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Protocol for Life Threatening Allergies (K-4)

Per Chapter 223 of Title 20-A, schools must have a specific protocol for managing the safety of students
with life-threatening allergies. Children with life-threatening allergies are at risk for going into
anaphylaxis, which the Maine School Health Manual defines as ““a life-threatening, often rapidly
progressing type of allergic reaction. Anaphylactic reactions usually begin within minutes of exposure to
allergen.” The manual goes on to identify potential symptoms of anaphylaxis to include:

i. Hives (red, itchy bumps on your skin)

ii. Lip, tongue and throat swelling

ii. Nausea, vomiting, diarrhea, cramping
v, Shortness of breath, wheezing, coughing
V. Drop in bleod pressure

vi. Loss of consciousness

If it is suspected that a student is experiencing anaphylaxis, staff will immediately call 911. Epinephrine
auto-injectors will be kept in a safe, secure, accessible location. This location will change if the students
leaves his or her designated classroom, such as going on the playground or on a field trip off-site. During
the intake process for any new students, parents will identify any existing life-threatening allergies. The
parent will work with the school nurse, student’s primary care physician, or student’s allergist to
complete an individualized plan, using the Food Allergy & Anaphylaxis Emergency Care Plan as a
guide.

Training or staff development opportunities will be required for school employees each year, covering
the following topics:

i. Signs, symptons, and risks surrounding food allergies and anaphylaxis

il Awareness of food and non-food items that may present risk

i, Proper storage and administration of epinephrine auto-injectors

v, Strategies to maintain student confidentiality while maintaining school environments
which prevent exposure to allergens

v. Procedures for responding to life threatening allergies

This protocol will be made available publicly, through the agency website (or other agreed upon public
location).
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Policy for Medication Administration in School

Per Chapter 40 of the Department of Education rules, medication administration during the school day
must have specific oversight and monitoring. The school nurse will provide direction around the
adminisiration of medication while on school property, during the school day. School personnel who are
not licensed as medical professionals will receive training on medication administration prior to
administering any medications to students at school, which shall be updated at least annually. Such
training shall be provided by a registered nurse or licensed physician and will include the following
components:

i. Current laws and school policies relevant to administration of medication at school
il. Resources available to school staff in relation to medication administration

iii. Basic anatomy of routes of medication

iv. Basic classifications of medication

v. Common medications and their side effects

vi. How to read a medication label

vii. How to record the administration of medication, including any errors

viii.  The five “rights” of medication administration

ix. Procedures and protocols for administrating medication

X. Signs and symptoms of anaphylaxis and adverse effects

xi. How to use an epinephrine autoinjector

Xil. How to respond to a medication related emergency, including response to life

threatening allergic reactions
xiii.  Working with parents
xiv.  Protecting the confidentiality of student medical information

Following the training, the nurse or physician conducting the training will document the time, date, and
content of the training, as well as a recommendation for individual personnel to be permitited to
administer medication or not, based on competencics shown during training.

Any medication that is administered at school requires:

i. A current written request from the student’s parent or guardian requesting the
administration of a give medication while at school, signed within the last year.

ii. A written order from a prescribing physician including the student’s name, medication
name, medication dose, route of administration, frequency to be given, any special
instructions regarding the medication, and the prescribing physician’s name, signed
within the last year. A medication label with this information can be used for not more
than 14 consecutive days.

iil. Aside from an epinephrine autoinjector for an unknown allergen, it is required that the
first dose of a new medication be given at home.

iv. Medication must be given to the school in the original container, which should be
clearly labelled.

Students may self-administer emergency medication (such as an inhaler for asthma or an epinephrine
autoinjector for anaphylaxis) when:
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A healthcare provider indicates in writing that it is appropriate and safe for the student
to carry and self-administer inhaled asthma medication or an epinephrine autoinjector.
{See Maine School Asthma plan, if applicable.)

Written permission from the parent for the student to carry and self-administer the
specific medication identified.

The student is able to demonstrate to the school nurse his or her ability to responsibly
carry and self-administer the identified medication,

Information in the medication authorization form will include, where applicable:

i.
il
il
iv.

V.

vi.
Vil.
viil.
ix.

X.

Plan for transporting medication to and from school safely

Department of Education’s Procedure for Medication Administration on Field Trips
Accountability of medications, particularly those regulated by the Federal Narcotics Act
Proper storage of medication while it is at school

Training of staff on administration of medication, including signs and symptoms of
anaphylaxis

Response to occur if medication reaction occurs at school

Access to medication in case of a disaster

Process of recording medication authorization, including any errors
Proper disposal of medication if it is left by parents

Plan for preventing exposure to known allergens

Annually, the school will report to the Maine Department of Education a summary and analysis of any
incidents relating to medication administration. The school shall also report any use of an epinephrine
autoinjector or any occurrence of a severe allergic reaction at school.

In regards specifically to epinephrine autoinjectors, a collaborative practice agreement must include:

il

iii.

Name and physical address of the school

Name, title, and signature of the physician, school health advisor, or school nurse
assenting to the agreement, including the date the agreement goes into effect and
concludes

Any other information identified as important by the physician, school health advisor, or
school nurse

Maine law allows schools to authorize the adoption of a collaborative practice agreement for the purpose
of stocking and potentially administering epinephrine autoinjectors to students during school under
emergency circumstances involving anaphylaxis (20-A MRSA §6305).
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Policy for Management of Concussions and Other Head Injuries in School Sponsored Extra-
Curricular Activities and Behavior Management (K-4)

UCP of Maine recognizes that concussions and other head injuries are potentially serious and may result
in significant brain damage and/or death if not recognized and managed properly. UCP of Maine adopts
this policy to promote the safety of students engaging in potentially dangerous behaviors, as well as
students participating in school-sponsored extra-curricular activities, including but not limited to
interscholastic sports. Due to the evolving treatment and management of concussions, this policy shall
be reviewed yearly.

TRAINING

School-sponsored activities that pose a risk of concussion or other head injury are identified as collision
and contact sports. UCP of Maine provides students with access to gym equipment including but not
limited to: balls, scooters, bikes, trampolines, and play structures. All school staff will be required to
undergo training in the identification of concussion signs and symptoms, including, but not limited to:
headache, temporary loss of consciousness, dizziness, slurred speech, delayed response to questions,
appearing dazed, fatigue, and vomiting. Staff will be required to undergo Safety-care training for
behavior management. The training must be consistent with such protocols as may be identified or
developed by the Maine Department of Education (DOE) and include instruction in the use of such
forms as the DOE may develop or require. Staff shall be required to undergo refresher training every
year or when protocols and/or forms have been revised.

STUDENT AND PARENT INFORMATION
Annually, at the beginning of each school year, students and parents/guardians of students will be
provided information regarding:
A. The risk of concussion and other head injuries and the dangers associated with continuing to
participate when a concussion or other head injury is suspected;
B. The signs and symptoms of concussion and other head injuries; and
C. The school department’s protocols for 1) removal from the activity when a student is suspected
of having sustained a concussion or other head injury, 2) evaluation, and 3) return to
participation in the activity

The student’s parent(s)/guardian(s) must sign a statement acknowledging that they have received and
read this information before the student will be allowed to participate in any school-sponsored athletic
activity.

MANAGEMENT OF CONCUSSIVE AND OTHER HEAD INJURIES

It is the responsibility of the school staff to act in accordance with this policy when the staff recognizes
that a student may be exhibiting signs, symptoms and behaviors associated with a concussion or other
head injury.

Any student suspected of having sustained a concussion or other head injury during a behavior, or
school-sponsored activity including but not limited to physical education, or recess, must be removed
from the activity immediately. The student and his/her parent(s)/guardian(s) will be informed of the need
for an evaluation for brain injury before the student will be allowed to return to the activity.

No student will be permitted to return to the activity or to participate in any other school-sponsored
athletic activity on the day of the suspected concussion.

Any student who is suspected of having sustained a concussion or other head injury shall not be eligible
for further participation in school-sponsored athletic activities until he/she has been evaluated and
received written medical clearance to do so from a licensed health care provider who is qualified and
trained in concussion management.

