CHAPTER 269: Section 17.  

Hazing; Organizing or Participating; Hazing Defined: 

 

Whoever is a Principal organizer or participant in the crime of hazing, as defined  

herein, shall be punished by a fine of not more than three thousand dollars ($3,000) or  

by imprisonment in a house of correction for not more than one (1) year, or both such 

fine and imprisonment. The term “hazing” as used in this section and in sections eighteen and nineteen, 
shall mean any conduct or method of initiation into any student organization, whether on public or private 

property, which willfully or recklessly endangers the physical or  

mental health of any student or other person. Such conduct shall include whipping,  

beating, branding, forced calisthenics, exposure to the weather, forced consumption of  

any food, liquor, beverage, drug or other substance, or any other brutal treatment or  

forced physical activity which is likely to adversely affect the physical health or safety  

of any such student or other person, or which subjects such student or other person to  

extreme mental stress, including extended deprivation of sleep or rest or extended  

isolation. 

 

Notwithstanding any other provisions of this section to the contrary, consent shall not  

be available as a defense to any prosecution under this action.  



 

44 

 

 

CHAPTER 269: Section 18.  

Failure to Report Hazing  

 

Whoever knows that another person is the victim of hazing as defined in section  

seventeen and is at the scene of such crime shall, to the extent that such person can do  

so without danger or peril to themselves or others, report such crime to an appropriate  

law enforcement official as soon as reasonably practicable. Whoever fails to report  

such crime shall be punished by a fine of not more than one thousand dollars ($1,000).  

 

CHAPTER 269: Section 19. Copy of Sections 17 to 19;  

Issuance to Students and Student Groups, Teams and Organizations 

 

Each institution of secondary education and each public and private institution of postsecondary education 

shall issue to every student group, student team or student  

organization which is part of such institution or is recognized by the institution or  

permitted by the institution to use its name or facilities or is known by the institution  

to exist as an unaffiliated student group, student team or student organization, a copy  

of this section and sections seventeen and eighteen; provided, however, that an  

institution’s compliance with this section’s requirements that an institution issue  
copies of this section and sections seventeen and eighteen to unaffiliated student  

groups, teams or organizations shall not constitute evidence of the institution’s  
recognition or endorsement of said unaffiliated student groups, teams or organizations.  

Each such group, team or organization shall distribute a copy of this section and  

sections seventeen and eighteen to each of its members, plebes, pledges or applicants  

for membership. It shall be the duty of each such group, team or organization, acting  

through its designated officer, to deliver annually, to the institution an attested  

acknowledgement stating that such group, team or organization has received a copy of  

this section and said sections seventeen and eighteen, that each of its members, plebes,  

pledges, or applicants has received a copy of sections seventeen and eighteen, and that  

such group, team or organization understands and agrees to comply with the  

provisions of this section and sections seventeen and eighteen. Each institution of secondary education and 

each public or private institution of postsecondary education shall, at least annually, before or at the start 

of enrollment,  

deliver to each person who enrolls as a full-time student in such institution a copy of  

this section and sections seventeen and eighteen. Each institution of secondary education and each public 

or private institution of postsecondary education shall file, at least annually, a report with the board of 

higher education and in the case of secondary institutions, the board of education, certifying that such 

institution has complied with its responsibility to inform student groups, teams or organizations and to 

notify each full-time student enrolled by it of the provisions of this section and sections seventeen and 

eighteen and also certifying that said institution has adopted a disciplinary policy with regard to the 

organizers and  

participants of hazing, and that such policy has been set forth with appropriate  

emphasis in the student handbook or similar means of communicating the institution’s  
policies to its students. The board of higher education and, in the case of secondary  
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institutions, the board of education shall promulgate regulations governing the content  

and frequency of such reports and shall forthwith report to the Attorney General any  

such institution which fails to make such report. 

