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INTRODUCTION 

Conard High School is a community that appreciates and respects the uniqueness of individuals, knows 
the importance of cooperation and teamwork, and understands the necessity to have a safe and orderly 
climate for all who learn and work here. The purpose of the Student Handbook is to provide students, 
parents, and faculty with information regarding school requirements, services, and most important, aca-
demic and behavioral expectations. Every school has rules and regulations to ensure a safe and orderly 
environment.  Education is a comprehensive process that takes place both inside and outside the class-
room.  It includes the mastery of academics, the development of character, and the acquisition of habits, 
which lead to responsible behavior. Please remember that the school’s authority extends to areas 
near the school, other schools, school bus stops and school buses, school-sponsored events and 
activities, and travel to and from school for school activities. High standards of behavior are ex-
pected in and out of school. 

PART I:  
COMMON CONCERNS 

WHERE TO GO FOR HELP 
Academic Difficulties 

Teacher, Counselor, Assistant Principal 
Clubs and Activities 

Student Activities Office 
Concerns About a Friend 

Counselor, Psychologist, Assistant Principal, Student Success Team, Social Worker 
Early Dismissals 

Attendance 
Illness 

Nurse’s Office 
Job Opportunities  

Career Center, Business Department 
Locker Problems 

Main Office 
Lost Student ID Card 

Main Office 
Lost Schedule 

Guidance Department 
Lost/Found 

Main Office 
Lost/Found Books 

Media Center 
Personal Concerns  

Counselor, Nurse, Social Worker, Psychologist, Assistant Principal 
Schedule Problems 

School/Guidance Counselor 
 
Scholarship Information 



Career Center 
School Records 

Registrar Office 
School Records-Seniors 

School Counseling/Guidance Office 
School Debt (lost books or equipment) 

Main Office 
School Policies 

Assistant Principal, Principal 
Tutoring 

Counselor, National Honor Society 
Working Papers 

Main Office 

STUDENT HANDBOOK USAGE 

The student handbook is provided and reviewed with each student at the beginning of the school year.  
This book contains valuable information about Conard High School regarding school rules, student expec-
tations and WHPS policies. Students are to carry it with them each day to use for reference, recording 
class assignments and documenting hall passes. The cost to replace a lost handbook is $5.00.  They are 
available from Mrs. Hickey in the main office. 

SCHOOL DAY 

The school day begins promptly at 7:30 a.m. with first period class.  All students are assigned to seven 
class periods and one period for lunch. The last class ends at 2:15 p.m. or at 12:48 on early Wednesdays.  
Before and after-school responsibilities may extend the school day for students. District and school rules 
are in effect during these times and other times when students are at school, on the way to or from school, 
and at school-sponsored activities. Loitering after school is prohibited. 

DELAYED OPENING OR EARLY CLOSING OF 
SCHOOL 

Delayed schedules are in this handbook. If the decision is made to delay the opening of school, the Su-
perintendent’s Office will notify several area radio and television stations prior to 6:30 a.m. Experience 
shows that schools are opening one or two hours late more often than they are closing for the entire day 
due to inclement weather. 

If there is a delayed opening on a Wednesday with an early dismissal schedule, the dismissal time will 
remain the same (12:48).  

In the event that weather conditions require the early closing of school, each school is notified by the 
Superintendent’s Office as to the time the particular school is to close.  An announcement as to the details 
regarding the early closing will be made via our public address system.   

When schools are closed early due to snow or inclement weather, all events scheduled to take place in 
school facilities, all interscholastic activities (including practices) and all late buses are cancelled.  For info 
on late openings or early closing call 233-2334 or access http://www.vincens.com/sas/whps/tips.html 
to receive cell phone text alerts through the West Hartford Public School (WHPS) Alert System. 

THE BULLETIN AND ANNOUNCEMENTS  

Each morning before second-period class, school announcements and other information are read over the 
public address system from the daily Student Bulletin. To submit an announcement for the Student Bulletin, 
a student should obtain an announcement form from Mrs. Murphy in the main office, have it signed by the 
organization’s advisor, and submit the announcement to the main office by 11:00 a.m. the day before it is 
to be read.   

 

2015-2016 SCHOOL BELL SCHEDULE 



MONDAY, TUESDAY, THURSDAY, 
FRIDAY AND FULL-DAY WEDNESDAYS 

 Clear Corridor 7:20 
 Period 1 7:30 - 8:18 (48 minutes) 
 Period 2 8:22 - 9:14 (52 minutes) 
 Period 3 9:18 - 10:06 (48 minutes) 
 Period 4 10:10 - 10:55 (45 minutes) 
 Period 5 10:59 - 11:44 (45 minutes) 
 Period 6 11:48 - 12:33 (45 minutes) 
 Period 7 12:37 - 1:22 (45 minutes) 
 Period 8 1:26 - 2:15 (49 minutes) 

WEDNESDAY - SHORT DAY 
 Clear Corridor 7:20 
 Period 1 7:30 - 8:06 (36 minutes) 
 Period 2 8:10 - 8:48 (38 minutes) 
 Period 3 8:52 - 9:28 (36 minutes) 
 Period 4 9:32 - 10:08 (36 minutes) 
 Period 5 10:12 - 10:48 (36 minutes) 
 Period 6 10:52 - 11:28 (36 minutes) 
 Period 7 11:32 - 12:08 (36 minutes) 
 Period 8 12:12 - 12:48 (36 minutes) 

FULL-DAY WITH ASSEMBLY 
 Clear Corridor 7:20 
 Period 1 7:30 - 8:13 (43 minutes) 
 Period 2 8:17 - 9:07 (50 minutes) 
 Period 3 A 9:17 - 9:47 (30 minutes) 
 Period 3 B 9:57 - 10:27 (30 minutes) 
 Period 4 10:31 - 11:12 (41 minutes) 
 Period 5 11:16 - 11:57 (41 minutes) 
 Period 6 12:01 - 12:42 (41 minutes) 
 Period 7 12:46 - 1:27 (41 minutes) 
 Period 8 1:31 - 2:15 (44 minutes) 

SHORT WEDNESDAY WITH HOMEROOM  
 Clear Corridor 7:20 
 Period 1 7:30 - 8:04 (34 minutes) 
 Homeroom 8:08 - 8:22 (14 minutes) 
 Period 2 8:26 - 9:03 (37 minutes) 
 Period 3 9:07 - 9:41 (34 minutes) 
 Period 4 9:45 - 10:18 (33 minutes) 
 Period 5 10:22 - 10:55 (33 minutes) 
 Period 6 10:59 - 11:32 (33 minutes) 
 Period 7 11:36 - 12:09 (33 minutes) 
 Period 8 12:13 - 12:48 (35 minutes) 
 
 
 
 

SHORT WEDNESDAY WITH ADVISORY HOMEROOM 
 Clear Corridor 7:20 

 Period 1 7:30 - 8:03 (33 minutes) 



 Homeroom 8:07 - 8:27 (20 minutes)  

 Period 2 8:31 - 9:06 (35 minutes) 

 Period 3 9:10 - 9:43 (33 minutes) 

 Period 4 9:47 - 10:20 (33 minutes) 

 Period 5 10:24 - 10:57 (33 minutes) 

 Period 6 11:01 - 11:34 (33 minutes) 

 Period 7 11:38 - 12:11 (33 minutes) 

 Period 8 12:15 - 12:48 (33 minutes)  

ONE-HOUR DELAY 

 Clear Corridor 8:20 

 Period 1 8:30 - 9:12 (42 minutes) 

 Period 2 9:16 - 9:59 (43 minutes) 

 Period 3 10:03 - 10:45 (42 minutes) 

 Period 4 10:49 - 11:26 (37 minutes) 

 Period 5 11:30 - 12:07 (37 minutes) 

 Period 6 12:11 - 12:48 (37 minutes) 

 Period 7 12:52 - 1:29 (37 minutes) 

 Period 8 1:33 - 2:15 (42 minutes) 

ONE-AND-A-HALF-HOUR DELAY 
 Clear Corridor 8:50 

 Period 1 9:00 - 9:37 (37 minutes) 

 Period 2 9:41 - 10:20 (39 minutes) 

 Period 3 10:24 - 11:01 (37 minutes) 

 Period 4 11:05 - 11:39 (34 minutes) 

 Period 5 11:43 - 12:17 (34 minutes) 

 Period 6 12:21 - 12:55 (34 minutes) 

 Period 7 12:59 - 1:33 (34 minutes) 

 Period 8 1:37 - 2:15 (38 minutes) 

TWO-HOUR DELAY 

 Clear Corridor 9:20 

 Period 1 9:30 - 10:04 (34 minutes) 

 Period 2 10:08 - 10:43 (35 minutes) 

 Period 3 10:47 - 11:21 (34 minutes) 

 Period 4 11:25 - 11:55 (30 minutes) 

 Period 5 11:59 - 12:29 (30 minutes) 

 Period 6 12:33 - 1:03 (30 minutes) 

 Period 7 1:07 - 1:37 (30 minutes) 

 Period 8 1:41 - 2:15 (34 minutes) 

 

 

 

 

 

 

ALLERGENS 

Due to the large number of students with serious food allergies, no foods containing peanuts or other nuts 
are allowed in classrooms. Nut products can be eaten ONLY in the cafeteria. Please discuss this with your 
child in order to help us keep our students as safe as possible. 



EVACUATION DRILLS AND SAFETY PROCEDURES 

FIRE DRILLS will be held eight times. When the alarm sounds, students are to move quickly and quietly, 
leaving everything in the room except for pocketbooks and proceed out the exit as posted in the room. All 
windows are to be closed, lights turned off, and doors shut and locked. If an exit is blocked, students must 
follow the directions of the teacher for an alternative route. Students will return to the building after a signal 
is given from the main office. 

LOCK-DOWN drills will be held three times a year. When the main office announces a “lock-down”, stu-
dents and staff are to remain in their classroom until notified by the administration, CHS security, or West 
Hartford Police. Students and staff outside the building will report to the “staging area” as announced by 
the administration. 

SECURITY CAMERAS are in use on the premises for the safety of students, staff and the school grounds. 
School administrators and security personnel have access to this recorded information. 

SECURE THE SCHOOL occurs when the police department may be involved in an incident around the 
school that does not pose a direct threat to the school, but may call for the school to secure the building 
until more information is known or the incident has resolved itself. When in a secure the school situation, 
students will immediately be brought back into the building, cease all outdoor activities, and make sure all 
exterior doors are locked. This is NOT a lockdown. All internal activities can proceed as normal. 

Students must remain with their supervising teachers for the duration of any evacuation, lock-down or 
secure the school occurrence. Attendance will be taken for all students, employees, and visitors. Visitors, 
including parents and guardians, must also follow all safety procedures. At times, town or district personnel 
will monitor the effectiveness of the drill. 

CLUBS AND ACTIVITIES 

There are many opportunities available to Conard students. Students may obtain the activity booklet in the 
Guidance Suite. We hope that all students will get involved! 

ACE 
Anime Club 
Anytown Action Club 
BRAVE Girls Leadership Program 
Business Club 
C.A.R.E. 
Chinese Calligraphy & Art 
CT Youth Forum 
Digital Music Club 
Drama Club 
Environmental Club 
Film Club 
GSA 
Improv 
Jazz Combo 
Junior Class Board 
Library Book Club 
Math Team 
Mock Trial Team 
Model U.N. 
Multicultural Club 

Origami Club 
Outdoor Club 
Photography Club 
Ping Pong Club 
Sailing Club 
Science Olympiads 
Senior Class Board 
Society of Physics 
Student Council 
TSA 
Underclassmen Class Board 
Unified Theater 
Yearbook 

HONOR SOCIETIES 
Classics Honor Society 
French Honor Society 
Latin Honor Society 
Spanish Honor Society 
National Honor Society 
Thespian Honor Society 

Please also check the Career Center and/or the Conard website for new clubs and additional opportunities. 

SPORTS 

Fall Cheerleading - Varsity, JV 
 Cross Country - Boys - Varsity, JV 
 Cross Country - Girls - Varsity, JV 

 Field Hockey - Varsity, JV, Freshman 
 Football - Varsity, JV, Freshman 
 Soccer - Boys - Varsity, JV, Freshman 



 Soccer - Girls - Varsity, JV, Freshman 
 Swimming and Diving Girls - Varsity 
 Volleyball - Girls - Varsity, JV, Freshman 
 Unified Soccer 
Winter Basketball - Boys - Varsity, JV, Freshman 
 Basketball - Girls - Varsity, JV, Freshman 
 Gymnastics - Varsity 
 Ice Hockey - Boys - Varsity 
 Ice Hockey - Girls - Varsity 
 Swimming and Diving Boys - Varsity 
 Indoor Track and Field (Girls) - Varsity 
 Indoor Track and Field (Boys) - Varsity 
 Cheerleading - Varsity, JV 
 Wrestling - Varsity 
 Unified Basketball 
Spring Baseball - Varsity, JV, Freshman 
 Golf - Boys - Varsity, JV 
 Golf - Girls - Varsity 

 Lacrosse - Boys - Varsity, JV, Freshman 
 Lacrosse - Girls - Varsity, JV, Freshman 
 Softball - Varsity, JV, Freshman 
 Tennis - Boys - Varsity 
 Tennis - Girls - Varsity, JV 
 Track and Field Boys - Varsity 
 Track and Field Girls - Varsity 
 Volleyball - Boys - Varsity, JV 
 Unified Softball 

 

 

 

 

 

SCHOOL LUNCH 

Students are assigned one period for lunch. During lunch periods, all food and beverages must be 
consumed in the cafeteria or courtyards. All nut products must be consumed in the cafeteria. Stu-
dents are responsible for cleaning up their table or area when finished eating. Irresponsible behaviors in 
the cafeteria will result in disciplinary action. 

If students need to meet with any staff member during their lunch period, they need to obtain a 
pass from that person in advance. The pass will allow the student to leave the cafeteria, lunchroom or 
courtyard for the appointment.   

Costs:  Lunches cost $3.00. The Salad Bar meal costs $3.50 and an additional $.25 for each ounce over 
ten ounces.  Lunch includes one portion each of meat, vegetable, fruit and milk. All other items are a la 
carte, and students will be charged accordingly. 

Free and Reduced Lunches: The National Lunch Program is governed by Federal guidelines.  A letter 
will be sent home during the summer to all Conard students with an application to be filled out by a parent 
or guardian if they believe they qualify for this program. Submit the application to Mrs. Hickey in the Main 
Office.  It will be processed and qualified applicants will be notified by mail. The student will then receive 
a lunch account number, which they will key in each day to receive lunch. Applications are accepted at any 
time during the year.   

Applications for free and reduced lunch must be re-submitted at the beginning of each school year. 
The student will be permitted to key in their lunch account number for the first few weeks of school.  If the 
student’s re-application has not been submitted by this time, the account will be reverted to a full payment 
status. 

Prepaid Lunch Payments: Parents may set up a prepaid lunch account for their children. Parents may 
purchase a minimum of 20 lunches at $3.00 per day or may specify the account to be opened with a daily 
spending limit.  If the parent chooses a daily limit, the student will be able to purchase anything in the 
cafeteria up to the preset daily limit.   

Payment envelopes will be available in the school cafeteria. Please submit all payments to the cafeteria.  
Students will be issued a lunch number that will roll over each year. 

 

POSTERS AND FLYERS 

With permission, students may post information about specific events or groups relating to Conard, Hall, 
other West Hartford public schools, The Bridge Family Center and the Town of West Hartford. All posters 
must be approved by the Coordinator of Student Activities. 

With permission from the Coordinator of Student Activities, notices may be hung on brick walls or bulletin 



boards.  Nothing may be hung on the following:  painted surfaces other than brick, stairway walls, wooden 
doors or glass display cases. Students must take down posters and announcements and remove 
tape on the day following an event. 

BUSES 

If students live two miles or more away from the school they are eligible for bus transportation to and from 
school.  If students are eligible, they will receive a bus route in the mail prior to the start of the school year 
designating the bus stops and times. Students will also be issued a student ID with their bus number printed 
on the ID.  Students are required to have their bus pass with them at all times when riding the bus.  
Students are permitted to ride on their assigned bus routes ONLY. The bus ride is considered an extension 
of the school day and the rules of conduct apply during this time. Any disregard to the rules of conduct can 
result in the loss of bus privileges.   

West Hartford Public Schools provides a special Transportation Hotline phone number: 860 586-8166. Call 
this number to hear an announcement about changes to the bus schedule due to weather or other factors. 

 BUS SCHEDULES LATE BUS 

 2:15 Monday-Friday 4:00 Monday-Friday 

 12:48 Short Wednesday 3:00 Short Wednesday 

STUDENT OBLIGATIONS 

Payment for lost books, activities and other financial obligations must be made promptly.  Payments may 
be made by certified or personal bank check, money order, or cash. Students with outstanding obligations 
may have some school privileges (trips, proms, etc.) denied until the obligation is fulfilled.  

ELEVATOR KEYS 

Elevator keys are available in the Nurse’s Office for individuals in need of handicap access to the second 
and third floors.  If the key is not returned, a $50.00 fee will be charged. 

LOCKER ASSIGNMENTS AND RULES 

Students are assigned a locker with either a padlock or a built-in lock.  Personal padlocks on unassigned 
lockers will be removed along with the locker contents.  Students are responsible for the padlock, whether 
lost or stolen.  The cost for replacing a missing padlock is $10.00.  Because lockers are school property, 
the school reserves the right to inspect lockers at any time.  The school is not responsible for any 
property lost or stolen from the locker.  Students with any locker problems or concerns should notify 
Mrs. Galeota in the main office. 

LOCKER RULES 
1. No writing on or defacing lockers. 

2. For students’ own protection, they should not keep any items of value or any money in their locker. 

3. Report broken lockers to the Main Office. 

4. For students’ own protection, the combination must not be given to any other person. 

5. No more than one person can use a locker. 

6. Students should use lockers only during passing time, before and after school.  

 

 

 

COMPUTER NETWORK ACCESS 

All students at Conard are required to activate a computer network account or “login” which enables them 
to access many electronic databases and resources, including the Internet.  It also allows them to save 
work to an individual folder on the network, which they can then access from any networked computer in 
the school.  Student use of electronic resources is governed by the district’s Administrative Guidelines 
for Use of Technology, which is posted in all the computer labs and the library.  Violation of these guide-
lines may result in the loss of login privileges and other disciplinary consequences.   
Once activated, students retain the same account username and password for their entire time at Conard.   



To activate an account and set a password, students should 
1. Type in your username: last name, first name up to 10 letters. 
 For example, Kyle Jones = Joneskyle, 
  Veronica Ferrer = Ferrervero, 
  Joe Kardopholis = Kardopholi 
2. Type in a first time password: password 
3. Press Enter or click OK, then click OK through the notice that your password has expired. 
4. Follow the prompts to enter a new password (5-8 characters, no spaces). 
STUDENTS MAY ASK FOR ASSISTANCE WITH LOGIN OR DOCUMENT SAVING PROCEDURES IN 
THE LIBRARY. 

PART II  
SCHOOL OFFICES, SERVICES, AND RESOURCE CENTERS 

Several special areas have been established for Conard students for research, quiet study, extra help and 
information.  Check with subject area teachers and/or School Counselors for more detailed information 
since several areas require students to obtain a pass from a teacher in order to sign in. Please see the end 
of this section for where to go with common concerns. 

ATHLETIC DIRECTOR’S OFFICE 

UPSTAIRS NEXT TO FITNESS CENTER 
The Athletic Director will be able to assist with: 
• signing up for a team sport 
• help with equipment or supplies 
• information on game and practice schedules 
• obtaining an athletic handbook 
• contacting a coach 
• locating the trainer 

For complete information about athletics please visit our website at  
http://conard.whps.org/athletics 

Conard has a total of twenty-five varsity sport teams; thirteen junior varsity teams and ten freshman teams.  
Students interested in participating on a sports team at Conard should see the Student-Athlete Handbook. 