All school personnel shall comply with the student’s health care provider’s recommendations in regard
to gradual return to participation. No student will be permitted to return to full participation until cleared
to do so. More than one evaluation by the student’s health care provider may be necessary before the
student is cleared for full participation.

If at any time during the return to play program signs or symptoms of a concussion are observed, the
student must be removed from the activity and referred to his/her health care provider for re-evaluation.
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COGNITIVE CONSIDERATIONS

School personnel should be alert to cognitive and academic issues that may be experienced by students
who have suffered a concussion or other head injury, including but not limited to difficulty with
concentration, organization, long-and-short term memory and sensitivity to bright lights and sounds.
Processes established under Section 504 provide an opportunity for school personnel to consider the
need for accommodations to enable a student suffering from the symptoms of concussion or head injury
to access his or her education. A 504 plan may not be appropriate for every concussion.

CONCUSSION MANAGEMENT TEAM

The Director will appoint a concussion management team including a school administrator to be
responsible, under the administrative supervision of the Director, to make recommendations related to
implementation of this policy. The concussion management team will include the school nurse and may
include one or more managers, teachers, and such other school personnel or consultants as the Director
deems appropriate.



Bridges K-4
B|Page

Behavioral Intervention and Support for Children:
School-Based Services

Policy

Each child served by UCP of Maine Bridges program has a right to the most humane and effective
education and treatment available with the proper supports to establish positive social standing, and
increased competencies and independence through development of essential life skills; and to access
life opportunities commensurate with their typical peers. Our approach is individualized. For those
children whose behaviors are injurious and detrimental to themselves or others, our approach to reducing
challenging behaviors is to use positive procedures prior to using restrictive procedures unless their or
others’ physical well-being would be compromised significantly by doing so. It is acknowledged that
some children served by the Bridges program engage in challenging behaviors that threaten their safety
and security and interfere with their inclusion in their community. For these children, appropriately
selected and implemented behavior reduction programs are crucial to their progress. These programs
maximize the effects of skill building programs by decreasing the frequency and/or duration of challenging
behaviors,

All individual behavior plans shall be high quality, evidenced-based interventions developed in
accordance with professional ethical standards and currently accepted practice; and implemented by well-
trained, professional, and competent staff who demonstrate respect for individual diversity and who
have knowledge and awareness of trauma-informed interventions. Whenever possible, positive
procedures should be used to help children learn new behaviors or cease to engage in challenging
behaviors that are personally counterproductive. The effectiveness of all procedures will be assessed
through the objective collection of quantitative data.

These policies and procedures apply to children receiving School-Based and Early Childhood Services
through Bridges.

Legal Reference

Maine Department of Behavioral and Developmental Services Rights of Recipients of Mental Health
Services who are Children in Need of Treatment.
https://www.maine.gov/dhhs/ocfs/cbhs/policv/Rights% 200f% 20recipeints. pdf

Maine DHHS Rules for the Licensing of Child Care Facilities. 10-148 CMR Chapter 32

Maine Department of Education Chapter 33: Rule Governing Physical Restraint and Seclusion
hitps://'www.maine.gov/doe/schools/safeschools/restraint

Related Policies and Procedures

UCP of Maine Student Incident Accident Policy
UCP of Maine Restraint & Seclusion Policy
Principles

All children served shall be free from mental, verbal, physical and/or sexual abuse, neglect and
exploitation, with the right to freedom from harmful actions or practices that are detrimental to their
welfare, and to practices that are potentially harmful to the child. Services shall be provided without
regard to race, age, national origin, religion, disability, sex or family composition and with dignity,
consideration and respect in full recognition of their individuality, including the use of developmentally
appropriate practices for young children. Children served by Bridges program are entitled to the same
rights as every other Maine citizen, except as limited by reason of guardianship. Any behavioral
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intervention that limits the exercise of any of an individual’s rights must adhere to the following
principles:

A. The individual’s behavior must be more destructive to themselves or to others than is the imposed
limitation.

B. A limitation may only be imposed:

1. During an emergency, and for the duration of the emergency. Emergency
interventions may not be employed as a punishiment, for staff convenience or as a
substitute for planned behavioral interventions; or

C. As part of a behavior plan developed and approved by the child’s educational team and
parent/guardians.

D. The intervention must be approved, in writing, by the individual or by the guardian when one has
been appointed. Withdrawal of approval requires immediate termination of the intervention. In
cases when abrupt withdrawal of intervention may worsen the child’s condition, the Team will
develop and propose a step-down sequence that minimizes risk to the child’s and other’s safety.

E. Behavior plan development must be informed by a valid behavioral assessment that includes data on
the challenging Behavior(s) as well as contributing factors to the challenging behavior. Assessment
may include an FBA,

F. Children with intellectual disabilities, autism spectrum disorders, and other disabilities have a right
to effective intervention. While there are risks inherent in employing some behavioral interventions,
it also should be noted that in some cases there are risks in not employing behavioral interventions.

G. Interventions must be limited to the child in need of intervention. The imposition of an intervention
on a group for the sole benefit of the child is prohibited.

H. The Bridges Program is obligated to ensure that all individuals have the opportunity to attend school
in a safe, supportive environment. Any interventions that restrict an individual’s rights will not be
implemented unless the individual is also provided with necessary positive supports and appropriate
services.

This Policy and Procedure is not intended to regulate, limit or otherwise constrain teachers, therapists or
other trained staff during the provision of educational, instructional or therapeutic services. Many
behavioral techniques such as positive reinforcement, extinction, differential reinforcement, physical
prompting, least-to-most prompting, most-to-least prompting, etc., are standard procedures that are
commonly used to instruct and educate in the absence of any intent or need to reduce or eliminate
unwanted, maladaptive or dangerous behavior. The use of such behavioral techniques in a purely
educational, instructional or therapeutic context should be outlined in the Child’s service plan but does
not require an approved behavior plan.

Behavior Plan Initiation

When a Child engages in Challenging Behavior that presents a threat of injury to self or others or
threatens serious damage to the property of others, the Child’s Team must act to ensure the Child’s safety
and the safety of others through development of a behavior plan that is informed by valid assessment,
based on positive support strategies, evidence-based intervention, and least intrusive measures in order to
improve adaptive skills, communication skills, social/emotional behavior and regutation, to advance
independence, and reduce or eliminate the frequency and severity of the challenging behavior(s).
Interventions are planned, derived from effective practice, consistent, assure the Child's individual rights
and well-being are recognized and protected during the course of treatment, with treatment developed and
provided by trained and competent providers to ensure effectiveness. Behavior Plan interventions must
not be used for the convenience of others or include prohibited practices.
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Current regulations do not direct the content of Behavior Plans. Still, these plans are developed by
qualified individuals in accordance with best practice, evidence-based practice, as well as legal and
cultural constraints imposed by the environment in which the plan is to be implemented (e.g., Chapter 33
in schools, district policy, home/community culture).

Behavior Plan Requirements and Components

A. Behavior Plan Requirements

1. Any behavior plan designed to prevent, mitigate, or respond to the Child’s Challenging

Behaviors must:

a. Be individualized.

b. Take into consideration any impact that developmental, medical, and/or psychological
conditions may have on Challenging Behavior(s).

c. Pose less risk of physical or emotional harm to the Child than the Challenging Behavior it
is designed to address.

d. Be the least intrusive plan necessary to promote prosocial and adaptive behavior, reduce
Challenging Behavior, and prevent harm to self or others.

e. Exclude Prohibited Procedures.

f. Be documented in writing in language that is understandable to the people approving and
implementing the plan.

g. Have the informed consent of the parent or guardian; and the consent or assent of the
Child (as possible).

B. Behavior Plan Components

1. Rationale for the plan.

2. Operational definitions of target behaviors, including Challenging Behavior(s), Precursor
Behaviors, and Functionally Equivalent Behaviors.

3. Outcome of behavioral assessment including present levels of Challenging Behavior(s) using
appropriate metrics (i.e., frequency, duration, latency, intensity and/or severity, etc.) and FBA
outcomes. To the extent possible, present level metrics should align with progress monitoring
metrics.