 

CLIFFORD'S DISCIPLINARY PROCEDURE FOR HAZING 

 

CLIFFORD'S DISCIPLINARY PROCEDURE FOR HAZING 

Should an instance of hazing arise within Clifford, the Principal will meet with 

the student(s) involved to determine the specific information regarding the incident. 

• Any student who has been found to have practiced hazing will receive a minimum of  1-day out -of- 

school suspension for the act. The maximum will vary by severity of the 

incident and is up to the principal 's discretion.  

• A student who has been suspended for hazing will need to participate in a re- entry  

meeting the morning the student returns from suspension. This meeting should include the 

student’s parents/guardians if the student is below the age of 18.  
• A student must be able to verbally process their misconduct with administrators and  

sign a safety contract in order to return to the classroom. 

• In all instances where the victim of the hazing feels ready to process with the student  

who committed an act of hazing towards him or her, the verbal processing will take  

place with the facilitation of a school clinician and/or administrator. 

• Further acts of hazing on any student’s part may result in a longer period of  
suspension and additional processing, both verbally and in writing.  

 

The principal will promptly notify the guardians of each student affected by instances of  

hazing, as well as the LEA(s) of each student, both victim(s) and perpetrator(s) and all  

relevant state agencies involved with the affected students. The principal will notify local police in instances 

where they deem local law enforcement is required. The principal will promptly notify local police if they 

believe the perpetrator’s conduct may be criminal. 
Upon intake and at the beginning of each school year, this policy is reviewed with all  

students. Acknowledgement of their receipt of this policy is documented by the principal. 

 

32. Bullying Prevention and Intervention Policy  
 

Clifford Academy is committed to providing all students with a safe learning environment that is free from 

bullying and cyberbullying. This commitment is an integral part of our comprehensive efforts to promote 

learning, and to prevent and eliminate all forms of bullying and other harmful and disruptive behavior that 

can impede the learning process. We understand that members of certain student groups, such as students 

with disabilities, students in the LGBTQIA+ community, and student of racial/ethnic subgroups have 

historically been victims of bullying at disproportional rates. Clifford Academy will take specific steps to 

create a safe, supportive environment for vulnerable populations in the school community, and provide all 

students with the skills, knowledge, and strategies to prevent or respond to bullying, harassment, or 

teasing. We will not tolerate any unlawful or disruptive behavior, including any form of bullying, 

cyberbullying, or retaliation, in our school buildings, on school grounds, or in school-related activities. We 

will investigate promptly all reports and complaints of bullying, cyberbullying, and retaliation, and take 
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prompt action to end that behavior and restore the target’s sense of safety. We will support this 
commitment in all aspects of our school community, including curricula, instructional programs, staff 

development, extracurricular activities, and parents/guardians’ involvement. 
The Clifford Academy Bullying Prevention and Intervention Plan is a comprehensive 

approach to addressing bullying and cyberbullying, and the agency is committed to working 

with students, staff, families, caregivers, guardians, law enforcement agencies, community 

resources, and the greater community to prevent issues of violence. In consultation with these 

constituencies, we have established this Plan for preventing, intervening, and responding to incidents of 

bullying, cyberbullying, and retaliation. The Principal is responsible for the implementation and oversight of 

the Plan within our school. 

The approved Massachusetts Department of Elementary and Secondary Education Bullying  

Prevention and Intervention Plan is available on-site at Clifford Academy . Copies of the plan  

and reporting options are located in the Main Office, Principal Office, and Program Director’s  
Office. Reporting forms are available in all classrooms and Clinical offices. Anyone can fill out a report. 

Additionally, the administration of the school, teachers, and clinical staff go over the Bullying Prevention 

and Intervention Plan with all students during “Bullying Awareness Day” at Clifford. Students are asked to 

sign an acknowledgement receipt stating that Clifford Academy staff members have explained the 

legislation and Clifford Academy's approved plan with them.  

 

Clifford Academy refers to and adheres to the “Model Bullying Prevention and Intervention Plan” made 
available by the Massachusetts Department of Elementary and Secondary Education at 

https://www.doe.mass.edu/sfs/bullying/. 