ATTENDANCE OFFICE 

IN HALLWAY OUTSIDE OF LIBRARY 
Students should report to the Attendance Office for the following: 

• absence notes 
• tardy to school 
• early dismissal 
• late arrival and early dismissal forms 
• attendance records 
• detentions 
• attendance appeals 
• implementation of the Board of Education Attendance Policy 

FACULTY OFFICES 

Students may make an appointment to meet a teacher in the Faculty Offices. STUDENTS ARE NOT AL-
LOWED IN THE FACULTY OFFICES UNLESS ACCOMPANIED BY A TEACHER.  

MAIN OFFICE 

The Principal and the three Assistant Principals have offices located in the main office. Students and their 
parents should seek assistance in the main office for: 

• appointments with the Principal or Assistant Principal 



• help with disciplinary matters 

• lunch tickets 

NURSE’S OFFICE 

BEHIND MAIN OFFICE 
The Nurse is available to assist with: 

• Personal illness/injury 

• Administration of medications 

• Questions concerning health and safety 

• Chronic medical conditions 

• A scheduled sports physical 

• Medical records 

• Elevator keys 

The Nurse’s Office is open for emergency first aid and for illness or injury during school hours. Admission to the 
Nurse’s Office in a non-emergency situation requires a pass from a teacher. When a student is ill he/she 
should report to the nurses’ office.  If the student needs to go home, the parent/guardian will be called from 
the nurse’s office. No student should leave campus because of an illness without being dismissed by 
the Nurse. If a student becomes ill when the Nurse is not in her office, the student is to report to the Main Office. 

No medication (including Tylenol, cough syrup, etc.) or treatment, other than approved first aid, will be 
given to students by school personnel without a written doctor’s order. Medication Administration Forms 
must be completed by the parent and physician before any medication may be given by the Nurse. 
Forms can be obtained from the Nurse and on the Conard website. The completed forms will be retained 
in the student’s school health record. 

Prescribed medication to be administered at school must be in the original pharmacy bottle and must be 
kept in the Nurse’s Office. No medication is to be in the possession of the student. Per doctor’s order 
and nurse’s permission, students may carry asthma inhalers and epipens. 

PUPIL SERVICES OFFICE 

IN SCHOOL COUNSELING/GUIDANCE WING 
The School Psychologist, School Social Worker and Special Education Department Supervisor have their 
offices located in the Guidance Suite.  Students in need of special education services or who need help 
with personal problems will find the staff in the Pupil Services Office able to provide them with assistance.  
All PPT meetings are held in the PPT conference room located in the Guidance Suite. 

STUDENT ACTIVITIES OFFICE 

OUTSIDE OF CAFETERIA 
The Student Activities Office is located inside the Career Center. The Student Activities Coordinator assists 
students with coordinating non-athletic activities and events including:  
• information about various clubs  
• development of new clubs  
• scheduling of assemblies and events  
• coordinating volunteer and community service projects  
• liaison to class board 

SCHOOL SERVICES 

STUDENT SUCCESS TEAM (SST) 
The Student Success Team, known as SST, consists of teachers, school counselors, assistant principals, 
the nurse, pupil services personnel, a substance abuse prevention coordinator and a community agency 
representative from the Bridge. 

• A student may be referred to the SST by students, teachers, parents/guardians, or other staff for issues 
involving school performance, behavior concerns, substance abuse and social issues. 

• The SST may serve as the Child Study Team to develop pre-referral strategies and make a decision 
whether or not a student needs to be referred to the PPT (Pupil Placement Team). 



• The SST may arrange for various student groups to be facilitated throughout the school year. These 
groups cover a wide variety of topics and issues affecting students, including attendance, conflict res-
olution, drug and alcohol abuse prevention.  School and consulting personnel facilitate the groups.  
Students who have any questions regarding voluntary participation in a group, should contact their 
school counselor. 

CAREER CENTER – OUTSIDE OF CAFETERIA 

Hours 
7:30 - 2:30 daily (unless otherwise posted) 
The Career Center helps students to expand self-awareness in terms of interest, abilities, and opportuni-
ties.  Students may take an interest inventory, research a career or do a college search.  Most students 
go to the Career Center with a prescription from their School Counselor, which enables the Career Center 
Coordinator to offer appropriate assistance.  Students should see their Counselor for details.  College 
representatives will meet with students according to a schedule in the Career Center. The student needs 
a pass from a teacher to see a college/career representative. 

SCHOOL COUNSELING/GUIDANCE 
Each student is assigned a school counselor for all four years of high school. Counselors assist students 
with academic planning, career advising, college counseling and personal counseling. The counselor’s role 
is to assist students with their developmental needs at each grade level. Individual appointments may be 
scheduled during a free period, before or after school. In emergency situations, counseling is available 
without an appointment. 

SECURITY  

IN HALLWAY OUTSIDE OF LIBRARY 
The Security team may be contacted through the main office.  They can assist in matters involving: 

• concerns about personal safety/security. 

• lost/stolen property (The school is unable to utilize administrative time for the recovery of lost, stolen 
or damaged cell phones and electronic devices).   

• timely reporting of emergency incidents. 

• parking control 

• suspected trespassers/unauthorized visitors to the Conard campus. 

Note: Other students must request issuance of a parking permit. 

CAFETERIA 

The cafeteria offers breakfast each morning. The sale of breakfast is suspended each day when the 7:20 
bell rings and resumes at 7:35 am. Hot and cold lunches and nutritious snacks are also served throughout 
the school day. Students in grades 11 &12 with SRP may use the cafeteria for conversation or a break.  
Freshmen and sophomores are allowed in the cafeteria only during their assigned lunch periods.   

During periods 1-3, SRP students may eat in the front section of the cafeteria. The back section of the 
cafeteria is reserved for study or quiet conversation. All nut products must be consumed in the cafete-
ria. FOOD OR BEVERAGE IS DISCOURAGED OUTSIDE THE CAFETERIA. No dishes or utensils may 
be taken from the cafeteria at any time. 

SCHOOL RESOURCES 

LIBRARY MEDIA CENTER 
Library Hours 

 Monday - Friday 7:10 - 2:15 pm 

 Short Wednesdays 7:00 - 1:00 pm 

Homework Center Hours 

 Monday - Friday 2:15 - 4:00 pm 

 Short Wednesdays 1:00 - 3:00 pm 

Welcome to the Conard Library! The library staff is available to assist you with any questions or help you 
may need regarding resources, research, book recommendations, technology tools, troubleshooting, and 



more. 

Visiting the Library 

Library passes or IDs with current SRP stickers are required for admittance to the library for all periods, 
including lunch. Students obtain a library pass from their subject teacher which states the reason for visiting 
the library so that the library staff knows how to best assist students. Students coming from a lunch period 
should eat first, then come to the library for the remainder of the period. When students enter the library, 
they must sign in so the Attendance Office can notify the study hall teacher. Study hall teachers, substitute 
teachers, office and security staff do not issue library passes. 

The library is to be used for quiet study and academic work; it is not a social alternative to study hall or the 
cafeteria. Card playing and games are not permitted. Drinks are allowed with a closed lid, although food is 
not permitted. Students who are asked to leave for disciplinary reasons will be denied library privileges for 
a period of time determined by their Assistant Principal. 

Borrowing Materials 

Library materials may be borrowed for three weeks. Overdue fines are $.05/day for circulating materials. 
You may check out up to ten items. If you owe overdue materials, transactions will be prohibited. For 
special circumstances, please see a librarian. Photocopying and computer printing is available for school-
work related documents only. 

Databases & Electronic Resources 

The Conard Library subscribes to many academic databases and electronic resources. Each comes with 
a variety of assistive technology to maximize the learning potential of all students and meet the needs of 
diverse learners. They are password protected outside of school; please see a librarian for usernames and 
passwords from home. 

Homework Center 

Homework Center is held after school in the library media center. Students are required to provide a stu-
dent ID for admission. Green library passes are not accepted as this is a separate program. All students 
need to sign in when entering and sign out when leaving the Homework Center. Homework Center is a 
place for quiet study only. Computers are available, but only to be used for educational/academic purposes. 

STUDY HALL AND 
ACADEMIC RESOURCE CENTER (ARC) 

The Writing Center and Math Resource Center are available to all students. 

Study halls and the ARC are designed for individual study, reading, and completion of homework.  The 
ARC provides an opportunity for students to receive extra help with individual subjects in math and writing.  
Students who wish to go to the library or the ARC from their study hall must obtain a pass from their subject 
area teachers before the start of the school day.  All students with a pass to the ARC or the library 
need to sign in at their study halls before leaving and must return to their study hall with a signed 
pass if they leave the ARC or library before the end of the period ends. 

 

PART III 
WEST HARTFORD PUBLIC SCHOOL 

RULES AND REGULATIONS 

POLICY OF NON-DISCRIMINATION 

West Hartford Public School System does not knowingly condone discrimination on the basis of race, color, 
national origin, religion, age, sex or handicap in employment of assignment in programs or services pro-
vided or operated by the West Hartford Board of Education.  Mr. Richard Ledwith and Mr. Andrew Morrow, 
50 South Main Street West Hartford, CT. 06107 are designated as the employees who will coordinate 
compliance with Title IX, Title VI, and Sec. 504 of the Rehabilitation Act of 1973 respectively. 

FIRST AMENDMENT RIGHTS 

POLICY 5730 
Students - Civil & Legal Responsibilities 



First Amendment Rights 

The intent of the Board’s policy is to encourage student expression in school sponsored, classroom, and 
other activities. 

The Board of Education recognizes that students have the right to express themselves verbally, in writing, 
and by posting of materials in the schools.  Such expressions shall be subject to review by the appropriate 
authority to determine that the content and the form are not obscene, libelous, vulgar or substantially dis-
ruptive to the educational process. 

Legal Reference: Tinker v. Des Moines Independent Community School District, 393 U.S. 503 
(1969).Hazelwood School District v. Kuhlmeir, 494 U.S. 260 (1988). 

Adopted: March 21, 1988 

Revised: June 6, 2006  

REGULATION 5730 

Students - Civil & Legal Responsibilities 

First Amendment Rights 

1. The administration is charged to create an oversight process that would disallow only those forms of 
expression that would be judged obscene, libelous, seriously disruptive, or vulgar, and thus, interfere 
with legitimate pedagogical process. 

2. If a staff member or principal’s designee decides to disallow the student’s expression, the student may 
appeal such action to the principal.  The appeal should take place within three school days of the 
student’s request. 

3. Should the principal uphold the original decision, the student may request a review of the decision to 
a panel consisting of the Deputy Superintendent, the Department  Supervisor of English of the other 
high school, and the student representative to the Board from the other high school that is involved in 
the review question.  A majority vote of the panel is required for an action.  A hearing shall be held 
within five school days except under extenuating circumstances, and a decision shall be rendered 
within five school days after the conclusion of the hearing. 

4. The appeal process must be completed in a timely fashion so that the mechanics of due process do 
not accomplish a rejection de facto. 

5. These regulations will be published in the student handbook annually. 

 

 

 

 

 

For administrative guidance, herein are illustrated terms used in #1: 

Obscene: Those expressions that contain: 

  • overt or explicit displays of sex 

Libelous: Those expressions that contain: 

  • unsubstantiated character assaults on individuals or groups of people 

  • statements that are personally insulting 

Seriously disruptive:* Those expressions that: 

  • advocate violence, use of alcohol or drugs 

   • attack individuals, races, religions, creeds. ethnic or sexual groups, or others 

Vulgar: Those expressions that use:  

  • sex, anatomy or slurs in the form of “jokes,” parodies or other forms that 
degrade individuals, racial, ethnic, religious or sexual groups  

  • expletives 

  • lewdness 

* In the opinion rendered in Tinker v. Des Moines Indep. Cmty. Sch. Dist., 393 U.S. 503 (1969), the judges 



stated that the criteria for determining what is seriously disruptive must be concrete.  “Undifferentiated fear 
or apprehension is not enough to overcome the right of freedom of expression.” 

Revised: June 6, 2006 

WEST HARTFORD PUBLIC SCHOOLS NOTICE OF 
PARENT/STUDENT RIGHTS 

UNDER SECTION 504 OF THE REHABILITATION ACT OF 1973 

The Rehabilitation Act of 1973, commonly referred to as Section 504, is a nondiscrimination statute enacted 
by the United States Congress.  The purpose of the Act is to prohibit discrimination and to assure that disabled 
students have educational opportunities and benefits equal to those provided to non-disabled students. 

An eligible student under Section 504 is a student who (a) has, (b) has a record of having or (c) is regarded 
as having, a physical or mental impairment which substantially limits a major life activity such as learning, 
self-care, walking, seeing, hearing, speaking, breathing, working, and performing manual tasks. 

Many students will be eligible for educational services under both Section 504 and the Individuals With 
Disabilities Education Act (IDEA), but entitlement to services under the IDEA or other statutes is not re-
quired to receive services under Section 504. 

The following is a description of the rights and options granted by federal law to students with disabilities 
under Section 504.  The intent of the law is to keep you fully informed concerning decisions about your 
child and to inform you of your rights if you disagree with any of these decisions.  You have the right: 
1. To be informed of your rights under Section 504; 
2. To have your child take part in and receive benefits from the West Hartford School District’s education 

programs without discrimination based on his/her disability. 
3. For your child to have equal opportunities to participate in academic, nonacademic and extracurricular 

activities in your school without discrimination based on his/her disability; 
4. To be notified with respect to the Section 504 identification, evaluation, and educational placement of 

your child; 
5. To have an evaluation, educational recommendation, and placement decision developed by a team 

of persons who are knowledgeable of your child, the assessment data, and any placement options; 
6. If your child is eligible for services under Section 504, for your child to receive a free appropriate public 

education.  This includes the right to receive reasonable accommodations, modifications, and related 
services to allow your child an equal opportunity to participate in school and school-related activities; 

7. For your child to be educated with peers who do not have disabilities to the maximum extent appropriate; 
8. To have your child educated in facilities and receive services comparable to those provided to non-

disabled students; 
9. To review all relevant records relating to decisions regarding your child’s Section 504 identification, 

evaluation, and educational placement; 
10. To obtain copies of your child’s educational records at a reasonable cost unless the fee would effec-

tively deny you access to the records; 
11. To request changes in the educational program of your child; 
12. To an impartial hearing if you disagree with the school district’s decisions regarding your child’s Section 

504 identification, evaluation or educational placement.  The costs for this hearing are borne by the 
local school district.  You and the student have the right to take part in the hearing and to have an 
attorney represent you at your expense.  

13. To file a court action if you are dissatisfied with the impartial hearing officer’s decision or to request 
attorney’s fees related to securing your child’s rights under Section 504. 

14. To file a local grievance with the designated Section 504 Coordinator to resolve complaints of discrim-
ination other than those involving the identification, evaluation or placement of your child. 

15. To file a formal complaint with the U.S. Department of Education, Office for Civil Rights. 
The Section 504 Coordinator for this district is: 
Glenn McGrath Telephone:  (860) 561-6600 

Director of Pupil Services 
West Hartford Education Center 
50 South Main Street 



West Hartford, CT   06107 

For additional assistance regarding your rights under Section 504, you may contact:  

Boston Regional Office 
Office for Civil Rights 
U.S. Department of Education 
J.W. McCormack Post Office and Courthouse 
Boston, MA  02109 Telephone:  (617) 223-9662 

U.S. Department of Education 
Office for Civil Rights 
330 C Street, S.W. 
Washington, DC  20202 Telephone:  1-800-421-3481 

Connecticut State Department of Education 
Bureau of Special Education and Pupil Services 
P.O. Box 2219 
Hartford, CT 06145 Telephone:  (860) 807-2030 

NOTIFICATION 

Notification of Rights Under (FERPA)  

The Family Educational Rights and Privacy Act for Elementary and Secondary Institutions 

The Family Educational Rights and Privacy Act (FERPA), 20 U.S.C. § 1232g, et seq., affords parents and 
eligible students (i.e., students over 18, emancipated minors, and those attending post-secondary educa-
tional institutions) certain rights with respect to the student’s education records.  They are: 
(1) The right to inspect and review the student’s education records within forty-five (45) calendar days of 

the day the District receives a request for access. 
Parents or eligible students should submit to the school principal [or appropriate school official] a written 
request that identifies the record(s) they wish to inspect.  The principal [or appropriate school official] will 
make arrangements for access and notify the parents or eligible student of the time and place where the 
records may be inspected. 
(2) The right to request the amendment of the student’s education records that the parents or eligible 

student believe are inaccurate or misleading, or otherwise violates the student’s privacy rights. 
Parents or eligible students may ask the District to amend a record that they believe is inaccurate, mis-
leading, or otherwise violates the student’s privacy rights.  Parents or an eligible student should write the 
school principal [or appropriate school official], clearly identifying the part of the record the parents or eligi-
ble student want changed, and specify why it is inaccurate or misleading, or otherwise violates the student’s 
privacy rights. 
 
 
If the District decides not to amend the record as requested by the parents or eligible student, the District 
will notify the parents or eligible student of the decision and advise them of their right to a hearing regarding 
the request for amendment.  Additional information regarding the hearing procedures will be provided to 
the parents or eligible student when notified of the right to a hearing. 
(3) The right to consent to disclosures of personally identifiable information contained in the student’s 

education records, except to the extent that FERPA authorizes disclosure without consent. 
One exception that permits disclosure without consent is disclosure to a school official with legitimate interests.  
A school official is a person employed by the District as an administrator, supervisor, instructor or support staff 
member (including health or medical staff and law enforcement unit personnel); a person serving on the Board 
of Education; a person or company with whom the District has contracted to perform a special task (such as 
an attorney, auditor, medical consultant, or therapist); or a parent or student serving on an official committee, 
such as a disciplinary or grievance committee, or assisting another school official in performing his or her 
tasks.  A school official has a legitimate educational interest if the official needs to review an education record 
in order to fulfill his or her professional responsibility. 
Upon request, the District will disclose a student’s education record without consent to officials of another 
public school, including a public charter school, in which the student seeks or intends to enroll. 
(4) The right to file a complaint with the U.S. Department of Education concerning alleged failures by the 



District to comply with the requirements of FERPA.  The name and address of the Office that admin-
isters FERPA is: 

 Family Policy Compliance Office 
 U.S. Department of Education 
 400 Maryland Avenue, S.W. 
 Washington, DC 20202-4605 

WEST HARTFORD PUBLIC SCHOOLS ADMINISTRA-
TIVE GUIDELINES FOR USE OF TECHNOLOGY 

The use of computers and related technology supports the curriculum and enhances communication. Us-
ers, students and staff will access a vast scope of information available in the school system, as well as 
connections to global resources via the Internet. Since neither the West Hartford Public Schools nor any 
of its staff controls the content of the information available on the internet, users must be aware that some 
of the information may be controversial or offensive. Users encountering such controversial or offensive 
information should exit the site and contact their teacher or school administration. Individual users are 
responsible for their own conduct. The use of computers is a privilege, not a right. As the owner of both the 
hardware and software, the West Hartford Public Schools reserves the authority to withdraw this privilege. 
Failure to adhere to these guidelines will result in disciplinary action that may include loss of computer 
access, referral to legal authorities or other administrative action. 

• Use of the computers must be in support of education, business, or research within the educational 
goals and objectives of West Hartford Public Schools. 

• Users may access online services, use email and voice mail for school-related assignments, educa-
tional, administrative or other professional purposes. 

• Electronic communications (i.e. voice mail, email, Internet) should not be considered completely pri-
vate and secure. Users should not, under any circumstances, transmit or reveal personal or confiden-
tial information about yourself or others, including but not limited to: home address, telephone number, 
password, social security number, credit card number, or confidential or sensitive information regard-
ing students or staff. 

• The district has the ability and reserves the right to bypass individual user passwords and to monitor 
the use of such systems by students and staff. Therefore, students and staff should not expect to 
maintain personal privacy in the use of the system. 

• Users will comply with all school policies concerning acceptable behavior, state, federal and local laws, 
including copyright laws and those laws prohibiting harassment by computer (PA 95-143).  

• Users must not interfere with others’ work or with the performance of the computers, both hardware 
and software. These actions include but are not limited to: attempting to illicitly obtain passwords or 
user names, gain access to secure areas of the network, introducing computer viruses, or accessing 
or altering educational records. 

• All users will abide by the generally accepted rules of user etiquette and all applicable school policies. 