4. Behavioral goal informed by present levels.

5. A Safety Plan or Crisis Plan may be attached to the Behavior Plan if one is needed to ensure the
safety of the Child and others. Safety Procedures are provided in a step-by-step manner, with
clear criteria for initiating and terminating the procedures.

6. Prohibited Procedures may not be included in the Behavior Plan, Safety Plan, or Crisis Plan.

7. Progress monitoring methods (data to be collected, frequency of data collection, data collection
tool}

8. A schedule reviewing the Behavior Plan and progress to date toward by the Child’s Team.

9. Criteria for the discontinuation of the plan, whether because it has been successful, its continued
implementation is unlikely to be successful, or it is causing the individual more harm than
benefit. Progress may be slower than desired in some cases. In such cases, Behavior Plans may
require implementation and monitoring over an extended period of time.
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Prohibited Interventions

Intentional infliction of pain or injury,

The intentional instilling of fear of pain or injury,

Actions or language intended to humiliate, dehumanize or degrade an individual,

Denial of basic rights including, but not limited to meals, sleep, adequate clothing, medications, medical treatment,
therapy

The use of experimental interventions or those without scientific basis or merit.
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UCP of Maine Immunization Policy (K-4)

Prior to entering kindergarten at UCP of Maine, all students are required to provide a student
health record.

Mandatory information to be provided includes:

1.
ii.

iii.

iv.

Student name and date of birth

For Kindergarten entry:

A minimum of’

S DTaP (4 DTaP if 4th is given on or after 4th birthday; diphtheria, tetanus, pertussis)
4 Polio (if 4th dose given before the 4th birthday, an additional age appropriate [PV
should be given on or after the 4th birthday)

1 MMR (measles, mumps, rubella)

1 Varicella (chickenpox) or reliable history of disease

Each immunization entry must include: vaccine type, date administered and the name
of the provider

Exemptions may be granted for philosophical, religious, or medical reasons, as follows:

Medical exemption: In accordance with MRS20-A §6355, a parent must provide a
written statement from a licensed physician, nurse practitioner or physician assistant
that, in the licensed physician's, nurse practitioner's or physician assistant's professional
judgment, immunization against one or more of the diseases may be medically
inadvisable. This is to be provided annually to the school where the child attends.

Philosophical or religious exemption: In accordance with MRS 20-A §6355, a student
covered by an Individualized Education Plan on September 1, 2021 who elected a
philosophical or religious exemption from immunization requirements on or before
September 1, 2021 pursuant to the law in effect prior to that date may continue to attend
school under that student's existing exemption as long as: A. The parent or guardian of
the student provides a statement from a licensed physician, nurse practitioner or
physician assistant that the physician, nurse practitioner or physician assistant has
consulted with that parent or guardian and has made that parent or guardian aware of the
risks and benefits associated with the choice to immunize; or B. If the student is 18
years of age or older, the student provides a statement from a licensed physician, nurse
practitioner or physician assistant that the physician, nurse practitioner or physician
assistant has consulted with that student and has made that student aware of the risks
and benefits associated with the choice to immunize.
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Restraint & Seclusion Policy

Policy Regarding Use of Physical Restraint and Seclusion

I. Purpose

Restraint & Seclusion Policy

To outline expectations related to managing behavioral challenges with students and employee

use of restraints.

I1. Definitions

The following definitions apply to this policy and procedure:

A. Physical restraint: a personal restriction that immobilizes or reduces the ability of a
student to move the arms, legs, or head freely. 20-4 M.R.S.A.§4014 (1)(F) and includes
physically moving a student who has not moved voluntarily. This intervention is only to
be used when the behavior of a student poses an imminent danger of serious physical
injury to the student or another person.

1. Physical restraint does not include any of the following:

a.

b.

Physical escort: The temporary, voluntary touching or holding of the hand,
wrist, arm, shoulder or back to induce a student to walk to a safe location.
Physical prompt: A teaching technique that involves physical contact with the
student and that enables the student to learn or model the physical movement
necessary for the development of the desired competency.
Physical contact: When the purpose of the intervention is to comfort a student
and the student voluntarily accepts the contact.
Protective physical interventions: When a student’s actions would be
harmful to themselves or others, and involve physical contacts that serve to
deflect, block, or redirect the student’s action or disengage from a student’s
inappropriate grip, but from which the student could move freely away.
The use of vehicle safety restraints when used as intended during the transport
of a student in a moving vehicle
Adaptive devices or mechanical supports, employed to achieve proper body
position, balance or alignment to allow greater freedom of movement than
would be possible without the use of such devices or supports. The use of
prescribed equipment or device must be:

1. Part of a treatment plan, as prescribed by a licensed health care

provider.
2. Supervised by a qualified and trained individual in accordance
with professional standards.

Restraints used by law enforcement officers employed by the police
department in the course of their professional duties are not subject to this
policy/procedure or MDOE Rule Chapter 33.
MDOE Rule Chapter 33 does not restrict or limit the protections available to
school officials under 20-A M.R.S.A § 4009, but those protections do not
relieve school officials from complying with this policy/procedure.

B. Permitted uses of physical restraint:

a.

Physical restraints may be used only as an emergency intervention and only
after other less intrusive interventions have failed or been determined
inappropriate.
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Physical restraints must be implemented by staff certified in a state-approved
training program. If, due to the nature of the emergency, untrained staff have
to intervene and initiated a physical restraint and if the need for a physical
restraint continues, trained personnel must be summoned to the scene and
assume control of the situation as rapidly as possible.
Physical restraints may be used to move a student only if the need for
movement outweighs the risk involved in such movement.
Under this rule, the following are not considered unlawful restraint, and do
not require an incident report:
i. The use of vehicle safety restraints when used as intended during the
transport of a student in a moving vehicle
ii. Adaptive devices or mechanical supports, employed to achieve proper
body position, balance or alignment to allow greater freedom of
movement than would be possible without the use of such devices or
supports. The use of prescribed equipment or device must be:
1. Part of a treatment plan, as prescribed by a licensed health care
provider.
2. Supervised by a qualified and trained individual in accordance
with professional standards.

C. Prohibited forms and used of physical restraints:

a.

b.

Physical restraints should not be used for punitive purpose, staff convenience
or to control challenging behaviors.

Physical restraint may not be used to prevent property destruction or
disruption of the environment in the absence of risk of serious physical injury
to the student or another person

Physical restraints may not be used as a therapeutic or educational
intervention.

No physical restraint or escort should be life-threatening; restraint shall not
restrict the free breathing or blood flow to the brain. Physical restraints
cannot restrict the airway so as to interrupt normal breathing or speech
(restraint-related positional asphyxia) of a student. Prone restraints are not
permitted.

Aversive procedures and mechanical and chemical restraints cannot be used
under any circumstances.

No physical restraint may be used that relies on pain for control, including but
not limited to joint hyperextension, excessive force, unsupported take-down
(e.g. tackle), the use of any physical structure (e.g. wall, railing or post),
punching and hitting.

D. Monitoring of a student in physical restraints

a.

C.

At least two staff must be present at all times when a physical restraint is
needed except when; for safety purpose, wait for a second staff member to
arrive

A student in a physical restraint needs to be monitor continuously until the
student no longer presents a risk of serious injury to self or others.

In the event of an injury, local policy must be followed.

E. Termination of physical restraints:

a.

The staff involved in the physical restraint should continuously monitor for
signs of the student is no longer presenting a risk of serious injury to self or
others. The physical restraint will be discontinued immediately upon the
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cessation of imminent danger of serious physical injury to the student or
another person.

The time of the physical restraint should be recorded.

The covered entity may request assistance from the parents at any time during
the incident

If attempts to release from the physical restraint have been unsuccessful and a
student is still presenting behavior that present a risk of serious injury to self
or other, then the covered entity may request assistance from outside sources,
such as caregivers, case managers, crisis intervention teams, local EMS, or
other community resources.

If the physical restraint lasts for more than 10 minutes, an administer or
designated person should determine whether continued physical restraint is
needed and shall continue to monitor the status of the physical restraint every
10 minutes until the physical restraint 1s terminated.

F. Seclusion: The Bridges program will not be using seclusion.

1.