 

LAWS 

 

The following statement is incorporated directly from M.G.L.c.71, § 370(b), and describes the law’s 
requirements for the prohibition of bullying. Acts of bullying, which include  

cyberbullying, are prohibited:  

I. On school/program grounds and property immediately adjacent to school/program  

grounds, at a school/program-sponsored or school/program-related activity, function, or program 

whether on or off school/program grounds, at a school bus stop, on a school bus or other vehicle 

owned, leased, or used by a school district or school; or through the use of technology or an 

electronic device owned, leased, or used by a school district or school, and  

 

Retaliation against a person who reports bullying, provides information during an  

investigation of bullying, or witnesses or has reliable information about bullying is also  

prohibited. 

 

As stated in M.G.L. c. 71, § 37O, nothing in this Plan requires the district or school to staff  

any non-school related activities, functions, or programs. 

 

DEFINTIONS  

AGGRESSOR  

A student who engages in bullying, cyberbullying, or retaliation. 

BULLYING  
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As defined in M.G.L. c. 71, § 37O, is the repeated use by one or more students of a  

written, verbal, or electronic expression or a physical act or gesture or any  

combination thereof, directed at a target that: 

I. Causes physical or emotional harm to the target or damage to the target’s property; 
II. Places the target in reasonable fear of harm to themselves or of damage to their property; 

III. Creates a hostile environment at school for the target; 

IV. Infringes on the rights of the target at school; or 

V. Materially and substantially disrupts the education process or the orderly operation of the 

school. 

 

CYBERBULLYING 

Bullying through the use of technology or electronic devices such as telephones, cell  

phones, computers, and the Internet. It includes, but is not limited to, any transfer of  

signs, signals, writing, images, sounds, data or intelligence of any nature transmitted in whole or in 

part by: wire, radio, electromagnetic, photo-electronic or photo-optical  

system, including but not limited to email, instant messages, text messages, Internet  

postings, and facsimile communications. See M.G.L. c. 71, § 37O for the legal  

definition of cyberbullying. 

 

HOSTILE ENVIRONMENT 

As defined in M.G.L. c. 71, § 37O, is a situation in which bullying causes the school  

environment to be permeated with intimidation, ridicule, or insult that is sufficiently  

severe or pervasive to alter the conditions of a student’s education. 
RETALIATION 

Any form of intimidation, reprisal, or harassment directed against a student who  

reports bullying, provides information during an investigation of bullying, or  

witnesses or has reliable information about bullying.  

STAFF 

Includes, but is not limited to, educators, administrators, clinicians, counselors, Health Service staff, 

cafeteria workers, custodians, bus drivers, athletic coaches, advisors to extracurricular activities, 

support staff, or paraprofessionals. 

TARGET 

A student against whom bullying, cyberbullying, or retaliation has been perpetrated. 

Upon intake and at the beginning of each school year, this policy is reviewed with all  

students. Acknowledgement of their receipt of this policy is documented by the Principal. 

 

CLIFFORD'S DISCIPLINARY PROCEDURE FOR BULLYING  

Clifford's disciplinary procedure for bullying matches the procedure for Hazing in Section 31 above. 

 

33.  Discrimination Protocol 
 

The families, students and staff of Clifford Academy represent the diversity of our community.  Clifford 

Academy respects the unique differences we all encompass and we, along with The Home for Little 

Wanderers, are committed to ensuring that all individuals associated with our program are valued, 

respected, empowered and encouraged to reach their full potential.   
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Staff’s role is to model respectable behavior for the students. Therefore, it is important Clifford Academy 

staff members to not only model effective diversity practices, but to also teach our students what 

discrimination is and why it is wrong.   
 