• Users of district Email systems are responsible for their appropriate use. All illegal or improper use of 
the electronic mail system, including but not limited to: offensive language or pictures, harassment, 
solicitation, gambling,violating copyright or intellectual property rights are prohibited. Use of the Email 
system for which the district will incur an expense without written permission of an administrator is 
prohibited.  

• Bulk posting to individuals or groups to overload the system (i.e., spamming or any similar actions) is 
prohibited, including but not limited to chain letters and pyramid schemes (chain letters with money). 

• Students may not install personally owned or created software on networks or networked computers. 
Staff may not install personally owned or created software on networks or networked computers. 

• Reproduction of copyrighted electronic resources should not take place without appropriate source 
documentation and permission. 

• Official representation of the school or school district (i.e. Internet home page) may be established by 
obtaining prior written approval of school administration. Approved representations will comply with 
copyright law. 

• Users may access their own personal online accounts, for educational purposes only, with advance 



permission and when it does not interfere with school–related activities. 

• Users will abide by the rules of other computer resources accessed through the school telecommuni-
cations systems. 

• Teachers will monitor the use of the Internet by students for grade level appropriate use. 

• Prior to publishing student work on the Internet, teachers will obtain a parent or guardian’s permission 
in writing. 

• All other Board policies regarding the confidentiality of student information are in effect. 

• All state and local laws regarding technology are upheld and applicable. 

West Hartford Public Schools ensures that students receive ongoing, systematic education in safe, re-
sponsible and effective use of technology. 

WHPS Department of Information Technology 

Amended January 2013 

CONSEQUENCES/PENALTIES 

LEVEL 1: 
Saturday detention; student restricted from using any computer in the school from 5-30 days*, notify labs, 
library, and all students’ teachers and parents of restriction.   

Examples: unauthorized site, games, using unauthorized software. 

LEVEL 2: 
1-5 days suspension; student restricted from using any computer in the school from 5-90 days*, notify labs, 
library, and students’ teachers and parents of restriction.   

Examples: downloading inappropriate materials - i.e., pornography, use of any software designed to cap-
ture passwords, or accessing unauthorized areas of the network, or accessing other students’ files. 

LEVEL 3: 
1-10 days suspension/recommendation for expulsion, restitution for damages; student restricted from us-
ing any computer in the school from 30 days - year*, notify labs, library, and students’ teachers and parents 
of restriction. 

Examples: intentionally tampering with computer hardware, sending hate/threatening messages, deliber-
ate deleting, erasure or modification of system software or applications, tampering with computer software 
and/or data; attempting to access unauthorized data. This would include changing window settings, wall-
paper, screen savers, etc. 

*Student may be withdrawn from class if computer restriction occurs in a classroom where a com-
puter is required for instruction (i.e., CAD, keyboarding, etc.) and the restriction is for an extended 
period. 

GRADUATION REQUIREMENTS 

I. Introduction 

 To graduate from West Hartford Public Schools a student must have satisfactorily earned a minimum 
of 21.75 units of credit and must have met the credit distribution requirement.  Students must also 
meet four performance standards: reading/writing, mathematics, science and technology.  The dis-
trict’s performance standards in reading/writing and mathematics took effect for the class of 2006. The 
district’s performance standards in science and technology took effect for the class of 2007.  

II. Credit Distribution 

 The following courses must be passed: 

A. English 4 units 

B. Mathematics 3 units 

C. Science 2 units 

1 unit in physical science 

1 unit in life science 

D. Arts and/or Technical Education 1 unit 



E. Social Studies 3 units 

1 unit in U.S. history 

1 unit in Modern World History 

½ unit in American government 

½ unit elective 

F. Physical Education & Health  1.75 units 

G. Electives 7 units 

 Upon recommendation of the high school principal and approval of the Superintendent of Schools, this 
requirement for graduation may be met, in part, on an equivalency basis as designated in the admin-
istrative regulations. 

III. Performance Standards 

A. Reading/Writing: Students shall, prior to the completion of their senior year, produce an essay 
based upon an assigned reading that is focused, organized, elaborated and edited for Standard 
English conventions. 

B. Math: Students shall, prior to the completion of their senior year, demonstrate an ability to perform 
mathematical operations, to include working with fractions and decimals, in order to solve multi-
step problems in algebraic and applied settings. Certain tasks will either require students to explain 
their procedures or justify answers in writing. 

C. Science: Students shall, prior to the completion of their senior year, demonstrate an ability to per-
form science investigational skills and competencies.  Students will define a problem for investi-
gation or experiment by identifying the variables; design and conduct a scientific investigation or 
experiment; write detailed descriptive observations of qualitative variables; accurately measure 
quantitative variables including correct units; organize and display data in writing, data tables, 
and/or graphs; form and judge the validity of conclusions as supported by observations and data. 

D. Technology: Students shall, prior to completion of their senior year, demonstrate technology com-
petency through discipline-specific learning. Students will create a variety of products which 
demonstrate the ability to use word processing and/or desktop publishing software, spreadsheet 
and database software, multimedia authoring tools, subject-specific technology tools, and elec-
tronic research tools. 

 

 

 

 

IV. Meeting the District Performance Standard 

A. All grade 10 students are required to take the Science CAPT. Juniors who did not earn a score of 
3 or higher on Science must retake that test. Students meeting proficiency or mastery on the 
Science CAPT have met the district science graduation requirement. The results of the Science 
CAPT will be recorded on the test record of a student’s transcript. 

All grade 11 students are required to take the state literacy and mathematics assessments. Stu-
dents achieving or exceeding college and career readiness levels on the state assessments have 
met the respective district graduation requirements. The results of the literacy and mathematics 
assessments will be reported on the test record of a student’s transcript. 

B. If a student does not meet the district performance standards on the state assessments or does 
not complete all items on the technology competency checklist, other options will be provided by 
the senior year (see section V). 

C. Special Situations 

1. Transfers: Students who transfer into the West Hartford Public Schools and are granted senior 
status, may be exempted from West Hartford’s performance standards for graduation. 

2. Special Education:  District performance standards apply to all students, including those with 
disabilities who receive special education services. For students who possess substantially lim-
iting impairments, the PPT process may determine how a student will demonstrate the basic 



skills necessary for graduation and will document those options on the student’s IEP.  

3. English Language Learners (ELL): Students who are identified as English Language Learners 
at the time of the CAPT administration will need to meet individually defined graduation require-
ments established by the ELL review team. Those ELL students who are exempt from the CAPT 
administration under state guidelines because of their ELL status and may be exempted from 
district performance standards for graduation if so indicated by the ELL review team. 

V. Requirements if Standards Are Not Met through state assessments or through the Completion 
of the Technology Competency Checklist. 

A. Reading and Writing: The district standard is a score at level 3 or higher on both the reading and 
writing sections of the state assessment. If a student does not meet both of these standards, the 
district will provide opportunities over the course of a student’s junior and senior years to meet the 
performance standard. 

 Students who score significantly below proficiency standards may be required to take a reading 
and writing non-credit tutorial course and satisfactorily meet the performance standard at the end 
of this course. This non-credit tutorial course is required in addition to the 4 English units of credit 
required for graduation. 

B. Mathematics: The district standard is a score at level 3 or higher on the mathematics section of the state 
assessment. If a student does not meet this standard, the district will provide opportunities over the 
course of a student’s junior and senior years to meet the performance standard.  

 Students who score significantly below proficiency standards may be required to take a mathematics 
non-credit tutorial course and satisfactorily meet the performance standard at the end of this course. This 
non-credit tutorial course is required in addition to the 3 math credits required for graduation. 

C. Science: The district standard is a score at level 3 or higher on the science section of the CAPT. 
If a student does not meet this standard, the district will provide opportunities over the course of a 
student’s junior and senior years to meet the performance standard.  

 Students in their junior year must retake the science section of the CAPT.  

 Students who do not pass the retake of the CAPT will be required to take a science non-credit 
tutorial course and satisfactorily meet the performance standard at the end of this course.  This 
non-credit tutorial course is required in addition to the 2 science credits required for graduation. 

D. Technology: Students, who by the end of the junior year have not satisfactorily met the district’s per-
formance standard in technology will be required to successfully complete one of the following: 

1. One or more high school courses, which have been identified as providing direct technology com-
petency opportunities, and complete the checklist to meet the district performance standard. 

2. An independent study contract that completes the checklist to meet the district performance 
standard. 

3. One or more courses in a pre-approved off-campus institution, which have been identified as 
containing activities that complete the checklist to meet the district performance standard. 

VI. Failure to Meet the Graduation Requirements  

 If a senior is not eligible for graduation with the class due to failure to meet the graduation credit re-
quirements and/or performance standards, then the student may:  

A. Enroll in summer school and meet the requirements or 

B. Enroll in courses pre-approved by the administration and meet the requirement or 

C. Make special arrangements for re-testing to meet the performance standard as outlined in section 
III or 

D. Return to high school as a fifth year student and meet the requirements. 

VII. Notification  

 Students in jeopardy of not graduating due to failure to meet the graduation requirements and/or per-
formance standards, and their parents/guardians, will be formally notified in writing of their status by 
the administration. The notification will occur at the end of each semester beginning in January of the 
student’s junior year. 

VIII.  Appeals 

 Students whose score on the district assessment does not meet the performance standard may appeal 
their score. Students and/or parent(s)/guardians must submit a written request for an appeal to the 



principal within 20 school days of receiving their score. 

 The principal will communicate the results of the re-assessment to the student and parent(s) /guardian 
within 20 school days of receipt of the appeal. 

IX. Credit Options 

A. Children with specific learning disabilities may be granted exceptions to specific course require-
ments when these disabilities require alternative approaches to instruction.  The specific disabil-
ities requiring exceptions and/or equivalency programs may include: 

1. neurological handicaps 

2. partial or total loss of sight and/or hearing 

3. cerebral palsy 

4. speech impairments 

5. orthopedic handicaps 

6. emotional disturbances 

 The Superintendent, upon recommendation of the principal, will grant specific exemptions or equiva-
lent credit to those youngsters suffering from any one or combinations of these handicaps in instances 
where the professional staff deems such action to serve the best interests of the student. 

B. The Superintendent, upon recommendation of the principal, may grant equivalent credit for com-
munity experience involving work and study outside the school in courses offered through the 
work/study program, community school, and other similar projects. The mathematics involved in 
actual sales work, auto mechanics, computer maintenance, restaurant operation, home construc-
tion, etc., can be considered as reasonable equivalents of classroom work in individual cases 
where the professional staff deems such to serve the best interests of the student. 

C. Some students may request in-depth study and work through specialized study or research at 
such educational agencies as universities, libraries, and museums in the United States or abroad. 
Such students may apply for exemption from requirements or for equivalent credit. 

 The Superintendent, upon recommendation of the principal, may grant an exemption or equivalent 
credit for individual students for in-depth training through out-of-school exposure after considera-
tion of the following: 

1. Recommendation for program modification by members of the professional staff 

2. Conference with parents 

3. Accreditation status, if any, of any educational institution involved (e.g. University of Barce-
lona, Spain; University of Hartford, etc.) 

4. Credit by examination after the completion of an appropriate out-of-school experience 

D. Among our high school population, there are students capable of graduating from high school after 
three years or interested in early admission to a college or university. 

 Upon receipt of the student’s application for early graduation or college admission, the Superin-
tendent, upon recommendation of the principal, may grant specific fourth year credit exemptions 
when such exemptions appear to be in the student’s best interest.  Prior to granting such exemp-
tions, the Superintendent may require fourth year study in the West Hartford Summer School or 
course credit via an examination - measures which might be taken only if the proposed college 
course descriptions appear to warrant such supplementary performance procedures.  In cases 
of those students who desire to spend a fourth year in independent study prior to college entrance, 
a plan for such independent study should be submitted by the student and approved by teachers 
and principal. 

 Any request for waiver of credits, either for early admission to college or early graduation, should 
be approved by the student’s teachers, school counselor and building principal and then forwarded 
to the Superintendent for his approval. Relevant to early graduation requirements, it should be 
noted that students requesting credit waivers are required to present evidence of having taken 
one year of physical education for each year that he or she attended high school. 

MINIMUM CREDIT REQUIREMENTS 

♦ Grade 10 4.0 credits 



♦ Grade 11 9.0 credits 

♦ Grade 12 15 credits 

If a senior is not eligible for graduation with the class due to failure to meet the graduation requirements 
and/or performance standards then the student must: 

a. Return in September as a fifth year student (see policy 5420/5430) or 

b. Enroll in summer school and meet the requirement or 

c. Enroll in courses to be designated through the West Hartford Adult Education Program and meet the 
requirement or 

d. Make arrangements for re-testing to meet the performance standard. 

Students in jeopardy of not graduating (due to failure to meet the graduation requirements and/or perfor-
mance standards), and their parents, are formally notified in writing of their status at the first quarter, first 
semester, and third quarter marking periods during their senior year by the administration. 

Additional information on graduation requirements will be made available to students at the beginning of 
the school year in the main office. 

STUDENT DIRECTORY INFORMATION 

Unless notified in writing by a parent or eligible student to the contrary within two weeks of the date of this 
notice, the school district will be permitted to disclose “Directory Information” concerning a student.  Direc-
tory Information means information contained in an education record of a student that would not generally 
be considered harmful or an invasion of privacy if disclosed.  It includes, but is not limited to, the parent’s 
name and/or e-mail address, the student’s name, address, telephone number, e-mail address, photo-
graphic and video images, date and place of birth, major field(s) of study, grade level, participation in 
school-sponsored activities or athletics, weight and height (if the student is a member of an athletic team), 
dates of attendance, degrees and awards received, and the most recent previous educational agency or 
institution attended. 

The written objection to the disclosure of directory information shall be good for only one year.  School 
districts are legally obligated to provide military recruiters and institutions of higher learning, upon request, 
with the names, addresses and telephone numbers of secondary school students, unless a parent or eli-
gible student objects to such disclosure in writing.  Such objection shall be in writing and shall be effective 
for one year.  In all other circumstances, information designated as directory information will not be re-
leased when requested by a third party unless the release of such information is determined by the admin-
istration to be in the educational interest of the school district and is consistent with the district’s obligations 
under both state and federal law. 

Ref. 34 CFR § 99.37 

ATTENDANCE POLICY 

Connecticut law requires that children attend school regularly during the hours and terms that the Public 
school is in session, unless specifically exempted from attendance by law.  The superintendent of schools 
shall establish such procedures as deemed necessary to determine the causes of habitual truancy, includ-
ing medical verification for excessive absence, and shall cooperate with other private and governmental 
agencies in correcting the causes thereof. 

Experience indicates the students who fail are generally those who arrive late or cut classes.  These reg-
ulations reflect our belief that classroom learning activities are an essential part of the curriculum for all 
students and are intended to reduce tardiness and absence form class. (Section 5310 of School Code)  
In June 2012, the Connecticut State Board of Education adopted new definitions for an absence to be 
considered excused (see table below). It is important to note that while the first nine absences in a school 
year can be deemed excused for any reason the parent or guardian provides, the tenth and each sub-
sequent absence establish a more stringent and specific set of reasons for the absence to qualify as 
excused.  

 

Level 

 

Total # of Days 

Absent* 

Acceptable Reasons for a Student Absence to 
Be Considered Excused 

Documentation 
Required within 10 
Days** 



1 One through  

nine 

Any reason that the student’s parent or guardian 
approves. 

Parent or guardian 
note or phone call. 

2 10 and above • Student illness (Note: to be deemed ex-
cused, an appropriately licensed medical 
professional must verify all student illness 
absences, regardless of the absence’s 
length). 

• Student’s observance of a religious holiday. 

• Death in the student’s family or other emer-
gency beyond the control of the student’s 
family. 

• Mandated court appearances (additional doc-
umentation required). 

• The lack of transportation that is normally pro-
vided by a district other than the one the stu-
dent attends (parental documentation is not 
required for this reason). 

• Extraordinary educational opportunities pre-
approved by district administrators. (Opportu-
nities must meet certain criteria). 

Parent or guardian 
note and in some 
cases additional 
documentation (see 
details of specific 
reason). 

 

* Note: The total number of days absent includes both excused and unexcused absences.  **Suspensions 
do not require documentation. 

Unexcused Absences also include: 

Truancy - an unexcused absence from all classes on a given day. 

Class cut -an unexcused absence from class when a student is present in the building or is tardy 15 
minutes or more. 

MAKE UP WORK 
In cases of excused absence other than family-initiated travel, appropriate provisions will be made by school 
staff regarding assistance with missed assignments, homework and tests. When an excused absence is the 
result of family initiated travel, teachers are under no obligation to provide advance assignments or to review 
work missed during the period of absence. Students must be allowed to take make-up tests. The Assistant 
Principal must be notified in writing of extended absences due to family-initiated travel. 

REPORTING A STUDENT’S ABSENCE 
A parent or guardian should call the attendance line at 860-231-5000 x6299 to report their child’s absence. 
An absence note signed by the parent/guardian must be submitted to the attendance clerk within 10 days 
of the student’s return to school. A student’s absence from school shall be considered excused if written 
documentation of the reason for the absence has been submitted within 10 school days of the student’s 
return to school or in accordance with Section 10-210 of the Connecticut General Statues or the state’s 
guidelines for excused and unexcused absences.   

TRUANCY 
According to the State of Connecticut, a child enrolled in a public or private school is considered to be 
“truant” when they have four or more unexcused absences from school in any single month or ten or more 
unexcused absences in any school year. 

West Hartford Public Schools’ Truancy Policy states, in part, that: 

Regular student attendance in school is essential to the educational process.  Connecticut law requires 
that children ages five through eighteen attend school regularly during the hours and terms that the public 
school is in session, unless specifically exempted from attendance by law.  Responsibility for assuring that 
students attend school rests by statute with the parent or other person having control of the child. 

To assist parents / guardians in meeting this responsibility, Conard High School has implemented policies 
to promptly identify those students who meet the regulatory definition of “truant”, to inform the parents / 
guardians to that effect, and to assist the student and their family in rectifying the situation / improving the 



student’s attendance. 

EARLY DISMISSAL 

Students must receive prior written permission from the Attendance Office in order to leave school 
property anytime between 7:30 a.m. and 2:15 p.m. (12:48 p.m. on early Wednesdays).  Failure to do 
so will result in disciplinary action. 

Students should present a written request for early dismissal from a parent or guardian to the Attendance 
Office before first period. 

Approved reasons for early dismissal: 
• Community school; 
• Volunteer activities; 
• Emergency medical appointments; 
• College interviews; 
• Participation in work experience programs. 
Note: The Assistant Principals will review all late arrival and early dismissal records quarterly and 
withdraw the privilege for students who abuse the privilege. 

PRE-ARRANGED ABSENCE 

Students who plan to be absent from school, need to make arrangements with their assistant principal and 
teachers for that absence at least 48 hours beforehand. 

• The student’s Assistant Principal will review the request from the parent/guardian and will use profes-
sional judgment in excusing a pre-arranged absence based on such factors as the educational value 
of the proposed experience, the personal or family benefit, and the impact of the absence on the 
student’s learning. 

• After receiving approval of a pre-arranged absence, the student should speak with his/her teachers 
about the assignments that will be missed. Approval for pre-arranged absences provides the student 
with time to complete the missed assignments while away and the opportunity to keep pace with the 
class. This avoids the requirement to complete make-up work and regular work at the same time after 
the absence. 

• Students are expected to be fully prepared on the day of return (i.e., homework) and must request 
assignments before leaving.  

Assignments given by a teacher before an approved pre-arranged absence begins will be due upon the 
student’s return. 

ABSENCES - EXCUSED AND UNEXCUSED 
I. Students who have four (4) unexcused absences or more than twelve (12) absences (excused and 

unexcused) during a semester will receive the academic grade earned but will not receive credit for 
the semester.  An opportunity will be given to appeal this loss of credit. 

II. Students who lose credit are expected to remain in class for possible reinstatement of credit. (See 
Appeals Process) 

III. For a full year course, the student will start the second semester with a new attendance record. 
IV. The administrator or administrator’s designee will conduct an administrative review in each situation 

where a student has accumulated twelve (12) or more absences (excused and/or unexcused) in a 
given class and/or four (4) unexcused absences. 