Seclusion does not include:

a. Timeout: An intervention where a student requests, or complies with an adult
request for a break.

2. Covered Entity: Defined as an entity that owns, operates, or controls a school of

II1. Policy

educational program that receives public funds from the Maine Department of
Education, including, but not limited to public schools, public regional programs,
public charter schools, private schools, publicly-supported private schools, special
purpose private schools, Career and Technical Educational schools, public pre-
kindergarten and Child Developmental Services (CDS).

Bridges K-4 program works to ensure an individual’s rights of privacy, dignity, and respect and
freedom from coercion and restraint as per 42 CFR 441.301(c)(4)(iii). The program will adhere
to the State of Maine Rights of Recipients of Mental Health Services Part B Section VII
regarding Freedom from Unnecessary Seclusion and Restraint, as well as Title 34-B Behavioral
and Development Services Chapter 5, 42 CFR 483.42 and Maine Department of Education
Chapter 33, for applicable programs. Seclusion practices are never used as part of the
school’s work with students.

Chapter 33; Rule Governing Physical Restraint and Seclusion

G. Chapter 33 establishes standards and procedures for the use of physical restraint and
seclusion. Physical restraint and seclusion may only be used as an emergency
intervention when the behavior of a student poses an imminent danger of serious
physical injury to the student or another person.

A. The rule sets forth permitted and prohibited uses of restraint and seclusion, required

B.

notification and documentation of incidents of restraint or seclusion, aggregate
reporting of incidents to administrators and to the Maine DOE, notification to
parents, response to multiple incidents of restraint or seclusion of a student, local
and state complaint processes and Maine DOE approval of training programs.

Annual Notice of Policy/Procedure

Bridges K-4 School shall provide annual notice of parent/legal guardians of his
policy/procedure by means of determined by the superintendent/designee.
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C. Training Requirements

1. All school staff and contracted providers shall receive an annual overview
of this policy/procedure.

1. Bridges will ensure that there are a sufficient number of
administrators/designees, special education and other staff who maintain
certification in a restraint and seclusion training program approved by the
Maine Department of Education. A list of certified staff shall be updated
annually and maintained in Human Resources.

D. Parent/Legal Guardian Complaint Procedure

A parent/legal guardian who has a complaint concerning the implementation of this
possible policy/procedure must submit it in writing to the superintendent as soon as
possible. The superintendent/designee shall investigate the complaint and provide
written finding to the parent/legal guardian within twenty (20) business days, in
practicable.

A parent/legal guardian who is dissatisfied with the result of the local complaint process
may file a complaint with the Maine Department of Education. The Department of
Education will review the results of the local complaint process and may initiate its own
Investigation at its sole discretion. The department shall issue a written report with
Specific findings to the parent/legal guardian and the school unit within 60 calendar
days of receiving the complaint.

Bridges’ K-4 program uses the Safety-Care Behavioral Safety program to provide staff skills
and competencies necessary to effectively prevent, minimize, and manage behavioral
challenges with dignity, safety and the possibility of change.

Students/Guardians must sign the Safety-Care Treatment Consent Form indicating their
agreement or declination of safety care restraints or physical interventions in times of crisis.

If Safety-Care techniques are used when working with a student, the employee must complete
the Incident Accident Report and indicate restraints used. Employees must also debrief with
students/families regarding the safety issue, including: What is the student’s understanding of
what triggered the safety issue or use of restraint; What can the student and staff do to reduce
future safety issues or use of restraints. The employee should also follow up with a Safety-Care
trainer to formally discuss the incident to ensure that techniques were used in compliance and
discuss possible revisions to students’ plans.

If an injury requiring professional medical treatment results from the use of any Safety-Care
phystcal skill, the QBS Safety-Care Injury Reporting Form must be completed and submitted to
a Safety-Care trainer in the program. Employees will follow the reporting protocol for
employee Incidents/Accidents for any employee injury per Section 37. Incidents/Accidents of
the Personnel Policy Manual.
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Maine DOE Notification Policy

Date of Origin: 4-8-21
Modification Date(s):
Date of Last Review:

L. Purpose
To ensure that UCP will meet the requirements of the Department of Education (DOE).

II. Policy
UCP of Maine will inform the (DOE) if any of the following changes take place.

Any substantial changes in the school’s program(s)

Any changes in the certification and/or credentials of its staff

Any action taken by a federal, state or local agency that might jeopardize the school's approval
with the Department, or any legal proceeding brought against the school or its employee(s)
arising out of circumstances retated to the care or education of any of its students regardless of
their state of residency

Any new, or revisions to existing, policies that replace or revise policies described or provided
with this application

Any changes to the program/facility that impact the overall health or safety of students, or the
ability to deliver services

Reports of serious events, including serious injury or death of a student, criminal activity on the
part of a student or staff member, or other serious incident affecting the well-being of any
student

Any changes in services or staff, including temporary staff shortages, that alter the previously
approved staff:child ratios and/or affect the ability to deliver services to students per their IEPs
Change in the Program Director

IIL. Procedure
An assigned staff member of the Bridges K-4 Program will inform the DOE if any of the above changes.
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Attendance Policy K-4 School Program

While we understand that your child and family have a variety of needs and activities, we value
consistent attendance here at the Bridges program. Children who attend regularly sec a greater increase
in positive behaviors and bond more closely with peers and staff. We ask that if you are taking a
vacation, you give two weeks notice, if possible. If your child is sick, you do not have transportation, or
something else comes up that does not allow your child to attend a regularly scheduled day, we ask that
you call at least one hour before your child is scheduled to arrive at Bridges. This attendance policy is
meant to show our strong commitment to consistent attendance in the Bridges program — many children
and families are interested in attending an ABA specialized program and we want to ensure that the
program is fully utilized whenever possible!

Under state law, full-time school attendance is required of all children from their 6th to their 17th
birthday except:

A. A person who graduates from high school before their 17th birthday;
B. A person who has:
1. Reached the age of 15 years or completed the 9th grade;
2. Permission to leave school from that person’s parent;
3. Been approved by the principal for a suitable program of work and study or training;
4, Permission to leave school from the Bangor School Committee or its designee; and

5. Agreed in writing with that person’s parent and the Committee or its designee to meet
annually until that person’s 17th birthday to review that person’s educational needs.
When the request to be excused from school has been denied pursuant to this paragraph,
the student’s parent may appeal to the Commissioner; or

1. Responsibility for maintaining student attendance is a shared responsibility.

A. Except for excused absences, students are expected to attend school every day, arrive at
school and to each class on time, and remain in school for the full day.

B. Parents are expected to ensure that their children arrive at school each day on time, remain in
school for the full day, and attend school consistently throughout the year.

C. Schools will maintain a comprehensive attendance record for each student. School staff are
expected to monitor attendance and communicate with parents and students regarding
attendance and tardiness.

2. The Superintendent, in consultation with school administrators and, as appropriate, other school unit
staff, shall be responsible for developing rules and procedures related to student attendance. Such rules
and procedures will include provisions for:

A. Disciplinary consequences for unexcused absences, tardiness, early departures and absences
from classes;

B. The potential academic consequences of excessive absenteeism; and

C. The making up of tests, quizzes and other work missed during excused and unexcused
absences.

e UCP of Maine’s policy and the school’s attendance rules and procedures will be communicated
to students, parents, administrators and staff by means of student and staff handbooks, services
opening meetings/registration and/or other means as deemed effective and appropriate. The
potential disciplinary consequences for unexcused absences from school or class and for
unexcused tardiness and early departures will be included in the student code of conduct.
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3. Excusable Absence
A person’s absence is excused when the absence is for the following reasons:
a. Personal illness;

b. An appointment with a health professional that must be made during the regular
school day;

c. Observance of a recognized retigious holiday when the observance is required during
the regular school day;

d. A family emergency;
e. A planned absence for a personal or educational purpose that has been approved

f. Education disruption resulting from homelessness, unplanned psychiatric
hospitalization, unplanned hospitalization for a medical emergency, foster care
placement, youth development placement or some other out-of-district placement that is
not otherwise authorized by either any individual education plan or a superintendents’
student transfer agreement. “Education disruption” does not apply to a student who is
out of school for 10 or more consecutive school days because of a planned absence for a
reason such as a family event or a medical absence for planned hospitalization or
recovery.
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Bridges Special Purpose Private School - Student Code of Conduct

The intent of the Code of Conduct is to promote responsible behavior, which will lead to the
greatest success for all learners in the school community. To achieve this goal, all members of the

community are expected to learn and exhibit the following characteristics:

« Responsible Behavior
+ Mutual Respect
» Personal Dignity

« Personal Excellence

The code of conduct, applies to at any school function, on or off school property including on the

school bus/transportation.