All students who make discriminatory remarks will have an automatic time-out.  The scope of 

discrimination includes, but is not necessarily limited to: race, ethnicity, gender, sexual orientation, age, 

religion, size, physical appearance and/or disability.  Students who receive a time-out for discriminating 

against another person will need to process the incident with staff, complete a “Discrimination Process 

Sheet” and write a letter of apology to the person towards whom the inappropriate comment was 
targeted.   
 

The goal of this type of processing is intended to be used as an opportunity to really teach the students of 

Clifford Academy about the seriousness of such comments, gestures and/or acts. 
 

DISCRIMINATORY ACTIONS 

It is the policy of Clifford Academy to maintain a work and education environment that is free of sexual 

harassment and of discriminatory actions based on the race, color, sex, gender identity, religion, national 

origin, sexual orientation, disability or homelessness. or any other status protected by law.  Unlawful 

employment discrimination and sexual harassment by employees or students will not be tolerated. Any 

concern related to the implementation of this policy (or a request for a copy of the full policy) may be 

addressed directly to the Principal.  The Boston Office of the Massachusetts Commission against 

Discrimination is located at One Ashburton Place, Sixth Floor Room 601, Boston, MA 02108. 
 

DEFINITIONS 

TITLE VI OF THE CIVIL RIGHTS ACT OF 1964.  

Title VI prohibits discrimination based on race, color, and national origin. 
 

TITLE VII OF THE CIVIL RIGHTS ACT OF 1964.  

Title VII prohibits employment discrimination based on race, color, religion, sex, and national origin. 
 

 

TITLE IX.  

No person in the United States shall, on the basis of sex, be excluded from participation in, be 

denied the benefits of, or be subjected to discrimination under an education program or activity 

receiving federal assistance. 
 

CHAPTER 622.  

No person shall be excluded from or discriminated against in admission to a public school of any 

town, or in obtaining the advantages, privileges, and courses of study in such public school on 

account of race, color, sex, religion, national origin, or sexual orientation. 
 

THE AMERICAN WITH DISABILITIES ACT OF 1990.  

The ADA prohibits discrimination by any public entity against persons with disabilities. 

http://www.doe.mass.edu/acls  
 

SECTION 504 OF THE REHABILITATION ACT OF 1973.  

Section 504 prohibits discrimination on the basis of disability. 

http://www.doe.mass.edu/sped/links/sec504.html 
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THE AGE DISCRIMINATION ACT OF 1975. 

The Age Act prohibits discrimination on the basis of age.  
 

MCKINNEY-VENTO HOMELESS EDUCATION ASSISTANCE ACT.  

McKinney-Vento ensures that each homeless child or Student has equal access to the same free, 

appropriate public education, including a public preschool education as provided to other children 

and Students. http://www.doe.mass.edu/sped/links/sec504.html  

 
 

CONFIDENTIALITY OF STUDENT RECORDS 

It is the responsibility of all members of Clifford Academy to ensure the confidentiality of student records 

and information. Employees are reminded that all conversations regarding students shall not violate the 

student’s privacy or confidentiality of student information. 
 

The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a Federal law 

that protects the privacy of student education records. The law applies to all schools that receive funds 

under an applicable program of the U.S. Department of Education. 
 

FERPA gives parents/guardians certain rights with respect to their children's education records. These rights 

transfer to the student when they reach the age of eighteen (18) or attends a school beyond the high 

school level. Students to whom the rights have transferred are "eligible students." 

• Parents/Guardians or eligible students have the right to inspect and review the student's education 

records maintained by the school. Schools are not required to provide copies of records unless, for 

reasons such as great distance, it is impossible for parents/guardians or eligible students to review 

the records. Schools may charge a fee for copies. 

• Parents/Guardians or eligible students have the right to request that the school correct records, 

which they believe to be inaccurate or misleading. If the school decides not to amend the record, 

the guardian or eligible student then has the right to a formal hearing. After the hearing, if the 

school still decides not to amend the record, the parent/guardian or eligible student has the right to 

place a statement with the record setting forth their view about the contested information. 