V. As part of the Administrative Review and the Appeals Process, school officials may require documen-
tation other than a parental note, in order to determine if credit is granted or withheld. 

Exceptions 

• If the class meets 3 times per week per semester, students who have three (3) unexcused absences 
or seven (7) excused absences will not receive credit for the semester. 

• If the class meets 2 times per week per semester, students who have two (2) unexcused or four (4) 
excused absences will not receive credit for the semester. 

Student and Parent Responsibilities 

• Regular attendance is expected in all classes. 
• It is expected that parents will call the attendance clerk each morning the student is absent. 



• It is the responsibility of the student and the parent to verify any absence from school within ten (10) 
days of its occurrence. If the absence is not verified within ten (10) days, the absence will be 
considered unexcused. 

 Students are expected to be in attendance during the school day in order to participate in after- hours 
school - sponsored activities. 

Staff Responsibilities 

Upon the first unexcused absence in a class: 

• The administrator or administrator’s designee will issue the student one (1) ninety minute office detention. 
• The administrator or administrator’s designee will discuss the situation with the student and may con-

tact the parent. 
• The teacher will discuss the cut with the student and may contact the parent.    
Upon the second unexcused absence in a class: 

• The administrator or administrator’s designee will assign the student a Saturday detention and will 
review the circumstances with the student to develop appropriate interventions which may include a 
school success workshop.  

• The administrator or administrator’s designee will notify the parent of the Saturday detention by mail 
and may contact the parent by phone.  The student’s counselor will be informed. 

• The teacher will discuss the cut with the student and may contact the parent.  
Upon the third unexcused absence in a class: 

• The administrator or administrator’s designee will assign the student at least one (1) Saturday detention and 
will review the circumstances with the student to develop appropriate interventions to avoid a loss of credit.  

• The administrator or administrator’s designee will notify the parent by mail of the Saturday detention and of 
the potential loss of credit and may contact the parent by phone.  The student’s counselor will be informed. 

• The teacher will discuss the cut with the student and may contact the parent.  
Upon the fourth unexcused absence in a class: 

• The administrator or administrator’s designee will notify the parent, student and counselor of loss of 
credit in the course. 

• The assistant principal and the counselor, along with the student/parent will determine if the student is 
to remain in class with the possibility of having credit reinstated at the end of the semester (by appeal 
or administrative review) based upon positive evidence of improvement.  

• The administrator or administrator’s designee will issue at least one Saturday detention or a day of 
internal suspension. 

• The student may appeal to have the credit reinstated at the end of the semester. 

TARDIES – EXCUSED AND UNEXCUSED 
Tardy - not present in classroom when bell rings. 

Excused Tardy - lateness to class with a legitimate reason and a pass 

The following are acceptable reasons for being tardy to school or class.  A note from a parent/guardian 
with a specified arrival time and the reason for being tardy is required. 

1. personal illness  

2. appointment with a health or legal professional  

3. family emergency  

4. late bus 

Please note that tardiness will not be excused for oversleeping, unverified transportation problems, etc. 

If the tardiness is at the beginning of the school day, the student must present a note to the attendance clerk 
to determine if the tardy is excused. If the tardy is excused, the student will receive an excused tardy pass. 

Repeated tardiness in a semester may result in disciplinary action. 

Unexcused Tardy - lateness to periods 1-8 up to 15 minutes to class without a legitimate pass from a staff 
member or acceptable note from a parent/guardian. Three unexcused tardies is equivalent to one un-
excused absence. 

Teachers will admit tardy students and mark them as either excused or unexcused.  Notes from parents 
regarding tardiness to school should be forwarded to the attendance office.  Teachers will assign teacher 
detentions after the first and second occurrence in a semester.  An office detention will be assigned on 



the third occurrence.  Students more than 15 minutes late to class without a note or pass will be consid-
ered absent for that class period.  

Consequences for ongoing unexcused tardiness:   

1. Teacher detentions 

2. On the third occurrence per semester, teachers will assign an office detention 

3. On the sixth occurrence per semester, an administrator or administrator’s designee will issue a Sat-
urday detention. 

4. On the ninth occurrence per semester, an administrator or administrator’s designee will issue a Sat-
urday detention and warn the student of the potential loss of credit. Repeat tardiness in a quarter may 
result in further disciplinary action. 

External Suspension - the exclusion of a student from school for up to ten (10) consecutive school days. 

Internal Suspension - the exclusion of a student from classes and all regular school activities. The student 
will be assigned to the in-school-suspension room.   

Saturday Detention - four hours of detention on Saturday which may be assigned in lieu of one (1) day of 
suspension. 

Truancy - an unexcused absence from all classes on a given day.  

APPEALS PROCESS 

Students wishing to appeal a loss of credit in a class due to excessive absences must file an appeal within 
the specified time period. The process will include: 

1. A formal request for an attendance appeal delivered to the attendance office. 

2. A written statement from the student. 

3. Attendance record from date of loss of credit. 

4. Subject teacher recommendation and semester grade to date. 

5. Evidence of extenuating circumstances related to the absences, if appropriate. 

6. A hearing may be required to review an appeal. 

The Appeals Board is made up of an assistant principal not actively involved with the student, a neutral 
teacher and a neutral school counselor.  A parent/guardian or other advocate may accompany the student 
to the appeal hearing. 

Regulations West Hartford Public Schools 

Revised April 2005 West Hartford, Connecticut 

ACADEMIC HONOR CODE 

At Conard, we strive to create an environment wherein each individual acts honestly.  We believe it is the 
right, privilege, and responsibility of each individual to contribute to and work in an environment of trust.  
As such, the following is Conard’s academic honor code: 

As a Conard student, I will not cheat, lie, or steal; nor will I support those who do.  I will play by the rules. 

Even though the following document refers to academic policy, honorable behavior covers the full range of 
activities within the school environment.  Infractions of a “non-academic nature” will fall under the guidelines 
of the student behavior and discipline code and may result in a school suspension.  The Conard High 
School Academic Honor Code addresses academic cheating, plagiarizing, lying, and stealing. 

Academic cheating is stealing and encompasses, but is not limited to, the following: 

• Willful giving or receiving of an unauthorized, unfair, dishonest, or unscrupulous advantage in school 
work over other students 

• Attempted cheating 

• Unauthorized use of technology and/or technology applications  

Some examples: 

• Deception 

• The use of talking, signs. or gestures during a test or quiz 

• Copying from another student or allowing the copying of an individual assignment 



• Unauthorized collaboration on assignments 

• Passing test or quiz information during a class period or from one class period to members of another 
class period with the same teacher 

• Submission of pre-written writing assignment at such times when such assignments are to be written 

• Illegally exceeding time limits on timed tests, quizzes, or assignments 

• Improper or unauthorized use of telephone, online translators, graphing calculators, or other forms of 
technology 

• Unauthorized use of study aids, notes, books, data, or other sources of information 

• Computer fraud, sabotaging the projects or experiments of other students, or improper collaboration 
without the teacher’s knowledge  

Academic plagiarizing encompasses, but is not limited to, the following: 

• Presenting as one’s own the works or opinions of someone else without proper acknowledgement 
(e.g. published or electronically generated sources) 

• Borrowing of the sequence of ideas, the arrangement of materials, or the patterns of thought of some-
one else without proper acknowledgement 

Some examples: 

• Having a parent or another person write an essay or do a project which is then submitted as one’s own 
work 

• Failing to use proper documentation and bibliography 

Academic lying encompasses, but is not limited to, the following: 

• Willful and knowledgeable telling of an untruth or falsehood as well as any form of deceit 

• Attempted deception 

• Forging a signature 

• Fraud in an oral or written statement 

Some examples: 

• Lying or failing to give complete information to a teacher 

• Feigning illness or cutting class to gain extra preparation time for tests, quizzes, or assignments  

Academic stealing encompasses, but is not limited to, the following: 

• Taking or appropriating without the right or permission to do so and with the intent to wrongfully keep or make 
use of the schoolwork or materials of another student or the instructional or assessment materials of a teacher. 

Some examples: 

• Copying the work of another student 

• Stealing copies of tests or quizzes 

• Illegitimately accessing the teacher’s answer key for tests or quizzes 

• Stealing the teacher’s edition of the textbook 

• Stealing another student’s homework, notes, or handouts 

THINGS TO AVOID 

• Looking in the direction of another student’s paper 

• Talking to another student during a test 

• Open backpacks 

• Unnecessary or forbidden materials on the desk during an exam or quiz 

• Using or having cell phones or electronic devices exposed and audible 

CONSEQUENCES AND PENALTIES 

The consequences and penalties for violations of the academic honor code are determined by the total 
number of offenses accumulated while the student is enrolled at Conard High School. 

First Offense 

The student receives no credit for the assignment and a comment on the student’s next report card.  The 



student will receive an office detention to be served with the teacher or the academic department supervi-
sor.  If plagiarism is present in a rough draft of an assignment, there is no penalty provided it is corrected 
in the final draft.   

The teacher will: 

• Call the parent 

• File a report with the student’s School Counselor and Assistant Principal. The incident will become 
part of the student’s disciplinary record kept in the Main Office 

• Meet with the student and the appropriate department supervisor to discuss the issue, the ethics of 
academic dishonesty, and to remind the student of the consequences of a further offense 

Second Offense 

The student receives no credit for the assignment and a comment on the student’s next report card. The student 
will receive an extended detention to be served with the teacher or the academic department supervisor.  This 
second offense will jeopardize the student’s eligibility for membership in the school’s honor societies.   

The teacher will: 

• Call the parent 

• File a report with the student’s School Counselor and Assistant Principal. The incident will become 
part of the student’s disciplinary record kept in the Main Office 

• Meet with the student and the appropriate department supervisor to discuss the issue, the ethics of 
academic dishonesty, and to remind the student of the consequences of a further offense 

The School Counselor and Assistant Principal will: 

• Meet with the student to discuss the importance of the issue and possible consequences 

Third Offense 

The student receives no credit for the assignment and a comment on the student’s next report card. The 
student will receive an in-school suspension. This third offense will jeopardize the student’s eligibility for 
membership in the school’s honor societies.  

The teacher will: 

• Call the parent 

• File a report with the student’s School Counselor and Assistant Principal. The incident will become 
part of the student’s disciplinary record kept in the Main Office 

• Meet with the student and the appropriate department supervisor to discuss the issue, the ethics of 
academic dishonesty, and to remind the student of the consequences of a further offense 

The School Counselor and Assistant Principal will: 

• Meet with the student to discuss the importance of the issue and possible consequences 

Fourth Offense 

The student receives an “F” (50%) for the marking period in the class in which the fourth offense was 
committed. The student will receive a comment on their next report card. The student will receive an in-
school suspension. This fourth offense will result in a recommendation for non-eligibility or removal from 
membership in the school’s honor societies.  

The teacher will: 

• Call the parent 

• File a report with the student’s School Counselor and Assistant Principal.  The incident will become 
part of the student’s disciplinary record kept in the Main Office 

• Meet with the student and the appropriate department supervisor  to discuss the issue, the ethics of 
academic dishonesty, and to remind the student of the consequences of a further offense 

The School Counselor and Assistant Principal will: 

• Meet with the student to discuss the importance of the issue and possible consequences 

Fifth Offense 

The student receives an “F” (50%) in the class for the semester in which the fifth offense was committed.  



The student will receive a comment on their next report card.  The student will receive an in-school sus-
pension.  This fourth offense will result in a recommendation for non-eligibility or removal from member-
ship in the school’s honor societies.   

The teacher will: 

• Call the parent 

• File a report with the student’s School Counselor and Assistant Principal.  The incident will become 
part of the student’s disciplinary record kept in the Main Office 

• Remind the student of the consequences of a further offense 

THE STUDENT MAY APPEAL PENALTIES FOR OFFENSES TO THE ADMINISTRATION. MULTIPLE 
INCIDENTS IN A SINGLE CLASS OR A VARIETY OF CLASSES ARE CONSIDERED A SERIOUS DIS-
RUPTION OF THE EDUCATIONAL PROCESS AND WILL RESULT IN FURTHER DISCIPLINARY AC-
TION UP TO AND POSSIBLY INCLUDING EXPULSION.  ANY ADDITIONAL VIOLATIONS BEYOND A 
FIFTH OFFENSE WILL CARRY THE CONSEQUENCES OF THE FIFTH OFFENSE IN THAT CLASS 
FOR THAT SEMESTER.  

ACT 

As members of the Conard community, we should always show care for one another. 

An easy way to remember our responsibility is to A.C.T.  (Acknowledge, Care, Tell) 

Acknowledge:  A way that we can acknowledge is by taking notice and reporting the following concerns:  

- threatening statements or posing a threat in any way 

- someone displaying extreme anger 

- someone who has withdrawn from school, family, friends 

- bullying behaviors   

Care:  There are lots of ways to show care.  Some of those ways include: 

- Not spreading rumors 

- Directing peers to an adult in the building that can help 

- Speaking to parents or guardians outside of school hours 

- Calling 211; pages 18-19 in your student handbook describes the services provided 

Tell:  Telling an adult when you have concerns about one of your peers could save a life. 

 

BULLYING BEHAVIOR IN THE SCHOOLS 

West Hartford Public Schools Policy 5550 

I. PURPOSE 
 The West Hartford Board of Education is dedicated to promoting and maintaining a positive learning 

environment where all students are welcomed, supported, and feel socially, emotionally, intellectually 
and physically safe in school. 

II. BULLYING PROHIBITED 
A. Bullying is prohibited on school grounds, at a school-sponsored or school-related activity, function or pro-

gram whether on or off school grounds, at a school bus stop, on a school bus or other vehicle owned, 
leased, or used by a local or regional board of education, or through the use of an electronic device or an 
electronic mobile device owned, leased, or used by the local or regional board of education. 

B. Bullying is also prohibited outside of the school setting if such bullying results in any of the following: 
(i) creates a hostile environment at school for the student against whom such bullying was directed, 
(ii) infringes on the rights of the student against whom such bullying was directed at school, or (iii) 
substantially disrupts the education process or the orderly operation of a school. 

C. Any form of discrimination and retaliation against an individual who reports or assists in the investiga-
tion of an act of bullying is strictly prohibited. 

III. DEFINITIONS 
A. “Bullying” means (1) the repeated use by one or more students of a written, oral, or electronic commu-

nication, such as cyberbullying, directed at or referring to another student attending school in the same 



school district, or (2) a physical act or gesture by one or more students repeatedly directed at another 
student attending school in the same school district, that: 
(a) Causes physical or emotional harm to such student or damage to such student’s property, 
(b) Places such student in reasonable fear of harm to himself or herself, or of damage to his or her 

property, 
(c) Creates a hostile environment at school for such student, 
(d) Infringes on the rights of such student at school, or 
(e) Substantially disrupts the education process or the orderly operation of a school. 

 Bullying shall include, but not be limited to, a written, oral, or electronic communication or physical 
gesture based on any actual or perceived differentiating characteristic, such as 
race, color, religion, ancestry, national origin, gender, sexual orientation, gender identity or expression, 
socioeconomic status, academic status, physical appearance, or mental, physical, developmental, or 
sensory disability, or by association with an individual or group who has or is perceived to have one or 
more of such characteristics. 

B. “Cyberbullying” means any act of bullying through the use of the Internet, interactive and digital tech-
nologies, cellular mobile telephone or other mobile devices or any electronic communications. 

C. “Mobile electronic device” means any hand-held or other portable electronic equipment capable of 
providing data communication between two or more individuals, including, but not limited to, a text 
messaging device, a paging device, a personal digital assistant, a laptop computer, equipment that is 
capable of playing a video game or a digital video disk, or equipment on which digital images are taken 
or transmitted. 

D. “Electronic communication” means any transfer of signs, signals, writing, images, sounds, data, or 
intelligence of any nature transmitted in whole or in part by a wire, radio, electromagnetic, photo-elec-
tronic, or photo-optical system. 

E. “Hostile environment” means a situation in which bullying among students is sufficiently severe or 
pervasive to alter the conditions of the school climate. 

F. “Out of the school setting” means at a location, activity, or program that is not school related, or through 
the use of an electronic device or a mobile electronic device that is not owned, leased or used by a 
local or regional board of education. 

G. “Safe School Climate Coordinator” means the individual appointed by the Superintendent of Schools 
from existing staff who is responsible for: 
1. Implementing the district’s Safe School Climate Plan; 
2. Collaborating with the safe school climate specialists, the Board of Education and the Superinten-

dent of Schools to prevent, identify, and respond to bullying in the schools of the district. 
3. Providing data and information, in collaboration with the Superintendent of Schools of the district, 

to the State Department of Education regarding bullying, in accordance with state law; and 
4. Meeting with the safe school climate specialists at least twice during the school year to discuss 

issues relating to bullying in the school district and to make recommendations concerning amend-
ments to the district’s Safe School Climate Plan. 

H. “Safe School Climate Specialist” means the principal of each school, or the principal’s designee, who 
is responsible for: 
1. Investigating or supervising the investigation of reported acts of bullying in the school in accord-

ance with the district’s Safe School Climate Plan; 

2. Collecting and maintaining records of reports and investigations of bullying in the school; and 
3. Acting as the primary school official responsible for preventing, identifying, and responding to re-

ports of bullying in the school. 
I. “School employee” means 

1. A teacher, substitute teacher, school administrator, school superintendent, guidance counselor, 
psychologist, social worker, nurse, physician, school paraprofessional or coach employed by a 
local or regional board of education or working in a public elementary, middle, or high school; or 

2. Any other individual who, in performance of his or her duties, has regular contact with students 
and who provides services to or on behalf of students enrolled in a public elementary, middle, or 
high school, pursuant to a contract with the local or regional board of education. 

J. “School climate” means the quality and character of school life with a particular focus on the quality of 



the relationships within the school community between and among students and adults. 
IV. SAFE SCHOOL CLIMATE PLAN 
The district’s Safe School Climate Plan consists of this policy as well as the administrative regulations developed 
by the Superintendent of Schools to implement this policy. This policy clarifies the legal mandates regarding the 
district’s response to bullying in its schools. The administrative regulations shall address the broader topic of school 
climate and may incorporate the National School Climate Standards or other applicable evidence-based stand-
ards. Revisions to any part of the Safe School Climate Plan shall be approved by the Board of Education. 
A. Reporting Procedures 

1. Any student who believes he or she has been the victim of bullying may report the matter to any 
school employee. Students may anonymously report acts of bullying to school employees. 

2. Parents or guardians of students may also file written reports of suspected bullying. 
3. School employees who witness acts of bullying or receive reports of bullying are required to orally notify 

the safe school climate specialist (or another school administrator if the safe school climate specialist is 
unavailable), not later than one school day after such school employee witnesses or receives a report of 
bullying, and to file a written report not later than two school days after making such oral report. 

B. Investigation 
1. The safe school climate specialist shall investigate or supervise the investigation of all reports of 

bullying and ensure that such investigation is completed promptly after receipt of any written re-
ports and that the parents or guardians of the student alleged to have committed an act or acts of 
bullying and the parents or guardians of the student against whom such alleged act or acts were 
directed receive prompt notice that such investigation has commenced. 

2. The safe school climate specialist shall review any anonymous reports. No disciplinary action shall 
be taken solely on the basis of an anonymous report. 

3. The investigator shall assess whether there is a necessity to take immediate measures to prevent 
further allegations of bullying or retaliation of any kind while the investigation is pending. 

4. The investigator shall remind involved parties that any form of discrimination and retaliation against 
an individual who reports or assists in the investigation of an act of bullying is strictly prohibited. 

5. After a prompt investigation, the investigator should ascertain whether the alleged conduct oc-
curred and whether such conduct constitutes bullying as defined by this policy. 

C. Response to Verified Acts of Bullying 
1. If it is determined that bullying has occurred, the school will take prompt corrective action that is 

reasonably calculated to stop the bullying and prevent any recurrence of such behavior. As part 
of such remedial action, the offender may be subject to appropriate disciplinary action which may 
include, but is not limited to, one or a combination of the following: counseling, awareness training, 
warning, reassignment, transfer, suspension, or expulsion. 