PBIS — A Definition
Positive Behavior Interventions and Support program or PBIS is a school-wide systems of support

that utilizes proactive strategies for defining, teaching, and supporting appropriate

student behaviors to improve community wellbeing and to create a safe and supportive learning
environment. PBIS complements Bridges’ Mission and Values, PBIS is interrelated to the Code of
Conduct and existing discipline systems by not only focusing on how to stop problem behavior, but

by creating an environment that teaches and nurtures positive behavior.

PBIS Purposes
The purposes of PBIS are to:

1. Promote a positive and caring school environment where students are taught, practice and
receive feedback from school staff regarding the expectations of the school.

2. Intervene with students who experience behavioral difficulties by assessing data reasons for
behavior and planning for behavioral change.

3. Provide for wrap-around teams and partnerships with parent, school and community for
behavioral change of students experiencing severe behavioral problems.

4. Utilize data to design goals and outcomes.

PBIS Strategic Objectives
Each student will:

Demonstrate an understanding of school-wide behavior expectations.
Contribute positively to the school climate.

Have frequent opportunities to be recognized for positive behavior.
Recognize that he/she is a valued member of the school community.

These three rules govern student behavior:

o Besafe
¢ Be responsible
» Be respectful
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Bridges’ Services provides Safety Care® Behavioral Safety Training for all teachers and Behavioral
Health Professionals (BHPs} through QBS, Inc. All teachers and BHPs are proficient in demonstrating
competency in skills and procedures in order to prevent, minimize and manage behavioral challenges.
Applied Behavior Analysis (ABA) and Positive Behavior Interventions & Supports (PBIS) are the focus
for supporting our students and teaching replacement behaviors.

Our teachers and BHPs are trained in the following through Safety Care®:

Understanding Challenging Behavior (Antecedent-Behavior-Consequence)

Incident Prevention (Supportive Environment, Safe Environment, Safety Habits, Staff Behavior,
Differential Reinforcement)

Incident Minimization (De-escalation)

Physical Safety

Physical Management

Our teachers and BHPs complete Safety Care® Behavioral Safety Training annually.
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This Agreement describes basic information about UCP of Maine Services--what you can expect from a
staff person; what is expected of you by UCP of Maine when you choose to receive services; billing and
insurance requirements. Please review this with the staff person and be sure that all of your questions
are answered fully.

I. SUMMARY OF RIGHTS

If you do not understand written or spoken English, an interpreter will be made available to explain your
rights. A copy of this Summary will be provided to you after it is reviewed.

For more information, please ask us for a copy of the Rights of Recipients of Mental Health Services.
There are both child and adult versions of this booklet. A free copy is also available from the Maine
Department of Health and Human Services, 11 State House Station, Augusta, ME 04333-0011 (tel. 207-
287-2595), TTY: Maine Relay 711).

As a UCP of Maine student you have many rights; this is only a summary. In addition to the following
rights, you have all of the basic human and civil rights enjoyed by all citizens:

1. You have the right to receive a full explanation of your rights at the onset of service.

2. You have the right to have a person of your choice, designated by you in writing, assist you to
understand and protect your rights.

3. You may not be discriminated against on any basis (i.e. race, creed, color, national origin, sex,
sexual orientation, handicap, or political affiliation).

4. You have the right to have your privacy and your dignity protected at all times.

5. You have the right to have information in your record kept confidential, to have access to that
information, to designate the persons or agencies to which that information may be released and
to request that the information be amended, all as described in UCP of Maine’s Notice of
Privacy Practices (see below).

6. You have the right to participate fully in the development of your Plan of Care (POC) and to
have anyone that you designate assist you in developing your plan. You are entitled to a copy of
this plan and may at any time; decline to participate in any component of your plan with which
you no longer agree.

7. You have the right to receive services in the least restriclive environment possible.

8. You have the right to a clear and concise explanation of the recommended treatment, including
its risks and benefits and the expected duration of the treatment proposed. You have the right to
a complete and thorough explanation of any potential risks or benefits of any medications
prescribed for you, including possible bio-chemical and/or side-effects of that medicine.

9. Every effort will be made to provide possible alternatives to treatment recommendations or
access to a second opinion if requested.

10. You have the right to refuse recommended services or medications, without affecting other
services or medications as long as they can be provided without risk of harm and consistent with
proper professional practice.

11. You have the right to request a care provider of your choice or to change your care provider at
any time during service, within the limits of availability and if clinically appropriate.

12. You have the right to be free from locked seclusion or mechanical restraint in all UCP of Maine
programs and services,

13. You have the right to access the grievance procedure, if you believe that any of your rights have
been violated, to have your grievance answered in writing, to appeal if you disagree with the
answer (including appeal to the Department of Health and Human Services), and to be free from
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any retaliation for your filing a grievance. Information pertaining to the grievance process will
be made available to you at any UCP of Maine office.

» For assistance, you may contact, for adults, the Grievance Coordinator, Office of Adult
Mental Health Services, Maine Departiment of Health and Human Services, 1| State
House Station, Augusta, ME 04333-0011 (tel. (207) 287-2595, TTY Maine Relay 711),
or for children or adolescents, the Children's Services Grievance Coordinator, Maine
Department of Health and Human Services. 11 State House Station, Augusta, ME
04333-0011 (tel. (207) 287-3707, TTY Maine Relay 711), or for adults, children or
adolescents, the Disability Rights Center, 160 Capitol Street, Suite 4 Augusta, ME
04338-2007 (tel.1-800-452-1948 or TTY: Maine Relay 711).

14, You have the right to be notified in the event that UCP of Maine offers a treatment or service
that is either experimental or for research purposes, which will be clearly identified as such and
must be conducted under a research plan as described in the Rights of Recipients. You have the
right to refuse to participate in the research without your refusal in any way affecting the
services being provided to you by UCP of Maine.

15. If you wish to use an interpreter and do not have one, an interpreter will be provided.

16. You have the right to reach out to your local school district in order to ask questions or receive
materials about MUSER.

II. NOTICE OF PRIVACY PRACTICES
Effective April 14, 2003, revised February 4, 2015

THIS NOTICE DESCRIBES HOW MEDICAL INFORMATION ABOUT YOU MAY BE USED
AND DISCLOSED AND HOW YOU CAN GET ACCESS TO THIS INFORMATION, PLEASE
REVIEW IT CAREFULLY.

UCP of Maine is required by law to maintain the privacy of your health care information, to provide you
with a notice of UCP of Maine's legal duties and privacy practices with respect to your health care
information and to notify affected individuals if there should be a breach of unsecured health
information held by UCP of Maine. UCP of Maine is required 1o follow the terms of the privacy notice
in effect at any particular time, but UCP of Maine reserves the right to change its privacy practices at
any time. Any change will apply to all health care information maintained by UCP of Maine and will be
set forth in a new notice of privacy practices which will be available at your next visit following the
change. At any time, you may obtain a copy of the notice of privacy practices currently in effect by
requesting a copy in writing from UCP of Maine's Privacy Officer at the address specified below.

Use and Disclosure of your Health Care Information

UCP of Maine may use your health care information for purposes of treatment, payment and health care
operations. For example:

*  Your information may be used to assess your needs and develop a plan of care or to coordinate a
referral to another health care provider.