• Generally, schools must have written permission from the parents/guardians or eligible student in 

order to release any information from a student's education record. However, FERPA allows schools 

to disclose those records, without consent, to the following parties or under the following 

conditions (34 CFR § 99.31): 

• School officials with legitimate educational interest. 

• Other schools to which a student is transferring. 

• Specified officials for audit or evaluation purposes. 

• Appropriate parties in connection with financial aid to a student. 

• Organizations conducting certain studies for or on behalf of the school. 

• Accrediting organizations. 

• To comply with a judicial order or lawfully issued subpoena. 

• Appropriate officials in cases of health and safety emergencies. 

• State and local authorities, within a juvenile justice system, pursuant to specific State law. 
 

http://www.doe.mass.edu/sped/links/sec504.html


 

50 

 

Schools may disclose, without consent, "directory" information such as a student's name, address, 

telephone number, date and place of birth, honors and awards, and dates of attendance. However, schools 

must tell parents/guardians and eligible students about directory information and allow parents/guardians 

and eligible students a reasonable amount of time to request that the school not disclose directory 

information about them.  
 

RESPONSIBILITIES UNDER LAW 

1. The Principal shall be responsible for the privacy and security of all student records maintained in 

the school. 

2. The designee shall be responsible for the privacy and security of all student records that are not 

under the supervision of a school, for example, former students' transcripts stored in the school 

department's central administrative offices or student records of school-age children with special 

needs who have not been enrolled in a public school. 

3. The Principal shall insure that student records under their supervision are kept physically secure, 

that authorized school personnel are informed of the provisions of 603 CMR 23.00 and M.G.L. c. 71, 

§ 34H and are educated as to the importance of information privacy and confidentiality; and that 

any computerized systems employed are electronically secure. 
 

Regulatory Authority: 603 CMR 23.00: M.G.L. c. 71, 34D, 34E. 

For additional information, you may contact: 
 

Family Policy Compliance Office 

U.S. Department of Education 

400 Maryland Avenue, SW 

Washington, D.C. 20202-8520 
 

Or you may call 1-800-USA-LEARN (1-800-872-5327) (voice).  Individuals who use TDD may call 1-800-437-

0833. 

 

34.  Privacy Rule 
 

The Federal Health Insurance Portability and Accountability Act (HIPAA), requires covered entities to make 

reasonable efforts to limit the use or disclosure of, and requests for, protected health information to the 

minimum necessary to accomplish the intended purpose. Protected health information includes 

individually identifiable health information in any form, including information transmitted orally, or in 

written or electronic form. The minimum necessary standard is intended to limit unnecessary or 

inappropriate access to, and disclosures of, protected health information. 
 

The Privacy Rule contains some exceptions to the minimum necessary standard. The minimum necessary 

requirements do not apply to uses or disclosures that are required by law, disclosures made to the 

individual or pursuant to an authorized incident by the individual, disclosures to or requests by a healthcare 

provider for treatment purposes, uses or disclosures that are required for compliance with the regulations 

implementing the other administrative simplification provisions of HIPAA. 
 

With regard to disclosures, the Privacy Rule permits a covered entity to rely on the judgment of certain 

parties requesting the disclosure and to the minimum amount of information that is needed. For example, 

a covered entity is permitted reasonably to rely on representations from a public official that the 
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information requested is the minimum necessary for the intended purpose. Similarly, a covered entity is 

permitted reasonably to rely on the judgment of another covered entity that the information requested is 

the minimum amount of information reasonably necessary to fulfill the purpose for which the request has 

been made. 

 

35.  Equal Opportunity Regulations 
 

MASSACHUSETTS’S LAW 

No person shall be excluded from or discriminated against in admission to a public school of any town, or in 

obtaining the advantages, privileges and courses of study of such public school on account of race, color, 

sex, gender identity, religion, national origin, sexual orientation, disability or homelessness. If you have any 

questions or concerns regarding this law and how it affects your children, please contact the Principal or 

the Department of Education. Copies of the law and the regulations can be obtained from the 

Massachusetts Department of Education, 75 Pleasant Street, Malden MA 02148-4906, 781-338-3000 and 

are also available on the Internet at www.doe.mass.edu. 