2. Each school shall notify the parents or guardians of students who commit any verified acts of 
bullying and the parents or guardians of students against whom such acts were directed not later 
than forty-eight hours after the completion of the investigation. This notification shall include a 
description of the response of school employees to such acts and any consequences that may 
result from the commission of further acts of bullying. 

3. Each school is required to invite the parents or guardians of a student [who commits any verified 
act of bullying and the parents or guardians of the student] against whom such act was directed 
to a meeting to communicate to such parents or guardians the measures being taken by the school 
to ensure the safety of the student against whom such act was directed and policies and proce-
dures in place to prevent further acts of bullying. This invitation shall include a description of the 
response of school employees to such acts and any consequences that may result from the com-
mission of further acts of bullying. 

4. Each school is required to invite the parents or guardians of a student who commits any verified 
act of bullying to a meeting, separate and distinct from the meeting in section 3 above, to discuss 
specific interventions undertaken by the school to prevent further acts of bullying. 

5. A student safety support plan shall be developed for any student against whom an act of bullying 
was directed. The plan shall address safety measures that the school will take to protect such 
students against further acts of bullying. 

6. Case-by-case interventions shall be developed to address repeated incidents of bullying against 
a single individual or recurrently perpetrated bullying incidents by the same individual that may 



include both counseling and discipline. 
7. The principal of a school, or designee, shall notify the appropriate law enforcement agency when 

such principal, or designee, believes that any acts of bullying constitute criminal conduct. 
D. Prevention and Intervention Strategy 
 Students shall be provided with a variety of prevention and intervention strategies which may include, 

but are not limited to: 
1. Implementation of positive behavioral interventions and supports process or another evidence-

based model approach for safe school climate or for the prevention of bullying identified by the 
State Department of Education; 

2. School rules prohibiting bullying, harassment, and intimidation and establishing appropriate con-
sequences for those who engage in such acts; 

3. Adequate adult supervision of outdoor areas, hallways, the lunchroom and other specific areas 
where bullying is likely to occur; 

4. Inclusion of grade-appropriate bullying education and prevention curricula in kindergarten through 
high school; 

5. Individual interventions with the bully, parents, and school employees, and interventions with the 
bullied child, parents, and school employees; 

6. School-wide training related to safe school climate; 
7. Student peer training, education and support; 
8. Promotion of parent involvement in bullying prevention through individual or team participation in 

meetings, trainings and individual interventions; 
9. Culturally competent school-based curriculum focusing on social-emotional learning, self-aware-

ness and self-regulation. 
 For purposes of this section, “interventions with the bullied child” includes referrals to a school coun-

selor, psychologist or other appropriate social or mental health service, and periodic follow-up by the 
safe school climate specialist with the bullied child. 

E. Documentation and Record Keeping 
1. Safe school specialists shall establish a procedure for each school to: 

a. Document and maintain records relating to reports and investigations of bullying in such school. 
b. Maintain a list of the number of verified acts of bullying in such school and make such list available 

for public inspection. The public list must not contain any personally identifiable information about 
any student or information that might reasonably lead to the identification of any student. 

2. The district’s safe school climate coordinator shall annually report the number of verified acts of 
bullying in the district’s schools to the Department of Education in such manner as prescribed by 
the Commissioner of Education. 

F. Training 
1. All school employees must annually complete training on the prevention, identification, and re-

sponse to bullying and the prevention of and response to youth suicide. The training will be pro-
vided to teachers, administrators, and pupil personnel who hold the initial educator, provisional 
educator, or professional educator certificate via in-service training. All other school employees 
shall receive such training as provided by the State Department of Education. 

2. As part of the prevention and intervention strategies, schools may also implement school-wide 
training related to safe school climate and student peer training, education, and support. 

G. Safe School Climate Committee 
 For the school year commencing July 1, 2012, and each school year thereafter, the principal of each 

school shall establish a committee (or designate at least one existing committee in the school) to be 
responsible for developing and fostering a safe school climate and addressing issues relating to bul-
lying in the school. Such committee shall include at least one parent or guardian of a student enrolled 
in the school appointed by the school principal. Parents or guardians who serve on such committee 
shall not participate in the activities described in subparagraphs (1) and (2) below or any other activity 
that may compromise the confidentiality of a student. The safe school climate committee of each 
school shall: 
1. Receive copies of completed reports following investigations of bullying; 
2. Identify and address patterns of bullying among students in the school; 



3. Review and make recommendations to amend school policies relating to bullying; 
4. Review and make recommendations to the district safe school climate coordinator regarding the 

district’s safe school climate plan based on issues and experiences specific to the school; 
5. Educate students, school employees, and parents and guardians of students on issues relating to 

bullying; 
6. Collaborate with the district safe school climate coordinator in the collection of data regarding bul-

lying, in accordance with the law; 
7. Perform any other duties as determined by the school principal that are related to the prevention, 

identification, and response to school bullying for the school. 
H. Periodic Assessment of School Climate 

1. On and after July 1, 2012, and biennially thereafter, each school in the district shall complete an 
assessment using the school climate assessment instruments, including surveys, approved and 
disseminated by the State Department of Education so that the state can monitor bullying preven-
tion efforts over time and compare each district’s progress to state trends. 

2. Assessment tools may also be used by Safe School Climate Committees to review and make 
recommendations for revisions to the district’s Safe School Climate Plan. 

I. Notice Requirements 
1. At the beginning of each school year, each school will provide all school employees with a written 

or electronic copy of the school district’s Safe School Climate Plan. 
2. Students and the parents or guardians of students shall be notified at the beginning of each school 

year of the process by which students may make reports of bullying. 
3. Students shall be provided with notice of the definitions of bullying, cyberbullying, and the potential 

consequences of engaging in such acts by the inclusion of language in student codes of conduct 
concerning bullying. 

4. The district’s Safe School Climate Plan shall be made available on the Board’s and each individual 
school’s Internet web-site and ensure that such plan is included in the school district’s publication 
of rules, procedures, and standards of conduct for schools, and in all student handbooks. 
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If you feel that you are a target of bullying behavior or know someone who is, please report it to an 
adult. You may remain an anonymous reporter if you choose. 

ACTIONS LEADING TO SUSPENSION OR  
EXPULSION 

Students may be suspended or expelled for conduct on school grounds, or at any school-sponsored activity 
that endangers persons or property, is seriously disruptive of the educational process, or that violates a 
publicized policy of the Board of Education.   

Students may be suspended or expelled for conduct off school grounds if such conduct is seriously dis-
ruptive of the educational process and violates a publicized policy of the Board of Education.  Such acts 
include, but are not limited to, the following: 

1. Conduct, physical or verbal, causing a threat of danger to the physical or mental well-being of the 
student or other people or 

2. Striking or physically assaulting another person; or 
3. Causing or attempting to cause damage to public property; or stealing or attempting to steal public 

property; or 
4. Causing or attempting to cause damage to private property or 
5. Taking or attempting to take, personal property or money from another person or from his/her presence 

by means of stealth, force or fear; or 
6. Possessing, transmitting, or distributing any deadly weapon, dangerous instrument, martial arts 

weapon or firearm, whether or not capable of firing a shot, firearm facsimile, compressed air gun, knife, 
billy, blackjack, bludgeon or metal knuckles, explosives, chains, or other dangerous objects; or 

7. Possessing a firearm as defined in 18 USC 921, in violation of Conn. Gen. Stat. 29-35, or possessing 



and using a firearm as defined in 18 USC 921, a deadly weapon, a dangerous instrument or a martial 
arts weapon in the commission of a crime; or 

8. Possessing, using, transmitting, distributing, or being under the influence of any un-prescribed con-
trolled substance, unauthorized, illegal or dangerous drugs, narcotics, hallucinogenic drugs, amphet-
amines, barbiturates, marijuana, alcoholic beverages, tobacco products, or intoxicants of any kind in 
violation of the Board’s Policy #5520; or 

9. Knowingly or willfully being in the presence of those who are in possession of, using, transmitting, 
distributing, or under the influence of any unprescribed controlled substance, illegal, unauthorized or 
dangerous drugs, narcotics, hallucinogenic drug, amphetamines, barbiturate, marijuana, alcoholic 
beverage, or intoxicants of any kind; or 

10. Participation in an unauthorized occupancy by any group of pupils or others of any part of any school 
or school premises or other building owned by any school district, and failure to leave such premises 
or other facility promptly after having been directed to do so by the principal or other person then in 
charge of such building or facility; or 

11. Using or copying the academic work of another and presenting it as his/her own without proper attrib-
ution or allowing such use and/or copying of the pupil’s own work by another; or  

12. Violation of any Federal or State law which would indicate that the violator presents a danger to any 
person in the school community or to school property; or 

13. Open defiance of the authority of any teacher or person having authority over the pupil, including verbal 
abuse; or 

14. Repeated unauthorized absence from school in violation of the Board’s truancy policy; or 
15. Falsely activating fire alarm or other safety systems; or 
16. Falsely reporting the presence of a bomb or other explosive device at the school; or 
17. Unauthorized possession and/or use of paging devices, beepers, walkie-talkie or other similar elec-

tronic communication devices without the written permission of the principal or his/her designee; or 
18. Violation of a publicized policy of the Board including that dealing with conduct on school buses; or 
19. Sexually harassing another person through word or action, in violation of the Board’s sexual harass-

ment policy #4011; or 
20. Any behavior, verbal or physical, that harasses, threatens, intimidates, abuses or demeans certain 

individuals or groups on the basis of race, ethnicity, religion, sex, sexual orientation, creed, national 
origin, or handicap that creates a substantial or material disruption of the school’s operation or is likely 
to incite a breach of peace; or 

21. The wearing of any gang related apparel or insignia. 

Contraband items may be seized by teachers or administrative staff,and retained until all discipli-
nary procedures are completed. 

 

MANDATORY EXPULSION 
The Superintendent shall recommend expulsion when he/she reasonably believes that a student: 
1. Was in possession on school grounds or at a school-sponsored activity of a deadly weapon, dangerous 

instrument, martial arts weapon, or firearm as defined in 18 USC 921 as amended from time to time; or 
2. Off school grounds was in possession of such a firearm in violation of Conn. Gen. Stat. 92-35 or did 

possess and use such a firearm, deadly weapon, dangerous instrument or a martial arts weapon in 
the commission of a crime; or 

3. On or off school grounds offered for sale or distribution a controlled substance (as defined in Conn. 
Gen. Stat. 21a-240(a) whose manufacture, distribution, sale, prescription, dispensing, transporting or 
possessing with intent to sell or dispense, offering or administering is subject to criminal penalties 
under Sections 21a-277 and 21a-278; or 

4. Is in violation of one or both of these statutes if he/she is in possession of a deadly weapon or firearm 
without a proper permit authorizing such possession consistent with the Board’s Weapons and Dan-
gerous Instruments Policy #5540. 

Should the Board conclude, after hearing the matter, that the student engaged in conduct as described in 
sub paragraphs (1), (2), (3) and (4) above, the Board shall expel the student for one calendar year.  The 
Board may modify the period of expulsion on a case-by-case basis. 
As used in this paragraph, a “firearm as defined in 18 USC 921” means: 
• Any weapon that will, is designed to, or may be readily converted to expel a projectile by the action of 



an explosive, 
• The frame or receiver of any such weapon, a muffler or silencer, or  
• Any destructive device (any explosive, incendiary, poisonous gas, bomb, rocket, missile, mine, gre-

nade or similar device, or any weapon (other than a shotgun or shotgun shell particularly suited for 
sporting purposes) that will or may be converted to expel a projectile by explosive or other propellant 
having a barrel with a bore or more than ½” in diameter.   

“Firearm” means any sawed-off shotgun, machine gun, rifle, shotgun, pistol, revolver or other weapon, 
whether loaded or unloaded, from which a shot may be discharged.  
“Deadly weapon” means any weapon, whether loaded or unloaded, from which a shot may be discharged, 
or a switchblade knife, gravity knife, billy, blackjack, bludgeon or metal knuckles.   
“Dangerous instrument” means any instrument, article or substance, which under the circumstances in 
which it is used or attempted or threatened to be used, is capable of causing death or serious physical 
injury and includes a “vehicle.”   
“Martial arts weapon” means a nunchaku, kama, kasari-fundo, octagon sai, tonfa or Chinese star. 
In keeping with the intent of the federal Gun Free Schools Act, it shall be the policy of the Board to expel a 
student for one full calendar year for bringing a “firearm as defined in 18 USC 921” to school, as that term 
is defined above.  The Board may modify the period of expulsion on a case-by-case basis. 

NOTIFICATION 
PSYCHOTROPIC DRUGS 
The district maintains policy and procedures for recommending psychotropic medications in compliance with 
State statutes 10-2123.  The school health, mental health, and other school personnel may recommend a 
medical evaluation and or support consultation with a student’s medical practitioner within a Planning & Place-
ment Team’s (PPT) meeting if appropriate and needed, and with the written consent of the parent. 

SUICIDE PREVENTION 
The district maintains procedural guidelines for suicide prevention and intervention In response to AT RISK 
behaviors by students, (i.e. Suicidal ideation, commentary or self injurious behavior).  The school faculty 
receives information and in-service on suicide prevention annually. 
All students are encouraged to access support staff, (school counselors, social workers, school psychologists, 
school nurses) for any number of issues relating to interpersonal conflicts, emotional crisis, family concerns, 
substance related matters or other crisis.  The school’s support staff may assist in problem solving, direct 
counseling and/or referring the students to an outside agency for appropriate follow through as the circum-
stance indicates.  In case of an emergency, students may access support staff with or without an appoint-
ment. Parents and students can obtain a list of crisis services and other community resources from a support 
staff member or online by accessing ‘Emergency Services and Resources’ under the ‘Quick Links’ section of 
the Conard High School website: www.whps.org/school/conard/index.asp 

NOTIFICATION OF RIGHTS UNDER (“PPRA”) 
THE PROTECTION OF PUPIL RIGHTS AMENDMENT 

The Protection of Pupil Rights Amendment (PPRA), 20 U.S.C. § 1232h, affords parents and eligible students (i.e. 
students over 18 or emancipated minors) certain rights with respect to the administration of student surveys, the col-
lection and use of personal information, and the administration of certain physical exams.  These rights include: 

1. The right of a parent to inspect, upon request, a survey created by a third party before the survey is 
administered or distributed by a school to a student; 

2. The right of a parent to inspect, upon request, any survey concerning one or more of the following 
confidential topics: 

a. Political affiliations or beliefs of the student or the student’s parent; 

b. Mental or psychological problems of the student or the student’s family; 

c. Sex behavior or attitudes; 

d. Illegal, anti-social, self-incriminating, or demeaning behavior; 

e. Critical appraisals of other individuals with whom respondents have close family relationships; 

f. Legally recognized privileged relationships, such as those with lawyers, doctors, physicians, or ministers; 

g. Religious practices, affiliations, or beliefs of the student or the student’s parent; or 

h. Income, other than as required by law to determine eligibility for certain programs or for receiving 



financial assistance under such programs; 

3. The right of a parent to inspect, upon request, any instructional material used as part of the educational 
curriculum; 

4. The right of a parent to inspect, upon request, any instrument used in the collection of personal information from 
students gathered for the purpose of marketing, selling or otherwise providing that information to others for that 
purpose.  Personal information means individually identifiable information including, a student or parent’s first 
and last name, a home or other physical address; a telephone number or a social security number; 

5. The right of a parent to be notified of the specific or approximate dates of the following activities, as 
well as the right of a parent or eligible student to opt-out of participation in these activities: 
a. Activities involving the collection, disclosure, or use of personal information collected from students 

for the purpose of marketing or selling that information (or otherwise providing that information to 
others for that purpose); 

b. The administration of any survey containing confidential topics (see #2, above, a-h); or 
c. Any non-emergency, invasive physical examination or screening that is required as a condition of 

attendance, administered by the school and unnecessary to protect the immediate health and 
safety of a student.  Such examinations do not include a hearing, vision, or scoliosis screening or 
other examinations permitted or required by State law.  

Parents and eligible students may not opt-out of activities relating to the collection, disclosure, and/or use of 
personal information collected from students for the exclusive purpose of developing, evaluating, or providing 
education products or services for, or to students or educational institutions, such as the following: 

a. College or other post-secondary education recruitment, or military recruitment; 
b. Book clubs, magazines, and programs providing access to low-cost literary products; 
c. Curriculum and instructional materials used by elementary and secondary schools; 
d. Tests and assessments used by elementary and secondary schools to provide cognitive, evalua-

tive, diagnostic, clinical, aptitude, or achievement information about students; 
e. The sale by students of products or services to raise funds for school-related or education-related 

activities; 
f. Student recognition programs. 

To protect student privacy in compliance with the PPRA, the West Hartford school district has adopted 
policies regarding these rights.  Parents and/or eligible students who believe their rights have been vio-
lated under the PPRA may contact: 

 Family Policy Compliance Office 
U.S. Department of Education 
400 Maryland Avenue, SW 
Washington, D.C.  20202-4605 

 Reference: 20 U.S.C. § 1232h 

DRUG AND ALCOHOL REGULATIONS 

IN CASE OF MEDICAL EMERGENCY DUE TO DRUG USE THE STANDARD 
EMERGENCY PLAN WILL BE USED 

GOAL: TO ELIMINATE DRUG USE, POSSESSION,  

OFFER AND DISTRIBUTION BY STUDENTS. 

(PLEASE SEE THE DEFINITION OF TERMS AT THE END OF THIS DOCUMENT) 
Drugs and other addictive substances are dangerous and are prohibited by the West Hartford Public 
Schools.  This prohibition extends to students on or off school property. 

Although disciplinary consequences are a necessary part of this policy, other efforts – among them pre-
vention, assessment/evaluation, help, intervention and counseling, are the major focus of this regulation.  
Students and others who possess, use, and/or offer/distribute drugs or drug paraphernalia may be experi-
encing personal and/or other problems.  In addition, in many cases, they may be breaking the law. 

Because of the dangers of repeated possession, use, offer or distribution, violations are cumulative while 
a student is enrolled in a school level (elementary level, middle school level, high school level).  Records 
of violations at any level, however, will be forwarded to the Student Success Team (SST) and the Drug, 
Alcohol and Tobacco Team (DAAT) at the next school level.  Violations may impact the student’s partici-



pation in student activities and athletics (see Student-Athlete Handbook and the Drug and Alcohol Regu-
lations for students participating in Extra-Curricular, Athletic and Co-Curricular Activities on pg. 42). 

These regulations will be implemented by administrators and staff in an attempt to assist the student in 
solving his/her problems and becoming more responsible in his/her decision-making and behavior. 

ACTIONS TO BE TAKEN WHEN THERE IS SUSPICION OF DRUG 
OR DRUG PARAPHERNALIA, POSSESSION, USE, OFFER OR DISTRIBUTION BY A STUDENT 

The administrator or designee will inform the student that the school suspects that he/she possesses, is 
using, and/or offering/distributing. 

In the case of a student who appears to be under the influence of drugs during the school day, the nurse will 
evaluate the student’s condition and make recommendations for further medical involvement, if necessary. 

The student will be asked to: 

a) Give the administrator any drug(s) or drug paraphernalia on his/her person. 

b) Give the administrator any drug(s) or drug paraphernalia that are stored in school or on school 
grounds, including automobiles. 

c) Identify who the student gave/offered or from whom the student received/has been offered any 
drug(s) and/or drug paraphernalia. 

The administrator or designee will make a verbal report of the incident to the police when alcohol, controlled 
drugs, drug paraphernalia or suspicious materials are involved. 

The administrator or designee will contact the parent/guardian to inform them of the suspicion and may 
ask for a meeting with them. 

The administrator or designee will refer all concerns to the Student Success Team (SST).  The SST will 
provide the student and/or parent/guardian with a list of potential help agencies. 

ACTIONS TO BE TAKEN WHEN THE ADMINISTRATOR DETERMINES  
THAT DRUG OR DRUG PARAPHERNALIA, POSSESSION, USE, OFFER  

OR DISTRIBUTION BY A STUDENT HAS OCCURRED 

1st Offense 

In the case of a student possessing or using alcohol, drug(s) or drug paraphernalia, or misusing other 
substances during the school day, the nurse will evaluate the student’s condition and make recommenda-
tions as to whether further medical intervention is required. 