¢  Portions of your information may be submitted to a state agency, insurance carrier or other third-
party payer to secure payment for services provided to you, unless you have arranged personally to
pay in full all charges for services provided to you.

e Portions of your information will be submitted to APS for authorization of services if your
insurance is MaineCare.

e Your information may be used for operations of UCP of Maine related to health care activities,
such as quality assurance, evaluation, training, audits and administration.
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UCP of Maine may use your health care information to contact you to remind you of an appointment or
to provide information about treatment alternatives or other health services or about UCP of Maine and
our programs.

UCP of Maine may disclose your health care information to another person or entity performing services
on UCP of Maine's behalf which relate to treatment, payment or health care operations and which
require access to your information. That person or entity will have access to your information only to
perform those services and must agree in writing to maintain the confidentiality of your information.

UCP of Maine may disclose your health care information without your authorization as permitted or
required by applicable law, including any of the following: to comply with public health statutes and
rules; to make any required reports of abuse or neglect; to comply with health care oversight activities of
a government agency (such as licensing); to comply with a court order, search warrant or other lawful
process; to allow approved research projects to be conducted; to provide information to a medical
examiner in the event of your death; to avert a serious threat to your or anyone else's health or safety; or
to provide information for workers compensation purposes.

Except as described above, UCP of Maine will not use or disclose your health care information
without your written authorization. Your written authorization will in any event be required for
any use or disclosure of psychotherapy notes and for any use or disclosure of health care
information which is for marketing purposes or which involves sale of your health care
information. You may revoke any authorization at any time, in writing or verbally, by communicating
the revocation to the clinician or caseworker principally responsible for your care or to a supervisor or
manager within the program from which you receive services, or to a member of UCP of Maine's
Student Records Department staff. Revocation will not, however, be effective with regard to actions
already taken in reliance on your authorization.

We participate in HealthInfoNet, the statewide health information exchange (HIE) designated by the
State of Maine. The HIE is a secure computer system for health care providers to share your important
health information to support treatment and continuity of care. For example, if you are admitted 1o a
health care facility not affiliated with UCP of Maine, health care providers there will be able to see
important health information held in our electronic medical record systems.

Your record in the HIE includes prescriptions, lab and test results, imaging reports, conditions,
diagnoses or health problems. To ensure your health information is entered into the correct record, also
included are your full name, birth date and social security number. All information contained in the HIE
is kept private and used in accordance with applicable state and federal laws and regulations. The
information is accessible to participating providers to support treatment and healthcare operations.

You do not have to participate in the HIE to receive care. For more information about HealthInfoNet
and your choices regarding participation, visit www_hinfonet.org or call toll-free 1-866-592-4352

Your Privacy Rights

You may request restrictions on the use or disclosure of your health care information, but UCP of Maine
is not required to agree to any requested restriction. {t is UCP of Maine's policy not to agree to such a
restriction unless UCP of Maine determines, in its sole discretion, that there is compelling need for the
restriction and the restriction can feasibly be implemented. UCP of Maine will, however, agree not to
disclose your health care information to a health plan in order to obtain payment for services provided to
you if UCP of Maine has received payment in full for the services from you or someone acting on your
behalf.

You may request that communications to you be given in a way which will help keep them confidential,
for example, by using a particular address or telephone number to contact you. UCP of Maine will
comply with such a request if it is reasonable and feasible.

To request restrictions or a confidential manner of communicating, you should submit a written request
to the clinician or case manager principally responsible for your care, or to a supervisor or manager
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within the program from which you receive services, or to a member of UCP of Maine’s Student
Records Department staff.

You have the right:

» To receive an accounting of any disclosures of your health care information apart from
ones which you authorized or which were made for treatment, payment or health care
opetations (we will provide one such accounting a year for free but will charge a
reasonable, cost-based fee if you ask for another one within 12 months});

¢ To inspect and copy your health care information:
e To amend your health care information; and
» To receive a paper copy of this Notice of Privacy Practices.

To exercise any of the above rights, please submit your request in writing to UCP of Maine’s Privacy
Officer at the address below. You may also contact the Privacy Officer to obtain further information
about UCP of Maine’s privacy policies and practices.

If you believe your privacy rights have been violated, you may complain to UCP of Maine or to the
Secretary of the U.S. Department of Health and Human Services. To file a complaint with UCP of
Maine, please submit your complaint in writing to UCP of Maine’s Compliance Officer at the address
below. A complaint forin will be supplied on request but is not required. Nobody is permitted to retaliate
against you for filing a complaint.

To exercise rights or obtain information: To file a complaint with UCP of Maine:
Scott Tash Compliance Officer-Janet Kelle
UCP of Maine UCP of Maine

700 Mt. Hope Ave, Suite 320, Bangor, ME 04401, (207) 941-2952
RULES REGARDING SCHOOL-BASED SERVICES

UCP of Maine shall comply with the Family Educational Rights and Privacy Act (FERPA) and all laws
and regulations concerning confidentiality and maintenance of student records/information. The school
may publish or release directory information (name, date of birth, participation in school activities,
address, phone number) without specific consent in situations such as:

a. Listing information in a school program or bulletin

b. Communicating with secondary education or military recruiters
c. Transfer of student records

d. During a health or safety emergency

e. Invitation to school activities, such as having pictures taken

If you would NOT like this information disclosed, please submit a written statement limiting the use of
directory information for your child.

Identifying information or photographs will never be published on UCP website or social media without
specific signed consent.
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IMPORTANT NOTICE OF FEDERAL RIGHTS CONCERNING ALCOHOL
OR DRUG ABUSE TREATMENT RECORDS

Any information which is contained in student records maintained by UCP of Maine and which UCP of
Maine obtains for the purpose of or uses in connection with treatment, diagnosis or referral with respect
to abuse of alcohol or drugs is protected by Federal law and regulations. Generally, UCP of Maine may
not say to a person outside of UCP of Maine that a student has requested, is receiving or has received
such services and may not disclose any such protected information (including protected information that
identifies a student as an alcohol or drug abuser), Unless: (1) The student specifically consents in
writing; (2) The disclosure is allowed by a court order; or (3) The disclosure is made to medical
personnel in a medical emergency or to a qualified service provider under contract to insure privacy for
research, audit, program evaluation purposes, or for certain other professional services, but only on a
need-to-know basis. Violation of the Federal law and regulations by a covered program is a crime.
Suspected violations may be reported to appropriate authorities in accordance with Federal regulations.
Federal law and regulations do not protect any information about a crime committed by a student either
on UCP of Maine's premises or against any person who works for UCP of Maine or about any threat to
commit such a crime. Federal laws and regulations do not protect any information about suspected child
abuse or neglect from being reported under State law to appropriate State or local authorities. (See 42
U.S.C. 290dd-3 and 42 U.S.C. 290ee-3 tor Federal laws and 42 CFR part 2 for Federal regulations.)

SPECIAL RULES REGARDING THE DISCLOSURE OF MENTAL HEALTH SERVICES AND
HIV-RELATED INFORMATION

1 understand that if UCP of Maine holds certain other sensitive information related to my health care
such as (i) records covered by State rules governing the rights of recipients of mental health services, or
(ii) records concerning my diagnosis or treatment for HIV infection, then my specific authorization will
be required to disclose such information to others unless otherwise noted further in this section.
However, with respect to mental health records (other than as stated above for psychotherapy notes) [ do
specifically consent to the use of such information by UCP of Maine for purposes of my evaluation and
treatment, and understand that such information may be made available to persons working on UCP of
Maine’s behalf (including other licensed health care practitioners or licensed facilities), who will be
subject to the same duty of confidentiality as UCP of Maine with respect to such information. I
understand that I may refuse to allow the sharing of some or all such information by giving subsequent
written notice to UCP, but that refusal could result in the improper diagnosis or treatment or other
adverse consequences. With respect to HIV-related information, a portion of a medical record
containing such information about you may not be disclosed, discoverable or compelled without your
written authority except in proceedings held pursuant to Maine’s Adult Protective Services Act, Maine’s
child protection laws, certain of Maine’s laws concerning involuntary hospitalization, and pursuant to a
court order upon a showing of good cause. Pursuant to Maine law, HIV information may also be
released for utilization review purposes to duly authorized committees or organizations for research,
audit, or program evaluation purposes, but personnel conducting such work are prohibited from
identifying or otherwise disclosing the identities of individual patients in any report. In addition, the
state-designated health information exchange may disclose your HIV status if in a health care provider’s
judgment such disclosure is necessary to (1) avert a serious threat to the health or safety of others, but
only if additional criteria are met under HIPAA Reg. § 164.512(j), or (2) prevent or respond to imminent
and serious harm to yourself and disclosure is to a provider for diagnosis or treatment
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POLICY AND STATEMENT OF UNDERSTANDING FOR THE REPORTING OF NEGLECT
OR ABUSE OR SUSPECTED NEGLECT OR ABUSE

In compliance with Maine Statutes, it is the policy of UCP of Maine that at the intake meeting, the
student, parent/guardian of the student shall be informed of the agency’s policy on the reporting to the
Department of Health and Human Services {DHHS) a case of child abuse/negiect or suspected
abuse/neglect. The parent/guardian will then be asked to sign an acknowledgment of the policy.