 

 

 

36.  Americans with Disabilities Act 
 

Program applicants, participants, members of the general public, employees, job applicants and others are 

entitled to participate in and benefit from all Clifford Academy’s programs, activities, and services without 
regard to disability. 
 

Copies of this notice are available, upon request, in large print formats (large print, audio tape, Braille, 

computer disk, etc.). 

 

 

37.  Section 504 
 

THE REHABILITATION ACT OF 1973 

Clifford Academy complies with Section 504 of the Rehabilitation Act of 1973, which protects the rights of 

individuals with disabilities in programs and activities that receive federal funding. Section 504 regulations 

require the provision of free and appropriate public education to eligible students, reasonable 

accommodations, and procedural safeguards. Grievance procedures are available upon request.  
 

STATE AND FEDERAL STATUTES AND SCHOOL COMMITTEE POLICY 

• Chapter 622 of Massachusetts General Laws and Title IX of the Federal Education 

Amendments of 1972. 

• Regulations governing the application of Chapter 622 of the Massachusetts General Laws, 

Acts of 1971, were issued in June 1975. Chapter 622 specifies that “No person shall be 
excluded from or discriminated against in admission to a public school of any town, or in 

obtaining the advantages, privileges, and courses of study in such public school on account 

of race, color, sex, religion, national origin, or sexual orientation.” These regulations focus on 
services, programs, and opportunities offered to students. 

http://www.doe.mass.edu/
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• The Chapter 622 Regulations address five areas of school policy: school admissions, 

admission to courses of study, guidance, course content, and extracurricular and athletic 

activities. 

• Title IX of the Educational Amendments of 1972 became effective in July of 1975 and is 

concerned with discrimination on account of sex, while extending protection against sex 

discrimination to the employment practices of a school or school district. Title IX states that, 

“No person in the United States shall, on the basis of sex, be excluded from participation in, 
be denied the benefits of, or be subjected to discrimination under an education program or 

activity receiving federal assistance.” Title IX rules and regulations require educational 

institutions receiving federal assistance to adopt a notification policy concerning Title IX. 

 

 

39.  Anti-Hazing Disciplinary Policy Receipt 
 

Name of School: Clifford Academy 

School District (if applicable):  Walpole-Out-District 
 

I, _____________________, have received a copy of Clifford Academy’s Anti-Hazing Disciplinary Policy (in 

handbook).  I have read and understand the attached Commonwealth of Massachusetts Anti-Hazing Law, 

M.G.L. c. 269, §§ 17 through 19.  
 

                                                                  

(To be filled out during intake meeting) 

 

40.  Bullying Policy  
 

Name of School: Clifford Academy 

School District (if applicable):  Walpole-Out-District 
 

I, _____________________, have received a copy of Clifford Academy’s Bullying Prevention and 
Intervention Policy and Bullying Disciplinary Policy (in handbook). I have read and understand the 

Massachusetts bullying prevention law, M.G.L. c. 71, § 37O, and Clifford Academy’s bullying prevention and 
intervention procedures. 
 

                                                                  

(To be filled out during intake meeting) 

 

41.  Marijuana, Alcohol and Tobacco Use 
 

Name of School: Clifford Academy 

School District (if applicable):  Walpole-Out-District 
 

In accordance with state and federal laws, use of any tobacco, marijuana, alcohol or imitation substance is 

prohibited at Clifford Academy, both in building and on campus grounds.  This includes smoking, smokeless 

products, electronic “vape” devices, chewing/edible products, topical patches, and any other products that 

contains prohibited substances. 
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Residents and day students at Clifford Academy are prohibited from having any alcohol, tobacco, or 

marijuana products or substances on their person at any time, regardless of a student’s age.  If students 
bring these substances to school, they will be expected to turn it over to staff at the beginning of the day.  