1. The student will be asked to: 

a) Give the administrator any drug(s) or drug paraphernalia on his/her person. 

b) Give the administrator any drug(s) or drug paraphernalia that are stored in school or on school 
grounds, including automobiles. 

c) Identify who the student gave/offered or from whom the student received/has been offered any 
drug(s) and/or drug paraphernalia. 

2. The administrator will make a verbal report of the incident to the police when alcohol, controlled drugs, 
drug paraphernalia or suspicious materials are involved. The administrator will turn over to the police 
any of these confiscated items. 

3. The administrator will make a reasonable effort to contact parent/guardian to discuss the problem.  
When alcohol, controlled drugs, or drug paraphernalia, or suspicious materials are involved, a par-
ent/guardian may be asked to come to school within 24 hours to meet with an administrator. 

4. For the possession or use of a drug or drug paraphernalia, the student will receive a minimum of a 
three day suspension. Student with parent/guardian may be required to attend a re-entry meeting 
with an administrator upon return to school. 

5. For participation in a purchase, transfer, or acceptance of a drug or drug paraphernalia, the student 
will receive a 10 day suspension and a recommendation to the Superintendent for a discretionary 
expulsion. Student with parent/guardian may be required to attend a re-entry meeting with an admin-
istrator upon return to school. 

6. For offer or distribution of a drug or drug paraphernalia, the student will receive a 10 day suspension 
and a recommendation to the Superintendent for a mandatory expulsion. Student with par-
ent/guardian may be required to attend a re-entry meeting with an administrator upon return to school. 



7. Parent/guardian will be informed that further violations will include other consequences and be pro-
vided information on assessment and the Student Success Team (SST) referral process. 

8. The administrator will refer the student for an assessment by a qualified professional which may in-
clude the family primary care physician, Hope Works, the Wheeler Clinic or other persons approved 
by the principal or his/her designee. 

9. The administrator will refer the case to the school counselor and the Student Success Team (SST).  
The student will participate in certain DAAT required activities (see page 44). 

10. Documentation of the completed assessment and required activities must be provided to the Student 
Success Team (SST). Failure to successfully participate in the assessment and in the required activi-
ties will result in seven days of suspension. Student with parent/guardian may be required to attend a 
re-entry meeting with an administrator upon return to school. 

2nd Offense 

In the case of a student possessing or using alcohol, drug(s) or drug paraphernalia, or misusing other 
substances during the school day, the nurse will evaluate the student’s condition and make recommenda-
tions as to whether further medical intervention is required. 

1. The student will be asked to: 

a) Give the administrator any drug(s) or drug paraphernalia on his/her person. 

b) Give the administrator any drug(s) or drug paraphernalia that are stored in school or on school 
grounds, including automobiles. 

c) Identify who the student gave/offered or from whom the student received/has been offered any 
drug(s) and/or drug paraphernalia. 

2. The administrator will make a verbal report of the incident to the police when alcohol, controlled drugs, 
drug paraphernalia or suspicious materials are involved.  The administrator will turn over to the police 
any of these confiscated items. 

3. The administrator will make a reasonable effort to contact parent/guardian to discuss the problem.  
When alcohol, controlled drugs, or drug paraphernalia, or suspicious materials are involved, a par-
ent/guardian may be asked to come to school within 24 hours to meet with an administrator. 

4. For the possession or use of a drug or drug paraphernalia, the student will receive a minimum of a 
five day suspension. Student with parent/guardian may be required to attend a re-entry meeting with 
an administrator upon return to school. 

5. For participation in a purchase, transfer, or acceptance of a drug or drug paraphernalia, the student 
will receive a 10 day suspension and a recommendation to the Superintendent for a discretionary 
expulsion. Student with parent/guardian may be required to attend a re-entry meeting with an admin-
istrator upon return to school. 

 

6. For offer or distribution of a drug or drug paraphernalia, the student will receive a 10 day suspension 
and a recommendation to the Superintendent for a mandatory expulsion. Student with par-
ent/guardian may be required to attend a re-entry meeting with an administrator upon return to school. 

 After the suspension and/or expulsion have been served, the parent/guardian may be required to ac-
company the student to all classes and other daily activities for three consecutive school days. 

7. Parent/guardian will be informed that further violations will include other consequences and be pro-
vided information on assessment and the Student SuccessTeam (SST) referral process. 

8. The administrator will refer the student for an assessment by a qualified professional which may in-
clude the family primary care physician, Hope Works, the Wheeler Clinic or other persons approved 
by the principal or his/her designee.  

9. The administrator will refer the case to the school counselor and the Student SuccessTeam (SST).  
The student will participate in certain DAAT required activities (see page 44). 

10. Documentation of the completed assessment and required activities must be provided to the Student 
Success Team (SST).  Failure to successfully participate in the assessment/evaluation and in the 
required activities will result in seven days of suspension. Student with parent/guardian may be re-
quired to attend a re-entry meeting with an administrator upon return to school. 

3rd Offense 



In the case of a student possessing or using alcohol, drug(s) or drug paraphernalia, or misusing other 
substances during the school day, the nurse will evaluate the student’s condition and make recommenda-
tions as to whether further medical intervention is required. 

1. The student will be asked to: 

a) Give the administrator any drug(s) or drug paraphernalia on his/her person. 

b) Give the administrator any drug(s) or drug paraphernalia that are stored in school or on school 
grounds, including automobiles. 

c) Identify who the student gave/offered or from whom the student received/has been offered any 
drug(s) and/or drug paraphernalia. 

2. The administrator will make a verbal report of the incident to the police when alcohol, controlled drugs, 
drug paraphernalia or suspicious materials are involved. The administrator will turn over to the police 
any of these confiscated items. 

3. The administrator will make a reasonable effort to contact parent/guardian to discuss the problem.  
When alcohol, controlled drugs, or drug paraphernalia, or suspicious materials are involved, a par-
ent/guardian may be asked to come to school within 24 hours to meet with an administrator. 

4. For the possession or use of a drug or drug paraphernalia, the student will receive a minimum of a 
seven day suspension. Student with parent/guardian may be required to attend a re-entry meeting 
with an administrator upon return to school. 

5. For participation in a purchase, transfer, or acceptance of a drug or drug paraphernalia, the student 
will receive a 10 day suspension and a recommendation to the Superintendent for a discretionary 
expulsion. Student with parent/guardian may be required to attend a re-entry meeting with an admin-
istrator upon return to school. 

6. For offer or distribution of a drug or drug paraphernalia, the student will receive a 10 day suspension 
and a recommendation to the Superintendent for a mandatory expulsion. Student with par-
ent/guardian may be required to attend a re-entry meeting with an administrator upon return to school.   

 After the suspension and/or expulsion has been served, the parent/guardian may be required to ac-
company the student to all classes and other daily activities for three consecutive school days. 

7. Parent/guardian will be informed that further violations will include other consequences and be pro-
vided information on assessment and the Student Success Team (SST) referral process. 

8. The administrator will refer the student for an assessment by a qualified professional which may in-
clude the family primary care physician, Hope Works, the Wheeler Clinic or other persons approved 
by the principal or his/her designee.  

9. The administrator will refer the case to the school counselor and the Student Success Team (SST).  
The student will participate in certain DAAT required activities (see page 44). 

10. Documentation of the completed assessment and required activities must be provided to the Student 
Success Team (SST). Failure to successfully participate in the assessment and in the required activi-
ties will result in seven days of suspension.  Student with parent/guardian may be required to attend 
a re-entry meeting with an administrator upon return to school. 

11. The student and parent/guardian may be required to attend three meetings of either Alcoholics Anon-
ymous, Narcotics Anonymous, West Hartford Smoking Education Program, Cocaine Anonymous, or 
Families Anonymous. 

Subsequent Offenses 

1. The administrator will suspend the student for 10 days. 

2. The administrator will refer the student to the Superintendent with a recommendation for mandatory 
expulsion. 

ACTIONS TO BE TAKEN WHEN A STUDENT VOLUNTARILY 

DISCLOSES HIS/HER DRUG PROBLEM 
IN A SELF-REFERRAL TO A PROFESSIONAL EMPLOYEE 

When a student, privately and in confidence, discloses to a professional employee during a self-referral 
his/her use, possession, offer or distribution of a drug, the employee shall not be required to disclose the 
information unless the student agrees to disclosure and signs a release.  Any physical evidence from the 
student, however, shall be turned over to school administrators or law enforcement officials within two 
school days. 



If the self-referring student allows for disclosure of information about his/her use, possession, offer or dis-
tribution of a drug or, if in the discretion of the professional employee such disclosure is necessary, the 
professional employee may report the student’s name and problem to the school’s Student Succes Team 
and the administrator.   

(CGS Sec. 10-154a(b)). 

TOBACCO REGULATIONS 

In accordance with WHPS Board of Education policy, there will be no smoking, possession, or use 
of any tobacco related products, e-cigarettes, hookah or other paraphernalia at any school, school 
sponsored event, or on any school grounds in the town of West Hartford at any time.  NOTE:  This 
rule also applies to school sponsored events off campus, sporting events, proms, etc. 

All student infractions of the tobacco regulations are referred for review to the Student Success Team (SST).  
For violations of the tobacco regulations, the administrator will make a reasonable effort on all offenses to 
contact the parent/guardian to discuss the problem along with imposing the following sanctions: 

1st Offense 

• The student will receive a minimum of a 3-day suspension, which may be a combination of in/out of 
school suspension and/or Saturday detention. 

• Student with parent/guardian may be required to attend a re-entry meeting with an administrator upon 
return to school. 

• The SST will refer the student for an assessment by a tobacco assessment professional and the stu-
dent is then required to attend the tobacco education classes and any other SST required activities. 

• Failure or refusal to attend the tobacco education classes and/or other SST required activities will 
result in additional consequences. 

2nd Offense 

• The student will receive a minimum of a 5-day suspension, which may be a combination of in/out of 
school suspension and/or Saturday detention. 

• Student with parent/guardian may be required to attend a re-entry meeting with an administrator upon 
return to school. 

• The SST will refer the student for an assessment by a tobacco assessment professional and the student 
is then required to attend the tobacco education classes and any other SST required activities. 

• Failure or refusal to attend the tobacco education classes and/or other SST required activities will 
result in additional consequences. 

3rd Offense 

• The student will receive a minimum of a 7-day suspension, which may be a combination of in/out of 
school suspension and/or Saturday detention. 

• Student with parent/guardian may be required to attend a re-entry meeting with an administrator upon 
return to school. 

• The SST will refer the student for an assessment by a tobacco assessment professional and the stu-
dent is then required to attend the tobacco education classes and any other SST required activities. 

• Failure or refusal to attend the tobacco education classes and/or other SST required activities will 
result in additional consequences. 

• The student may be referred to the superintendent for a discretionary expulsion. 

Subsequent Offenses 

• The student will receive a minimum of a 10-day suspension, which may be a combination of in/out of 
school suspension and/or Saturday detention. 

• The student may be referred to the superintendent for a discretionary expulsion. 

DRUG AND ALCOHOL REGULATIONS FOR STUDENTS PARTICIPATING IN EXTRA-
CURRICULAR, ATHLETIC AND CO-CURRICULAR ACTIVITIES 
Students who violate Board Policy #5520 (Drug and Alcohol Policy) are excluded from participation in 
extra-curricular, co-curricular and athletic activities for the duration of their suspension or expulsion.  This 
regulation, however, is applicable whether the prohibited activity occurs on or off campus. In the case of a 
student being ineligible to participate in a co-curricular activity due to the violation of these regulations, the 



student’s grade will not be affected due to missing a performance. 

If it is discovered that a student is involved in or has admitted to a drug and/or alcohol violation(s) during the 
academic year, exclusion from participation will begin immediately if the student is participating in an extra-
curricular, co-curricular and/or athletic activity when the violation occurs.  If the violation occurs during the 
academic year when the student is not involved in an extra-curricular, co-curricular and/or athletic activity, the 
period of exclusion from participation will begin upon the commencement of the next activity.  (Please note 
that students who participate in a fall activity in which the first practice/meeting is held prior to the start of the 
academic year are subject to these regulations as of the first practice/meeting.)  In addition to regular school 
discipline, the following consequences of violating these regulations will be enforced.  Violation will be cumu-
lative while a student is enrolled at a school level (i.e., high school): 

First Offense 

A. The student shall be suspended from the activity or team for a period of four consecutive calendar 
weeks.  When applicable, days will carry over into the next activity or season. 

1. The student will be referred to the Student Success Team (SST), and in a timely manner, the 
student will meet with an approved drug and alcohol counselor for an evaluation.  If a student 
refuses to participate in the evaluation or the recommended plan of assistance(which may include 
community service), the student will not be eligible to participate in the activity until both are com-
pleted. 

2. A student whose intention is to return to the team and/or co-curricular and extra-curricular activity 
at the end of the suspension must attend all practices.  The student must also attend all contests 
and/or performances but may not participate. 

3. The student is restricted or removed from all school leadership positions for one calendar year to 
run consecutively upon the completion of the activity or team suspension. 

Subsequent Offenses 

Should a subsequent violation occur, the following will apply: 

A. The student shall be suspended from the activity or team for a period of sixteen consecutive calendar 
weeks.  When applicable, days will carry over into the next activity/season. 

1. The student will be referred to the Student Success Team (SST), and in a timely manner, the 
student will meet with an approved drug and alcohol counselor for an evaluation.  If the student 
refuses to participate in the evaluation or the recommended plan of assistance, the student will 
not be eligible to participate in the activity until both are completed. 

2. A student whose intention is to return to the team and/or co-curricular and extra-curricular activity 
at the end of the suspension must attend all practices.  The student must also attend all contests 
and/or performances but may not participate. 

3. The Plan of Assistance must include a mandatory minimum of 10 hours of community service.  
The student must obtain approval from the Assistant Principal prior to beginning his or her com-
munity service. 

4. The student is restricted or removed from all school leadership positions for one calendar year to 
run consecutively upon completion of the activity or team suspension. 

Self Referral 

When a drug dependency problem is identified by the student or by a parent’s referral and the dependency 
involves the use of substances that are in violation of the Board of Education’s Drug & Alcohol Policy, the 
student will not immediately be suspended from the team and/or activity.  Self referral may not be used to 
turn in oneself after violating the Drug & Alcohol Policy in an attempt to avoid penalty.  The steps to be 
taken are: 

1. The student will be referred to the Student Success Team (SST), and in a timely manner, the student 
and parent/guardian will meet with an approved drug and alcohol counselor for an evaluation.  The 
student and coach/teacher/advisor will collaborate with the Student Success Team (SST) to develop 
a program of assistance utilizing the school’s resources and outside agencies.  The SST will then 
monitor and report progress. 

2. If the student fails to complete the program of assistance and/or violates the Drug and Alcohol Policy, 
the consequences for a first offense will be applied. 

3. Self-referral will be held in confidence if desired by the student. 



Referral Procedures 

When a substance problem has been identified by a team member, fellow student participant, teacher, 
coach, administrator or other concerned individual the following procedures will be followed: 

1. The student will be referred to the appropriate coach, activity advisor, teacher or administrator, where 
he or she will be informed of the charges. 

2. A hearing will be held by the principal’s designee within five school days of the student’s referral, where 
the student will be given the opportunity to present his or her side. 

3. The principal’s designee will investigate appropriately, and render a decision within five school days of 
the hearing. 

4. The student has the right to appeal the consequences of the violation of these regulations. 

Appeals Process 

1. The appeal of the designee’s decision should be made in writing to the school principal within three 
school days of the designee’s decision. 

2. The principal will render a decision within five school days. 

3. The student may appeal to the superintendent or designee within three school days providing there is 
new evidence to be submitted. 

4. The superintendent will render a final decision within five school days. 

TERMS: 
a. Assessment:  An evaluation conducted by a professional to determine the student’s overall health 

and condition in relation to substance use. 

b. Drug(s):  Any alcohol, tobacco products, controlled drug, illegal substances, inhalants or any medi-
cation for which the student does not have a prescription from a health care professional, or a sub-
stance or medication which is misused. For purposes of these regulations, drugs may include facsim-
iles. 

c. Controlled Drug(s):  Are those drugs which contain any quantity of a substance which has been desig-
nated as subject to the federal Controlled Substances Act, or which has been designated as a depressant 
or stimulant drug pursuant to federal food and drug laws, or which has been designated by the commis-
sioner of consumer protection pursuant to Section 21a-243 of the Connecticut General Statutes as having 
a stimulant, depressant or hallucinogenic effect upon the higher functions of the central nervous system 
and as having a tendency to promote abuse and/or psychological or physiological dependence.  Such 
controlled drugs are classified as amphetamine-type, barbiturate-type, cannabis-type, cocaine-type, hal-
lucinogenic, morphine-type and other stimulant and depressant drugs. 

d. Drug Paraphernalia:  Refers to equipment, products and materials of any kind which are used, intended 
for use, designed for use or which could be reasonably perceived as designed for use in planting, propagat-
ing, cultivating, growing, harvesting, manufacturing, compounding, converting, producing, processing, pre-
paring, testing, analyzing, packaging, repackaging, storing, containing or concealing or, injecting, ingesting, 
inhaling, or introducing into the human body controlled  substances (e.g. bongs, pipes, roach clips, miniature 
cocaine spoons, crack vials, tobacco rolling papers) or any object or container used, intended for use, or 
designed for use in storing, concealing, or distributing controlled substances. 

e.  Drug Facsimile: Any substance and/or object which could be reasonably perceived as an illicit drug 
as defined in b or c.  

f. Student Success Team:  A designated and specially trained team of school staff members including 
an administrator, nurse, guidance counselors, psychologist, social worker and teachers. 

g. Possession:  Any possession which is unlawful under Connecticut State Law or West Hartford Board 
of Education policy. 

h. Distribution:  Actual transfer or actions leading to the transfer from one person to another. 

i. Confiscation:  When there are reasonable grounds to believe that a student is in possession of 
drugs, or drug paraphernalia, there is an obligation on the part of school personnel to search for and 
seize such drugs.  Such search and seizure may involve school lockers, cars on school property, 
clothing, purses, book bags, books and other personal property.  Reasonable efforts will be made to 
secure the student’s voluntary agreement to the search and to have the student present at the time of 
the search.  All confiscated drugs or drug paraphernalia will be turned over to the police. 



j.  Use:  Ingesting, injecting, inhaling or otherwise causing a drug to reach the bloodstream or digestive tract. 

k. Offer:  Make available, present for acceptance or rejection. 

l. Hope Works:  Supported by the local interfaith community and private individuals since 1973, Hope 
Works of West Hartford provides counseling and mental health education services to adolescents and 
their parents. 

m. First Offense:  The first violation of this procedure to occur during the following time period: Grades 
K-5, 6-8, 9-12.  For example, if a student violates this procedure once in grade 5, and again in grade 
7, and again in grade 9, the grade 7 and 9 violations, because they occurred at a different school level, 
are also considered a first offense.  Further violations during each school level are counted as second 
or third offenses.  Because of the dangers and medical consequences of repeated use, violations are 
regarded as cumulative while the student is enrolled in each school level. 

SAMPLES OF REQUIRED DRUG & ALCOHOL TEAM ACTIVITIES (D.A.A.T.) 
1. Meet with a community relations officer from the West Hartford Police Department who is assigned to 

the school to discuss the legal ramifications of substance use and possession of drugs and other 
substances. 

2. Attend with parent/guardian or another adult (if appropriate), one of the following substance-related 
group sessions/meetings:  Alcoholics Anonymous, Al-A-Teen, Narcotics Anonymous, Helpline, Fam-
ilies Anonymous, Cocaine Anonymous, Co-Anon, Infoline. 

To secure information on these meetings, call: 

• Al-A-Teen -  1-888-825-2666 

• Narcotics Anonymous -  1-800-627-3543 

• Infoline -  522-4636 or 211 

• Families Anonymous -  1-800-736-9805 

 (alcohol & drug treatment) 

 Consult the Infoline directory of Community Services available in the West Hartford Public Libraries, 
or contact the school librarian. 