All direct care staff, including the social workers, program team leaders, directors,
supervisors/clinicians, and the CEQ are required to report any case of neglect or abuse or suspected
neglect or abuse to DHHS. Agency secretarial and bookkeeping staff, students and volunteers are not
required to, but may make a report to DHHS if that person knows or has reasonable cause to suspect that
a student has been or is likely to be abused or neglected.

The CEO, program team leader, supervisor/clinician, or the person reporting will then notify other
agency members of the report on a need-to-know basis. The CEO or designee must be made aware of
all reports made to DHHS as soon as possible. The report will be documented in the student’s file and a
written report sent to DHHS, if requested. Interagency discussion or a report may occur only with a
signed release by the parent/guardian,

The program director/clinician or employee may or may not discuss the report with the parent/guardian.
This decision will be made on a case-by-case basis, in consultation with the program supervisor/clinician
and/or CEO.
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Student Incident/Accident Policy

Date of Origin: June 2004
Modification Date(s): 9/4/19
Date of Last Review: 10/13/20

L. Purpose

To assure proper documentation and response to incidents that can enable UCP to 1) track
trends and reduce incidents through supervision, training, and program development and 2)
ensure staff are following proper Mandated Reporting procedures and provide appropriate
foliow-up and support to staff and families. To ensure that UCP will meet the requirements of
the Department of Education.

11. Definition
Incidents might include but are not limited to

. Mandated Report: child abuse, clder abuse
. Any accident or injury of a student
. Behavioral incidents
. Any time there is a Safety Care Intervention: escorts or physical intervention
. Any occurrence which could be categorized as “unusual. Involvement with law
involvement, significant ethical issues, etc.
I1L Policy

Any incident which is considered to be out of the ordinary and involves students will be
documented and turned into supervisor within 24 hours and investigated by the program
supervisor and program director. The Quality Assurance Manager and Program Directors will
track trends and be responsible to address areas of concern.
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First Aid Peolicy
1. Purpose and Scope
The purpose of this policy is to guide the provision of first aid to people suffering injury or illness.

First aid services are an important element of work health and safety, facilitating first initial treatment
for:

- Imjuries that may occur in the workplace (including fieldwork); and

- Acute personal sickness that may affect staff members, consumers or others while at UCP
of Maine premises.

2. Training

All employees are required to have First Aid training every two years. All employees will be current in
First Aid training

3. Storage
Al first aid kits will be visible and secured on the wall and have adequate supplies.
4. Emergency Numbers

Telephone number of the Fire Department, police station, poison prevention center, hospital emergency
room and ambulance service serving the school will be posted near the first aid kit.

5. Procedures-Fire

All students and staff will exit the building using the closest door and go to the grass area across from
the front parking lot for a head count. Designated person will use the emergency cards to contact all
parents/guardians.

6. Procedure — lllness/Emergency (i.e. car accident)

If a student is showing signs of iliness during school hours, staff will contact parent within one hour of
onset of symptoms. For an emergency situation that occurs during school hours, parents will be
contacted as quickly as is feasible, following the contact of 911 if needed.

7. Procedure-Informing Parents

Designated person will use the emergency card to contact parent/guardian when medical care is
administered to their child or of any injury or illness that requires care other than basic first aid.

8. Procedure-When parents cannot be reached

Designated person will use the emergency card to contact the next person on the list of emergency
contacts when parents cannot be reached.

9. Policy Implementation

UCP of Maine ensures effective implementation of first aid through:
- staff having access to policies and procedures relating to first aid
- provision of tailored training to persons with specific tasks

- record of first aid activities, including first aid training provided and undertaken, information
provided to consumers and use of PPE

10. Policy Detail

UCP of Maine is committed (o providing a safe and healthy environment for all staff, students, visitors
and consumers.
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11. First Aid Response

While on duty all staff have a duty of care to themselves and others to provide first aid assistance to the
level of their competence, and to call on expert assistance if necessary.

Emergency medical care and/or an ambulance is to be called if required.

There is an identified room that can be used for students who are showing signs of illness. Contracted
nursing staff can be reached via phone to advise on any care needed while waiting on response from
parents, student’s primary care physician, or while awaiting arrival of emergency medical care.
Student’s ed tech or teaching staff will maintain supervision of student while awaiting medical care or
parental pick-up due to illness.

12. Personal Protection

First aiders are to assume that all blood and other body fluids are infectious and are aware of standard
precautions in relation to managing blood and other body fluids, including wearing gloves when
administering first aid.

Cross infection is managed while providing first aid by wearing gloves and washing hands with soap
and water:

- before and after contact with an ill or injured person
- after contact with blood or and/or other body fluids or contaminated items
- when protective gloves are removed.
When soap and water are not available, first aiders will use an alcoholic based hand wash or equivalent.

UCP of Maine provides personal protective equipment (PPE) to protect first aiders and ill or injured
persons from risks of exposure to harm from sharp objects and blood or other body fluids.

13. First Aid Records
First aid records are integrated with the organizations incident and accident reporting system.
An Incident/Accident Report form is completed by the person providing first aid and includes:

date and time

- name of person receiving first aid

- description of symptoms

- treatment provided

- name of person providing first aid

- referral arrangements (e.g. ambulance, hospital, medical service)

- name of person completing Incident Report for



Student Records Policy

I. Purpose

To ensure and complete legal documentation off all student records, and to comply with federal, state,
Family Educational Rights and Privacy Act, (FERPA) and local laws and regulations regarding the
retention of the Student records.

I1. Maintenance of student record

Student records are maintained in accordance with accepted professional standards inciuding FERPA, and
all other federal and state laws concerning the confidentiality of student records.

Student records contain:

e K-4 student registration form (name of student, address phone number, DOB, Gender, guardian
name and address, guardian place of employment, Emergency Contacts, Medical Issues,
Medications, Allergies, Childs PCP and Address, Childs Dentist and address, Authorization for
pickup other than the students guardian)

e Safety care treatment consent
» Releases of information

¢ Service Agreement

o POC/ATP/IEP

e Collateral documentation (physician records, school records, other provider assessments and
legal documentation.

¢ Emergency Crisis plan (if applicable)
e Referral information
e Record of each student’s attendance and absence throughout the program year

A student record is maintained for each student at UCP, either paper or the Electronic Medical Record
(EMR)

Student records are monitored for compliance with accepted professional/ legal and FERPA standards and
are filed (electronically or in a paper record)

Student records are reviewed to ensure that established policies and procedures are followed.
I1IL. Filing , EMR , and Access to student records by Staff

The QA staff and K-4 staff file paper and student records alphabetically. Student records in the EMR are
accessed through the remote desktop connection. Any documents that need to be scanned in to the EMR
are to be emailed to the QA staff, so the QA staff can file them in the EMR.

Staff accessing the student records in the EMR are granted access through a remote desktop connection,
with a username and password required to log in. If staff are accessing student records that are not
assigned to them, our EMR has auditing capability to see who accessed the student files. The EMR
maintains a separate server that is backed up each night.
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Student paper records will be locked and located in three different locations, the Quality Assurance
Department at the woods, Brewer Bridges, and the Bangor Bridges locations.