Failure to do so can result in school suspension and possible legal action.  Surrendered or confiscated 

contraband may be destroyed if permitted by policy, transferred to law enforcement when required or 

appropriate, or returned only to an appropriate adult as determined by administration after consultation 

with the student’s parents/guardians when appropriate. 
 

Any student who brings tobacco, alcohol, marijuana, or other prohibited substances to Clifford Academy 

and shares these products with other students will be subject to suspension and possible legal action.  

Clifford Academy takes the privacy and safety of its students very seriously and will contact the appropriate 

authorities if one student’s behaviors infringe on the privacy or safety of another’s.  Regardless of whether 
a student has a prohibited substance on their person, if a student smells strongly of a prohibited substance 

they may be asked to change clothes and will be seen by Health Services for medical clearance.  They may 

be sent home by the school, and/or may be subject to school suspension. 
 

Behaviors considered a breach of this policy could result in criminal actions pursued by other families or 

school districts.  All parents/guardians of children involved in a breach of the tobacco, alcohol, and 

marijuana policy will be notified by the school if such an incident occurs.  The school is not responsible if 

civil or legal actions follow. 

 

REGULATORY ALIGNMENT AND CONTROLLING DOCUMENTS 

Clifford Academy operates as an approved special education school program and intends for this handbook to 

be read in a manner consistent with applicable federal and Massachusetts special education, student records, 

civil rights, student safety, health, and program-approval requirements, including but not limited to M.G.L. c. 

71B; M.G.L. c. 71; 603 CMR 18.00; 603 CMR 23.00; 603 CMR 28.00; 603 CMR 46.00; the Individuals with 

Disabilities Education Act; FERPA; Section 504 of the Rehabilitation Act; the Americans with Disabilities Act; 

Title VI; Title IX; Chapter 622; McKinney-Vento; and other applicable laws and regulations. 

This handbook is intended to provide students, parents/guardians, educational surrogate parents, referring 

school districts, placing or funding agencies, and staff with a clear summary of Clifford Academy expectations, 

procedures, rights, responsibilities, and available supports. It does not replace or limit a student’s 
Individualized Education Program, placement agreement, signed intake consents and authorizations, 

applicable court orders, state agency requirements, HFLW policies, or any rights and responsibilities 

established by law. 

If language in this handbook appears to conflict with a current signed intake form, consent, authorization, 

student IEP, placement contract, court order, applicable law or regulation, DESE requirement, responsible 

school district obligation, or HFLW legal/risk guidance, the legally controlling document or requirement will 

govern. In matters involving guardian consent, authorizations, and intake acknowledgements, the current 

signed intake packet controls unless superseded by law, regulation, the student’s IEP, a placement agreement, 

a court order, or HFLW legal/risk guidance. 

Clifford Academy works collaboratively with the responsible public school district and other placing or funding 

agencies. The responsible public school district remains responsible for convening the IEP Team and ensuring 

that the student receives a free appropriate public education consistent with the student’s IEP and applicable 
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law. Clifford Academy will implement the services, supports, policies, and procedures applicable to its 

approved program and will communicate with the responsible district, parents/guardians, and agencies as 

required or appropriate. 

Questions about this handbook, student records, grievance procedures, special education services, safety 

procedures, health services, or other program policies may be directed to Clifford Academy administration. 

Additional internal and external complaint and dispute-resolution options are described in the Rights and 

Responsibilities and Grievance sections of this handbook. 

 

 

 

 

                                                             

42.  Handbook Acknowledgement Policy Receipt 

 
 

Name of School: Clifford Academy 

School District (if applicable):  Walpole-Out-District 

 

I, _____________________, acknowledge that I have received and understand Clifford 

Academy’s policies and procedures as described in the Student Handbook for the 2026-

2027 academic year.   

 

 