3. Participate in counseling sessions through The Bridge Family Center. 

4. Read one of the following books and write a summary or record a journal:  From Binge to Blackout, 
by Volkman & Volkman or Smashed by Zailckas. 

5. Write and submit 3-5 page research paper to the Student Success Team on an assigned or student-
selected topic related to substance use. Materials are available at the town libraries, on-line services, 
school libraries and the CT Clearinghouse, 334 Farmington Avenue, Plainville, CT  (1-800-627-3543).  
Suggested topics are: 

A. Addiction as a Disease 

B. Adult Children of Alcoholics 

C. Health Effects of Drug/Alcohol Abuse 

D. Addiction:  Hereditary or Environmental? 

E. Substance Abuse as a Family Problem 

F. Other approved topics 

6. Interview a recovering alcoholic/drug addict and make a written report.  

7. Attend and complete a cycle of the West Hartford Tobacco Education Program. 

8. Participate in other activities to be identified by the SST. 

SEARCH AND SEIZURE 

Desks and school lockers are the property of the school, placed there for the temporary convenience of 
students.  Parking personal vehicles is a privilege afforded to students.  The right to inspect desks, 
lockers assigned to students, and personal automobiles parked on school property may be exer-
cised by school officials to safeguard students, their property, and school property with reasona-
ble care for the Fourth Amendment rights of students.  An authorized school administrator may 
search a student’s locker, desk, or personal automobile parked on school property under the following 
conditions: 



1. There is reason to believe that the student’s desk, locker, or personal automobile contains contraband 
material; 

2. The probable presence of contraband material poses a serious threat to the maintenance of discipline, 
order, safety and health in the school; 

3. The student has been informed in advance that the school board policy allows desks, lockers, and 
personal automobiles parked on school property to be inspected if the administration has reason to 
believe that materials injurious to the best interest of students and the school are contained herein. 

A student may be searched according to a decision of the Supreme Court of the United States (New Jersey 
v. T.L.O. 53 USLW 4083-1085) if there are “reasonable grounds” for suspecting that the search will turn 
up evidence that the student has violated or is violating either the law or the rules of the school. 

WHPS SEXUAL HARASSMENT POLICY FOR STU-
DENTS 

It is the policy of the West Hartford Board of Education to maintain a learning environment free from dis-
crimination and harassment where all students are treated in all respects without discrimination or harass-
ment.  Sexual harassment is forbidden by federal and state law and will not be tolerated in any form.   

While the law emphasizes that such behavior be unwelcome by the recipient, all employees and students 
are on notice that any such behavior is inappropriate in the school setting.  Individuals have different per-
sonal standards and sensitivities in regard to behavior and comments of a sexual nature.  Therefore, it is 
best to avoid any conduct which is sexual in nature. 

Sexual harassment shall include, but not be limited to: 

• Unwelcome sexual advances 

• Direct or indirect demands or requests for sexual favors 

• Direct or indirect sexual comments, gestures or other physical conduct of a sexual nature 

• Implied or explicit threats related to sexual harassment 

All reported incidents of sexual harassment will be promptly and thoroughly investigated in an 
appropriately confidential manner. 

 

Each administrator and teacher shall be responsible for promoting understanding and acceptance of, and 
assuring compliance with, state and federal laws, and board policy and procedures governing sexual har-
assment within his or her school and department. 

Any student who believes that he or she has experienced sexual harassment by a staff member or 
student(s) in the school district shall report the alleged harassment by notifying a staff member or 
administrator.   

The staff member contacted by the student will inform the building principal, who may discuss the reported 
incident(s) with the student.  The building principal will offer assistance in resolving the complaint.  If the 
accused is the building principal, the staff member assisting the student will bring the case to the Director 
of Human Resources. 

In order to meet the individual needs of students in the West Hartford Public Schools, each sexual harass-
ment complaint shall be treated in a manner that will ensure the highest level of comfort for the student 
reporting the incident(s). 

Students should feel free to seek assistance if they are sexually harassed. Many students who confide in 
an adult staff member seek assistance to put an end to the harassment without causing the situation to 
escalate. Under certain circumstances, it may be desirable to give a harassed individual the opportunity to 
tell the accused that his/her conduct is unwelcome and that it should cease immediately. It may also be 
appropriate for the teacher or staff member to act as an intermediary. Often the situation is resolved infor-
mally and the accused benefits from a frank discussion about the behavior that others find offensive.   

The Administrator who handles a situation on the informal level may protect the identity of the victim by 
informing the accused that a complaint has been brought forward and needs to be discussed.  The infor-
mal process must be supervised and documented by the administrator or designee. 

If the case cannot be resolved informally, the student registering the complaint will be asked to file a written 
report of the harassment.  The student will be advised that the information reported must be truthful and 



accurate.  The building principal (or designee) will investigate the charges and, where necessary, take 
disciplinary action.  Such disciplinary action may include suspension, a recommendation to the Board of 
Education for expulsion in the case of a student, or discharge in the case of an employee consistent with 
the Board of Education regulations. 

Any staff member or student who retaliates against anyone who reports alleged harassment or who par-
ticipates in an investigation, proceeding or hearing relating to a sexual harassment complaint is subject to 
disciplinary action.  Retaliation includes, but is not limited to, any form of intimidation, reprisal or harass-
ment.  Such disciplinary action may include suspension, a recommendation to the Board of Education for 
expulsion in the case of a student, or discharge in the case of an employee consistent with the Board of 
Education regulations. 

In the absence of a victim’s complaint, the school administration, upon learning of or having reason to 
suspect, the occurrence of any sexual misconduct, will ensure that an investigation is promptly commenced 
by appropriate individuals.   

If an investigation results in a finding that a person has maliciously or recklessly or falsely accused another of 
sexual harassment, the accuser shall be subject to appropriate disciplinary action.  Such disciplinary action 
may include suspension, a recommendation to the Board of Education for expulsion in the case of a student, 
or discharge in the case of an employee consistent with the Board of Education regulations. 

COMPLAINT PROCEDURE 

1. If a student believes that he or she is being harassed, that person, directly or through a teacher, coun-
selor or administrator, should immediately inform the alleged harasser that his or her behavior is un-
welcome and must cease. 

2. If the unwelcome behavior continues, the student may report the harassment in confidence to the 
building principal or to a trusted staff member who will assist the student in contacting the building 
principal. 

3. The building principal, with the consent of the complaining student, will try to resolve the matter on an 
informal basis. 

4. If the matter cannot be resolved informally, the student will be asked to file a formal complaint that 
should state the name of the complainant, date of the complaint, date of the alleged harassment, and 
a detailed statement of the circumstances leading to the complaint. 

5. The Administrator who conducts the investigation of the complaint shall do so in an unbiased and discreet 
manner.  The administrator or designee shall make a preliminary written report summarizing the results of 
the investigation and proposed disposition of the matter.  The investigation shall commence within five work-
ing days of the filing of the written complaint and be completed within fifteen working days. 

6. In cases where a student files a complaint of sexual harassment against a student, and the investiga-
tion supports those charges, the administrator will take appropriate disciplinary action up to and includ-
ing suspension or recommendation for expulsion in accordance with the policies of the West Hartford 
Public Schools.  Parents of students involved in the harassment incident shall be notified of any formal 
complaints made. 

7. In cases where a student files a complaint of sexual harassment against a staff member, and the 
investigation supports those charges, the staff member shall be subject to disciplinary action by the 
West Hartford Board of Education as outlined in its policy on sexual harassment for employees.  Ac-
tions taken in response to such cases of sexual harassment may include a letter of reprimand, transfer, 
suspension or discharge from employment. 

8. If the complainant is dissatisfied with the result of the investigation, he or she may file a written appeal 
to the Superintendent of Schools, who will review the investigation and answer the appeal within a 
reasonable period of time. 

PART IV  
CONARD SCHOOL POLICIES 

STUDENT CODE OF CONDUCT 

Conard expects responsible behavior from all students with particular attention and focus directed to the 
following responsibilities: 



♦ Punctuality and attendance in assigned classes and activities. 

♦ Meeting academic expectations. 

♦ Respect for the personal and property rights of others. 

♦ Movement throughout the building in a direct and prompt manner. 

♦ Knowledge of and adherence to school procedures and rules.  

♦ Compliance with class, school or district consequences. 

SCHOOL RULES AND REGULATIONS 

In general, standards of good conduct and respect for persons, property and the educational process are 
in effect.  Disciplinary action may result when a student’s conduct endangers persons or property, disrupts 
the educational process or violates a publicized policy of the West Hartford Board of Education. 

The following rules and regulations were developed to insure a safe and orderly environment for learning.  
Serious violations lead to suspension or expulsion. 

1. Books and equipment issued to students are their responsibility.  Students are expected to reimburse 
the school for any books or equipment lost or damaged while issued to them.  Replacement books, 
materials or report cards will not be issued unless the student’s debts are cleared. 

2. Gambling of any kind is prohibited.  Gambling paraphernalia and money will be confiscated and not 
returned. 

3. The use of hackey sacks, frisbees, basketballs, footballs, lacrosse sticks, etc. in classrooms or hall-
ways is prohibited.  Skateboarding is not allowed on school grounds. 

4. Students are prohibited from throwing snowballs on school grounds. 

5. Students may not leave school grounds during the school day without permission.  Also, students may 
not go into the parking lots during the school day without permission. Student who leave school grounds 
or the school building may be subjected to a safe search before they are permitted to return to class. 

6. Loitering in the school building and on school grounds is prohibited. 

7. Use of offensive, lewd, vulgar or obscene language or gestures to students or staff is not permitted. 

8. Overwhelming displays of affection are not allowed in the school setting. 

9. Students’ refusal to give their name or present their Student ID card upon the request of any 
adult member of the Conard community, refusal to report directly to the Main Office when told 
to do so, refusal to leave an area when told to do so, giving a false name or identification to 
any staff member, or intentionally ignoring orders or requests from a staff member are subject 
to school consequences. 

10. Students who knowingly misuse fire and safety devices installed for the protection of the building’s 
occupants will be subject to school consequences. 

The following actions are also prohibited: 

11. Knowingly presenting or being involved in the production of a forged document or signature is prohibited. 

12. Intentionally causing or attempting to cause damage to school or private property; 

13. Stealing or attempting to steal school or private property;           

14. Intentionally causing or attempting to cause physical injury to another person or that person’s property; 

15. Intentionally threatening to cause physical injury to another person or to that person’s property 

16. Intentionally or wrongfully obstructing, interfering with or inhibiting any person’s access to or use of 
school facilities through expressed or implied threat of the use of force against such person; 

17. Engaging in hazing or “follying” of students; 

18. Intentionally defying the valid authority of Supervisors, teachers, Administrators, or the rules and reg-
ulations published by the school; 

19. Intentionally violating other reasonable standards of conduct determined by the Board of Education; 

20. Intentionally disrupting the educational environment through individual or group actions or refusal to 
obey rules; 

21. Engaging in “panhandling” or soliciting students for money 

CAFETERIA EXPECTATIONS 



Conduct 

• Take your correct place and turn in the serving and check-out lunch lines. 
• Adhere to common rules of courtesy with your peers, the faculty and with the cafeteria staff. 
• Keep voices at a reasonable volume. 
• Electronic devices with earbuds are permitted in the cafeteria.  
• Hats may not be worn in the cafeteria (in accordance with Conard’s Dress and Grooming Policy). 

Clean Up 

• Pick up after yourself immediately after you have finished eating in the cafeteria and in the courtyard. 

• Dispose of your trash (food, napkins, plastic utensils, wrappers) in the proper “trash” receptacle. 

o Place recyclable bottles, cans and containers in the “recycling” receptacle. 

o Bring your red trays to the Tray Return area. 

• Push your chair back under the table before you leave. 

• Ask a custodian for help immediately if you have an accidental spill. 

• Food is not permitted to leave the cafeteria unless special provisions have been made by an adult. 

Passes 

• Conard has a closed-campus policy. 

o No one is permitted to leave school grounds during lunch without permission. 

o The courtyard parking lot is off-limits during lunch. 

• Students are required to sign out in the red cafeteria binder when leaving cafeteria to go to the lavatory, 
school store, Career Center, Guidance Nurse, Main Office or Attendance. Students will be expected 
to sign back in upon return. Staff will verify the destination of any student who has not returned and 
signed back in. 

• A pass is required for non-SRP students to leave the cafeteria to go to an available teacher’s class-
room, the ARC or Library. 

• No one will be permitted to go to the library from the cafeteria during the last 10 minutes of the period. 

• Exit with permission through the dining room only. Do not exit the cafeteria through the serving area. 

STUDENT ACTIVITIES, DANCES AND OTHER 
SCHOOL EVENTS 

Proposals for all dances, student activities and other school events, including fund-raising, must be: 

• Sponsored by a school-approved club, class board, or the Student Council; 

• Planned and implemented by the Officers of the Club, Class Board or the Student Council with input 
from approved adults; and approved by the Club, Class Board or Student Council Advisor before the 
proposal is submitted to the Coordinator of Student Activities for Administrative approval. 

Proposals for Administrative approval must be submitted to the Student Activities Director at least three (3) 
weeks before the anticipated date of the event.   

• The participation in some clubs will require that a student Activity fee be paid by the student.  Please 
contact the Student Activities Coordinator for information regarding which clubs are affected.  

Guests of Conard students to any school dance or prom must be at least a high school student and not 21 
years of age or older. 

STUDENT BEHAVIOR DURING ATHLETIC CON-
TESTS 

Our goal is to support our athletes in a spirited way that demonstrates good sportsmanship. 

1. No signs, banners, or placards demeaning the opposition are allowed at any contests. 
2. No noisemakers such as bugles, whistles, drums are allowed at indoor contests. 
3. No obscene or derogatory cheers or gestures will be tolerated at any contest. 
4. No booing of officials or members of the visiting school will be tolerated. 
5. Spectators displaying irresponsible behavior through voice or actions will be asked to leave the contest 

by the supervisors or police if needed. 



Students disregarding the rules will be removed from the premises and will be considered for suspension 
from school and from attendance at future athletic functions.  Regardless of the time or place of school 
events, all rules and usual penalties are in effect. 

STUDENT BEHAVIOR DURING EVENING ACTIVITIES 

Students are expected to be in attendance during the school day in order to attend evening activities. 

• No refreshments may be brought into the evening activity. 
• Students may not return to the activity once they leave. 
• Students will not be permitted to enter evening activities after 8:00 p.m. unless they make prior ar-

rangements with their Assistant Principal.  When an unusual circumstance such as employment 
makes it necessary for students to arrive late, they should purchase a ticket in advance and get per-
mission from their Assistant Principal.  Only those students whose names appear on the official late 
list will be admitted.  

• No alcoholic beverages or controlled drugs may be brought onto school grounds or to any school 
sponsored event. 

• Cigarettes and smoking are prohibited. 
• Disciplinary consequences will result if school rules are violated. 

USE OF ELECTRONIC DEVICES/CELL PHONES 

Conard High School Acceptable Use of Electronic Device Guidelines 

Conard High School’s (CHS) first priority is to create a rigorous and engaging learning environment for all 
students, teachers and staff. The use of technology can enhance the curriculum and engage student learn-
ing. While Conard recognizes the benefits of using electronic devices in the educational environment, we 
also understand that these devices can be a distraction from our learning focus.  Therefore, the 
CHS  community emphasizes “electronic etiquette” regarding their use in school.   

The following guidelines focus on allowing students the opportunity to use these technologies as educa-
tional tools to enhance the teaching and learning experience, while being respectful to the learning envi-
ronment.  The possession and use of electronic devices at CHS is a privilege and a responsibility, not a 
right.  Inappropriate use will result in the loss of privileges.       

In the Classroom 

The classroom environment is designed to maximize teacher and student interaction and as such, we 
expect that every student and teacher will exercise good judgement in their use of electronic devices.  This 
includes walking in the classroom prepared to learn.  Maintaining the focus on lesson content and out-
comes and sustaining respectful interactions with others is our priority.   Use of an electronic device in 
the academic setting will be with the expressed consent of the teacher for instructional purposes. 

• Students may not make any recordings (still, video, or audio) without the explicit permission of the 
teacher or students to be recorded. Minors require parental consent. 

• An electronic device in use during a test or quiz will be considered an act of academic dishonesty 
and is subject to academic and disciplinary consequences. 

• To prevent disruption, the volume on all electronic devices should be turned off. 

• Electronic devices should be charged prior to bringing them to school and run off their own battery 
while at school. 

• Students must turn over their electronic device to the teacher when suspected of cheating and/or 
inappropriate texting or picture taking. The electronic device will be turned into the student’s ad-
ministrator.   

• Electronic devices which the teacher deems to be a distraction or used in violation of the Electronic 
Device policy will be subject to the discipline policy. 

Hallways and Passing 

CHS recognizes that texting is a quick and convenient form of communication between families. However 
to prevent disruption and extended texting conversations, students may only receive or send a text be-
tween classes or in the designated spaces identified below during non-class time. 

• Students may not make any recordings (still, video, or audio) without the explicit permission of the 
teacher or students to be recorded. Minors require parental consent. 



• Teachers reserve the right to grant students permission to send or acknowledge a text from a 
parent or guardian during class in an emergency.   

• Use of electronic devices should never be used as a cause to be tardy to class nor should it cause 
a disruption to the learning environment. 

• To prevent distractions to learning, parents/guardians who need to reach a student are encour-
aged to call the main office. 

• A designated telephone in the main office is available for students to make brief local calls during 
free periods or at other times with adult permission.  Individual teachers may also choose to allow 
students to use their classroom phones. 

• If students are ill they should not text a parent but ask for a pass to the nurse’s office and use the 
phone there to call.  Students are always allowed to use the phone in the nurse’s office to call a 
parent. 

• CHS administration and staff reserve the right to limit or prevent such use if a student’s 
texting causes a distraction or violates the electronic use guidelines.   

• At the teacher’s discretion, students may use earbuds for educational purposes to access online 
audio or podcasts. 

• Students may use ONE earbud to listen to music in the hallways, cafeteria, courtyard or library. 
When using an earbud, students must be able to hear a person talking to them. Excessive misuse 
of earbuds can incur confiscation or other consequences. No headphones are permitted. 

Other School Spaces 

• Students are permitted to use electronic devices in the cafeteria, courtyard, senior lounge, or li-
brary as long as the device is (1) used with discretion, (2) does not disturb the establishment of 
a safe and orderly school setting, and (3) follows the WHPS Administrative Guidelines for the 
Use of Technology. 

 

 

Important Cautions 

o This policy is in effect from 7:30 a.m.-2:15 p.m..   

o Students are not permitted to use their phones to make or receive calls anywhere or at any time 
in the building during the school day. The following are inappropriate uses of electronic devices: 
harassment, threats, intimidation, electronic forgery, cyberbullying/cyber threats, invasion of per-
sonal rights, cheating on tests/exams, or other forms of illegal behavior during the instructional 
and non-instructional day. 

o In areas of the school in which there can be a reasonable expectation of privacy, such as re-
strooms and locker rooms, use of electronic devices, cameras, or recording devices is prohibited 
at all times. 

o Beepers and two-way radios are prohibited in school at any time. 

o Forbidden and inappropriate use of cell phone cameras, digital cameras and other record-
ing devices may be in violation of the criminal code and subject to school and police con-
sequences. 

o Students who bring electronic devices do so at their own risk. The school will not be responsible 
for physical damage, loss or theft of the personally-owned device. Conard High School is unable 
to utilize administrative time to investigate reported cases of lost, stolen or damaged electronic 
devices.   

Responding to Violations of the Electronic  Device Guidelines 

• First Documented Offense 

o The electronic device is confiscated, tagged, and brought to the main office and given to the as-
sistant principal. The student is given an after school detention and the electronic device is re-
turned after the student serves an office detention. 

• Second Documented Offense 



o The electronic device is confiscated, tagged, and brought to the main office and given to the as-
sistant principal.  The student is issued an extended Wednesday extended detention.   

• Third Documented Offense 

o The electronic device is confiscated, tagged, and brought to the main office and given to the as-
sistant principal. The student is issued a Saturday detention. 

Failure to turn over the device will be seen as insubordination and will result in additional consequences.   

If a student has serious or multiple electronic device violations, additional consequences will be as-
signed  and parents will be asked to come to school to have a conference with the student and his/her 
assistant principal to develop an “electronics intervention plan,” which may include revoking the privilege 
of using electronic devices in school. 

TEACHER DETENTION 

Students may be assigned one or more days of after-school detentions by a teacher for violating school 
or class rules.  When assigned an after school detention, students must report to the teacher by 2:25 p.m. 
and bring study materials with them.   

The length of time with a teacher in after- school detention is determined by the teacher, but usually ranges 
from 15 minutes to one hour in duration.  Failure to report to after-school detention with a teacher will 
result in further/more severe disciplinary action. 

OFFICE DETENTION 

Office detentions are used as a consequence for: 

• Failing to serve a teacher detention 

• ExcessiveTardiness 

• Class cuts 

• Unexcused absences (more than 15 minutes late to class) 

• Non-compliant behavior 

When assigned to office detention, students must report to the office detention room by 2:25 p.m.  Office 
detention lasts 90 minutes and is scheduled Tuesdays and Thursdays in the detention room.   

• Students are required to bring study and reading materials to office detention.   

• Students may also be required to complete reflection activities or attend behavior specific workshops 
during this time 

• No talking, eating, sleeping, or use of electronic devices other than a calculator is allowed in the de-
tention room. 

• Students reporting after 2:25 p.m. may not be allowed into detention.    

• Inappropriate conduct in detention may result in being sent home before the completion of detention 
time. 

When appropriate a student may spend time with a teacher during detention. In this case a pass from the 
teacher must be presented at the time of sign-in to the detention room.  Students who are working with 
teachers during detention time should be supervised for the entire 90 minutes or returned to the detention 
room with a pass. 

Office detentions can only be rescheduled if a student is absent or a note is received from a parent 
or guardian.  If a student fails to attend the office detention, a Saturday detention will then be issued. 

SATURDAY DETENTION 

Saturday detention is held from 8:00 A.M. to 12:00 P.M.  A student is required to bring homework and 
reading materials in order to be productive during this time.  Failure to attend Saturday detention may 
result in an internal suspension and rescheduling of the previously assigned Saturday detention or an 
Extended Wednesday Detention which includes a community service component. 

IN-SCHOOL SUSPENSION (I.S.S.) 

Internal suspension is used as a disciplinary alternative to an out- of-school suspension.  During this time 
teachers will provide class work and the student will be kept on task and offered the opportunity to reflect 
on his/her behavior, develop a plan to change his/her inappropriate behavior and complete the day’s class 



work assignments. The internal suspension is held in Room L10. 

DEFINITION OF TERMS 

A. After School Teacher Detention: time assigned by and with a teacher in his/her room at the end of 
the school day.  May range from 15 minutes to one hour. 

B. Office Detention: time assigned by an Administrator or Designee with the Detention Supervisor at the 
end of the school day and lasts for 90 minutes. 

C. Extended Wednesday Detention: time assigned by an Administrator or Designee and served from 
1:00 p.m. - 3:00 p.m. on a Wednesday. 

C. Saturday Detention:  time assigned by an Administrator or Designee and served from 8:00 a.m. to 
12:00 p.m. in school on a Saturday. 

D. Suspension:  an exclusion from school (i.e., an out-of-school suspension), school privileges or from 
transportation services only for no more than ten (10) consecutive school days. 

E. In-School Suspension: an exclusion from school and after-school privileges, team and or activities.  
Students are in school, contained in a room where they are to do work and behave according to spe-
cific guidelines 

F. Expulsion:  an exclusion from school or school privileges for more than ten (10) consecutive school 
days. 

 

 

 

 

 

DISCIPLINE GUIDELINES* 

These are only guidelines. Each case has to be considered individually, and repeated infractions will result 
in more severe penalties. 

VIOLATION DET. SAT.DET. 
EXT./INT.  SUS-

PENSION. 
EXPUL. 

POLICE 
REF. 

Arson   X X X 

Bullying X X X X X 

Cheating X X X X  

Class Cuts X X X   

Defiance/Insubordination X X X   

Extortion  X X X X 

Failure to Carry ID X X    

False Alarm   X X X 

False Notes  X X   

Fighting   X X X 

Fireworks   X X X 

Hazing X X X X X 

Giving False Name  X X   

Inappropriate Clothing X X X   
Possession/Use/Sale of 
Controlled Substances 

  X X X 



Profanity/Vulgarity X X X   
Refusal to Give Name or 
Present ID 

 X X   

Refusal to Report to Office  X X   

Smoking/Possession   X X  

Stealing   X X X 

Tardiness X X X   

Threatening X X X X X 

Throwing Snowballs  X X   

Truancy/Leaving Campus  X X   

Vandalism X X X X X 

Weapons   X X X 

 

Det=Detention; Sat Det=Saturday Detention; Ext Susp=External Suspension, Expul =Expulsion; 
Police Ref=Police Referral 

 

DRESS AND GROOMING 

Students are encouraged to dress and groom themselves for the business of school so as to neither dis-
tract other students, disrupt the educational process, or pose a health or safety threat to anyone.  Clothing 
should be clean, free from promotion of or reference to drugs, alcohol, tobacco and offensive signs, sym-
bols, or words.  Clothing should also be free of slogans, names, titles, or the like, which are defamatory 
toward person(s), group(s), the school or other organizations or which are likely to incite a disturbance.  

Apparel that is worn to symbolize membership in a gang or clique will not be permitted. 

To promote a positive, safe, and non-disruptive learning environment, proper attire should be worn.  
Therefore, the following attire is prohibited from wear in the school during the academic day: 

1. Bulky coats normally worn as outerwear. 

2. Headgear (hats, bandanas, hoods, etc.), except those worn for religious purposes, must be 
removed upon entering the building. 

3. Students are allowed to wear hair accessories (ex. hair bands). They are not allowed to wear baseball 
caps, winter hats, bandanas, doo-rags, etc. 

4. Students are to remove their headgear when they enter the building and headgear should remain off 
and put away until they leave school at the end of the day. Students are not to carry headgear in the 
building.   

5. Footwear must be worn on school grounds.  Footwear that will mark or damage floors or is considered 
a safety hazard is not acceptable. 

6. Sunglasses (unless required by a doctor’s order). 

7. Spikes or studded bracelets, necklaces, rings and chains.  

8. Any clothing worn with undergarments exposed. 

9. Attire or accessories which display derogatory language, pictures, sexual references, or which depict 
logo or emblems that encourage the use of drugs, tobacco products, alcoholic beverages, or acts of 
violence. 

10. Revealing and/or distracting clothing (equal to both genders) that is disruptive to the educa-
tional environment, such as exposed undergarments, clothing that exposes the midriff area, 
low-cut blouses or t-shirts, see-through clothing, tube tops, strapless or backless shirts, 



shorts, skirts and pants which reveal the upper thigh.   

The intent of this policy is to encourage all students to dress, groom and conduct themselves in keeping 
with an atmosphere, which reflects a sensitivity to and respect for self and others and the overall functions 
of the school. 

Restrictions on freedom of student dress may be applied whenever the mode of dress in question 
is: 

• Unsafe either for the student or those around the student. 

• Disruptive to school operations and the education process in general. 

• Contrary to law. 

Students whose dress and grooming do not reflect these standards or are judged by the staff to 
be distracting, disruptive, or dangerous will be referred to the Principal or his/her designee.  If the 
student fails to remedy the problem, the parents will be contacted and the student will be subject 
to disciplinary action. 

Nothing in these regulations is intended to intrude on the constitutional or statutory rights of any student, 
as long as, in the exercise of those rights, students do not create a threat to the order of the school or 
cause the disruption of any recognized school function. 

LOITERING 

To ensure safety and security, students are not to loiter in the school after 2:45 p.m.  All students 
who stay after school because of athletics, clubs, discipline, academics or meetings must be with and 
supervised by a staff member, or in the Library Homework Center for quiet study.  No student who remains 
in the school after dismissal is to be in a classroom without a teacher present. 

OFF GROUNDS 

Students are not allowed off school grounds, without administrative permission, from 7:30 a.m. to 
2:15 p.m. (12:48 on short Wednesdays). Students should use direct routes to travel between build-
ings during passing time. 

There are two courtyards available for student use. The Senior Courtyard, located inside the cafeteria, and 
the Cafeteria courtyard, located outside the cafeteria. 

Seniors are permitted to use the Senior Courtyard and the Cafeteria Courtyard during their free periods. 
All students may use the Cafeteria Courtyard during lunch periods. 

During the school day, students are prohibited from all other outside areas. Students are not to go to their 
cars, or be in the parking lots; from the time they arrive at school until dismissal without written permission. 

Students are expected to attend every activity for which they are scheduled during each school day.  Spe-
cifically, this means that students must attend all classes and homerooms; report to the cafeteria, library 
or courtyards during lunch; go to the designated areas of the school for assemblies, pep rallies, and other 
special events; and be punctual to all classes and activities.    

Violators of these policies will face disciplinary consequences, which may include suspension. 

SELF REGULATED PROGRAM (SRP) 

Juniors and Seniors who have achieved a 2.0 GPA, have acquired at least 11 credits, failed no 
classes in 2nd or 4th quarter, have no outstanding detentions, have had no credit withheld the pre-
vious semester and have no outstanding financial obligations are eligible for SRP. All students 
need to apply for SRP in the Main Office. This privilege allows students to go with an SRP identification 
card to the library or cafeteria during their free period. They may exit the cafeteria with an SRP identification 
card to sign in to the ARC, Music Practice Room, Career Center. Students are not permitted, under any 
circumstances, to leave the building during their free periods. 

Once SRP is approved, students with a late arrival must sign in each morning at the attendance 
window. If students fail to sign they will be listed as absent. The consequence for not signing in is 
an office detention. Continued failure to sign in may result in the loss of SRP. 

Students’ SRP will be revoked and they will be scheduled for a study hall upon misuse of free time, out-
standing financial obligations, failing grades, excessive absences from classes or school, inappropriate 
behavior, or leaving campus without permission.  There will be a $2 replacement fee for lost SRP stickers 
and $5 for student identification cards. 



ATHLETIC AND STUDENT ACTIVITIES 

Conard supports a full program of athletics, clubs and other student activities.  Information on athletics is 
available in the Athletic Office, above the gym.  Information on clubs and other student activities is availa-
ble in the Student Activities Office. 

Student athletes must be in attendance for the full school day in order to participate in athletic 
contests and practices. Students who are sick or tired and receive a parent’s permission to arrive 
to school late are not exempt from this rule.  There are some exceptions to this rule such as: family 
emergencies, doctor appointments, court appointments, etc.  

Student-athletes should speak with their assistant principal if they are unsure of recognized exemptions. 

After-school practices may start as early as 2:50 p.m. on school days. This provides time for students to 
get academic assistance from teachers and time to address other matters, if needed.   

A practice or activity may start earlier than 2:50 p.m. with the permission of the Athletic Director and the 
Principal when special circumstances arise. 

PASSES 

All passes are incorporated in the student handbook. Students wishing a pass to another location need to 
have the teacher sign the handbook pass. Instructions for securing passes to the Library or Resource 
Center are found on page 14. 

 

STUDENT ID CARDS 

Students are required to carry their picture identification cards at all times while in the school building, and 
to all school-sponsored events. Students found carrying a false ID card will be referred to administration 
for disciplinary action. There is a $5.00 replacement fee for lost ID cards. 

STUDENT PARKING  

Students’ use of motor vehicles at Conard High is a privilege granted by the school. Students are subject 
to the rules, regulations and administrative guidelines in the parking regulations agreement and must com-
ply with all state laws and licensure requirements. 

REGULATIONS 

1. Temporary vehicles and visitors must be registered immediately in the main office upon arrival at the school. 

2. All student vehicles must park in the Student Parking Lot located in the lot off Berkshire Road nearest 
the golf course.  Only those areas marked are to be used for parking. 

3. No sideways or angle parking is allowed. 

4. Vehicles may only leave the campus during normal school hours when: 

• The student has been granted permission by their respective Assistant Principal to leave school 
after their last scheduled class; 

• Special circumstances have been approved by the Assistant Principal. 

5. Students must drive in a safe, courteous and cautious manner.  Excesses such as rapid starting and 
stopping, squealing and pealing of tires, noisy vehicles, loud radios, passengers riding other than in-
side the vehicle, and other such practices are not allowed, and may result in a loss of parking privileges 
and/or referral for police action. 

6. When leaving campus, students must identify themselves and passengers in cars when requested by 
Security or staff members and provide proper authorization to leave campus. 

7. Loitering in or around cars and motorcycles is not permitted. 

8. In the event of accidents, cars must not be moved until police arrive. 

9. Vehicles may not be moved during the day without authorization. 

10. Vehicles will be secured when parked on campus. 

PENALTIES 

1. Tickets, as authorized by the West Hartford Police Department and town ordinances, will be issued for 
infractions such as: 



• Unauthorized vehicles; 

• Improper parking in fire lanes;  

• Parking in unauthorized areas such as the visitor, administrative, or teacher lot; 

• Exiting or entering by other than proper driveways.   

• Fines will be imposed. 

2. Hazardous use of vehicles will result in police referral. 

3. All vehicles are subject to towing when parked in areas unassigned. 

4. Students leaving campus without permission in motor vehicles will be subject to the penalties defined 
by the Student Self Regulation Program. Upon the second offense, loss of car privileges for ten weeks 
will ensue. 

5. Final authority for the issuance of penalties rests with the administration’s interpretation of regulations. 

6. Students disregarding regulations will be subject to loss of student driving and parking privileges. 

7. Any unsafe or erratic operation of a motor vehicle on school property will result in disciplinary action 
and loss of parking privileges. 

Parking on school property is a privilege, which may be denied for many reasons, among them motor 
vehicle violations and discipline. 

HOMEWORK REQUESTS 

Students are responsible for homework assignments missed during absences. Students are encouraged 
to contact teachers by email. For absences longer than three days, at a parent/guardian’s request, assign-
ments will be collected by Mrs. Galeota and will be available in the Main Office by 3:00 p.m. on the following 
day. Assignments may also be obtained by contacting teachers’ voice mailboxes. 

LOST AND FOUND 

Lost and found items should be turned into the main office, where they are will be placed in the lost and 
found bin and held for a reasonable length of time. Students who feel the loss is a result of theft, should 
contact their Assistant Principal or the Security Staff promptly. 

SCHOOL ASSEMBLIES 

Students are responsible for good conduct during an assembly. Unacceptable conduct includes whistling, 
uncalled for applause, boisterousness; and talking/using electronic devices during a presentation. If stu-
dents are removed from an assembly, appropriate disciplinary action will be taken. 

TELEPHONE MESSAGES TO STUDENTS 

Students may not receive personal calls or messages during the school day. Only those messages of an 
emergency nature will be considered.  Important messages may be left for students through the Main 
Office. The school’s goal is to minimize classroom interruptions and maximize instructional time. 

VISITORS 

(GUEST POLICY) 

Parents are always welcome and are encouraged to come to school. Classroom visits must be arranged 
through administration. Children under high school age must be accompanied by an adult.  

All authorized visitors must sign in at the Main Office. Visitors will be issued a visitor’s tag, which must be 
worn while in the building and returned when leaving and signing out.  Unfortunately, due to our present 
enrollment, students are not permitted to bring guests to school. 

WORKING PAPERS 

Working papers may be obtained from Mrs. Hamel in the Main Office or Mrs. Glazer in the School Coun-
seling/Guidance wing.  State of Connecticut requires: 

♦ Written promise of a job from employer; 

♦ Evidence of age (birth certificate or driver’s license). 

MISUSE OF CONARD HIGH SCHOOL NAME 



The use of the Conard High School name or the names of Conard High School publications without per-
mission will result in disciplinary action, including a legal response. 
 
 
 
 
 
 
 
 
 
 
 
 

PART V 
ACADEMIC PROGRESS NOTICE 

In addition to report cards, teachers use various means of communication, including telephone calls, let-
ters, conferences and/or Academic Progress Reports to inform parents of positive or negative changes in 
a student’s progress. 

POWER SCHOOL PARENT PORTAL 

The Parent Portal feature of PowerSchool allows parents to log in to the system via a private password 
and view their child’s academic progress.  Parent Portal is intended to enhance parent awareness of their 
child’s academic progress, but also student awareness, and subsequently the degree to which students 
demonstrate responsibility for their performance. Using the Parent Portal allows the parent and child to 
review his/her academic progress together and, if necessary, discuss how he/she can demonstrate initia-
tive in academic growth. 

ACADEMIC HONORS 

At the end of each quarter, students who achieve an average of 3.60 or higher in all credit subjects with no 
grade below a “C” receive maximum honors (at least four such subjects must be on a letter-grade basis). 
Those who earn an average of 3.0 to 3.59 on a similar basis receive general honors.  

In arriving at averages:  

♦ A = 4  

♦ B = 3  

♦ C = 2  

♦ D = 1   

An extra .5 is added to these for each honors or advanced placement course.  Pass/Fail credit does not 
count toward Academic Honors.  A grade of “D” or “F” or “Z” in any subject including physical education, 
will exclude a student from honors. 

Students must carry a minimum of 5.0 credits plus PE per year to be eligible for Honor Roll status. 

Students with an outstanding scholastic record are recognized at commencement by graduating with 
“Highest Honors”, “High Honors” or “Honors”. They wear special Honor Cords and are given special recog-
nition on the program.   

EXAM POLICY 

All students must complete scheduled mid-year and final examinations. With few exceptions, students will 
take final examinations or other culminating assessment activities in all courses. Seniors in full-year 
courses whose second semester averages are B or higher may be excused from final exams at the dis-
cretion of their teachers.  

Approval of requests for special arrangements for examinations outside the exam period is very rare. A 



student requesting such arrangements will need to submit a written parental request to their Assistant 
Principal no later than a week before the assigned exam.  If the Assistant Principal approves the request, 
the student will be given a note authorizing them to make arrangements with each of their teachers for the 
examination(s).  Teachers will consult with the Department Supervisor to determine the exact provisions 
that will be made. 

Failure to appear at the assigned time to complete an exam will result in a failing grade for the exam. 

ADD AND DROP POLICY 

Courses may be added only before the start of each semester. Course changes must be made prior to the 
start of the semester. During the first ten school days of each semester, students may drop courses without 
penalty provided the student takes a minimum of 5 subjects plus physical education or health for each 
semester. All other drops will receive an F. 

 

TESTING PROGRAM 

We offer the following standardized testing at Conard High School. Students should see their School Coun-
selor for additional information about these tests: 

1. The Differential Aptitude Test (optional) This Aptitude Test and Interest Inventory is offered on a Sat-
urday in the spring.  The cost is $10.00 for students in any grade and results are obtained four weeks 
later. 

2. Interest Inventories are available upon request in the Career Center.  Although an interest inventory 
is not really a test, it may provide valuable career direction for students. 

3. CAPT/SBAC: All grade 10 students are required to take the Science CAPT. Juniors who did not earn 
a score of 3 or higher on Science must retake that test. Students meeting proficiency or mastery on 
the Science CAPT have met the district science graduation requirement. The results of the Science 
CAPT will be recorded on the test record of a student’s transcript. 

All grade 11 students are required to take the Smarter Balanced literacy and mathematics assess-
ments. Students achieving or exceeding college and career readiness levels on the Smarter Balanced 
assessments have met the respective district graduation requirements. The results of the literacy and 
mathematics assessments will be reported on the test record of a student’s transcript. 

4. SAT and SAT Subject Tests are offered at Conard in October, November, January, March and June.  
The SAT and SAT Subject Tests are also offered in December at Hall. Applications are available in 
the Career Center. 

5. American College Testing (ACT) is offered at Hall High School twice during the fall semester and at 
Conard High School twice during the spring semester 

6. Advanced Placement (AP) exams are offered in May. Students must purchase a ticket for an AP exam 
during the first week in March. The cost of the exams will be announced. There are scholarships avail-
able from the School Counselors for students indicating a need. 

 

 

BE SURE TO CHECK OUT 

CONARD’S WEBSITE AT  

conard.whps.org 

FOR UP TO DATE SCHOOL 

NEWS AND INFORMATION 