UCP of Maine K-4 providing staff may review student records and access staff records during normal
business of operation. The file reviews should take place in one of the three locations QA room, Bridges
Brewer and Bridges Bangor locations. If staff need to review a student record outside of the file room
they must sign the file out by documenting their name- relationship to the student- date- time - and
purpose of the review.

Staff working in the Quality assurance department are the only staff ailowed to access the file room
outside of normal business hours and this access is limited to normal business hours. The file room staff
will not be available after hours or on the weekends. If after hours or weekend work is anticipated, please
request the documents you may need during normal business hours. When paper student records are
removed from the file room, Bangor or Brewer Bridges locations, the record shall be returned by the end
of each working day.

IV. Student Record Retention and Destruction

Student records are maintained in a locked room in the file room, Bangor Bridges, and Brewer Bridges
locations. Student records are retained and protected for confidentiality as outlined by the Document and
Retention and Destruction policy. In the event UCP discontinues operations, the student records are
retained as indicated as directed by the UCP Board of Directors and/or attorney.

V. Protection of student record

The staff of UCP shall, as far as possible, guarantee confidentiality and privacy in regard to treatment,
records and discussion of or about any student we serve. The fact that an individual is served by the
agency must be kept confidential. Only authorized staff may make entries in the Students record.

Provisions for the protection of the student’s right to privacy shall be maintained at all times within the
agency. All staff shall follow the following procedures:

Internally:
» Student records are not available to unauthorized persons with the appropriate Release in place.

* No paper records or lists containing first and last names of students will be maintained where they may
be seen or read by other people we serve, volunteers, or members of the community.

+ All staff will have access to records on a need-to-know basis. Individual lists per student will be
documented following enrollment and staff assignment.

= All staff will continually be made aware of the need to maintain confidentiality.
Externally:

» Information in a Students record obtained from sources outside the agency will only be released by the
agency if the proper documentation is completed.

» The decision to release information from a Student’s record will be made only by an authorized person
within the agency.
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* In the event of a court order, subpoena, or a state statute for the release of records, an authorized person
within the agency shall approve the release of such information.

VI. Requests for Student Record

The agency shall make the student records available to the parents/guardians upon their request within
thirty (30) days of the date of the request. The requests shall be made to the QA Department. The QA
department will arrange to meet with the parent/guardian to assist in the record review. In the event that
the parent requests copies of records, copies will be provided within thirty (30) days from the date of the
request. There will be a §15 fee for requests that require more than fifty (50) pages of records, a $30 for
500 or more pages of records, and a $50 fee for records requests of 1,000 or more pages. Copies of
student records for students transferring school or information requested by sending school will be sent
within thirty days of the request.

All requests for student records must be on a formal release of information document and at a minimum
include:

. Specific information needed, including dates

. Students name and DOB

. Student or legal guardian's signature, dated within one year of the request
. Date of request

A notation will be made in the client record:

. Date the request was sent out
. Documentation that was sent
. Who requested the information

An original of the request with notations will be kept in the correspondence section of the Student record.

This procedure will apply to all requests including those from physicians, payers and attorneys.
Subpoenas will be handled according to the law.

. All requests for student records will be processed by the designated staff person.

. No record may be taken from the UCP premises except by subpoena.

. All copies of records will be handled confidentially.

. Faxed physician signatures are accepted and do not require an original hard copy, unless

requested by a payer.
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Workplace Violence Policy

Date of Origin: September 16, 2008
Modification Date(s): 05/13/19, 11/10/20
Date of Last Review: 1/11/22

I. Purpose
To outline employee and volunteer expectations related to the threat or action of workplace
violence.

I1. Definitions
For purposes of this policy, “workplace violence” shall mean any behavior, act or statement that:
¢ would be interpreted by a reasonable person to be aggressive, intimidating, harassing,
unsafe, and includes injurious hazing and,
® which carries an expressed or implied intent to cause harm to a person or property; and
¢ s related to a UCP activity, property, and/or location.

III. Policy

Workplace violence will be considered a violation of UCP policy and may subject an individual
to discipline up to and including termination of employment. Where appropriate, violators may
be subject to criminal prosecution. Contractors and their agents are expected to take appropriate
actions to deal with incidents of workplace violence.

Every employee or volunteer is responsible for reporting instances of workplace violence in
accordance with this policy. Every supervisor, administrator and manager is responsible for
responding promptly and thoroughly to allegations of workplace violence in accordance with the
terms of this policy.

All persons at UCP should report instances of workplace violence.

All persons should avail themselves of the training and other resources provided by UCP so that
they will be able to recognize the warning signs of workplace violence and to appropriately
respond to them.

IV. Procedure

1. In emergency situations, 911 should be called as well as notifying the Chief Executive Officer
(CEQ) at 207-852-2196. The employee/volunteer should then report the incident to his/her
immediate supervisor. It should be considered an emergency situation whenever a fear of violence
exists, threats of violence are made, or any type of physical assault is imminent or occurring.
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2. In situations where a person witnesses an instance of workplace violence and does not know
how to contact the supervisor of those involved in the incident, the Assistant Director of Human
Resources should be contacted as well as the police and CEO, if appropriate.

3. In non-emergency situations, workplace violence should be reported first to the Assistant
Director of Human Resources. If the Assistant Director of Human Resources is the instigator of
the workplace violence, the incident should be reported to the Director of Operations. If the
Director of Operations ts the instigator in workplace violence it should be reported to the Chief
Executive Officer. If the Chief Executive Officer is the instigator in workplace violence it should
be reported to the President of the Board or the Chair of the Personnel Committee. Example of
non-emergency situations would be when verbal exchanges are loud, disruptive, and short of
duration, and escalation to threatening behavior is a concern.

4. Reported instances of workplace violence will be handled by the Assistant Director of Human
Resources and immediate supervisor in accordance, in collaboration with the Director of
Operations and CEO with applicable UCP conduct policies. Additionally, consultation may occur
with local law enforcement and UCP legal representatives about appropriate resolution of
instances of workplace violence. Where appropriate, disciplinary action will be administered in
accordance with applicable UCP Policies and Procedures.
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Education of Homeless Students

I. Purpose
To outline the process to identify and address the needs of homeless children participating in the
UCP Special Purpose Private School program.

IL. Policy

UCP of Maine recognizes the importance of promptly identifying homeless children served in
the Special Purpose Private School, in order to identify and eliminate barriers to attendance and
education, in compliance with federal and state laws and regulations. The federal law governing
homeless students is the McKinney-Vento Act, and although it does not apply to private schools,
UCP will follow the guidelines included in this policy to ensure homeless youth needs are met.
In compliance with this law, UCP works to ensure that homeless students are guaranteed the
right to a free, appropriate, education.

UCP will ensure that homeless children have equal access to the same educational programs and
services offered to other students. It is UCP’s policy that no student will be discriminated
against, segregated or stigmatized based on their homeless status.

II1. Definitions
Homeless children means individuals who lack a fixed, regular and adequate nighttime
residence, and includes children in the following situations:
a. Sharing housing with other persons due to loss of housing, economic hardship, or a
similar reason;
b. Living in motels, hotels, campgrounds, or similar due to the lack of alternative, adequate
accommodations;
Living in emergency, transitional or domestic violence shelters;
Abandoned in hospitals
e. A primary nighttime residence that is public, or a place not ordinarily used as a regular
sleeping accommodation
f.  Living in cars, parks, public places, abandoned buildings, substandard housing, or similar
settings

/o

IV. Responsibilities
The school Administrator is responsible for serving as or designating a liaison for homeless
students.

The liaison is responsible for ensuring outreach and coordination with local social service
agencies, state and local housing agencies, and other agencies and staff to address the needs of
the student who is homeless.

School staff are responsible for the provision of services under Section 504 of the Rehabilitation
Act and the Individuals with Disabilities Education Act.
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Building and Grounds Maintenance
L. Maintenance

United Cerebral Palsy of Maine/Elizabeth Levinson Center will maintain its equipment and
property in good repair and appearance. All preventive maintenance suggested by the manufacturers and
the NFPA Life Safety Code will be followed.

Periodic visual checks of all equipment and property will be done on a daily, weekly, monthly,
quarterly, and annual program to maintain all equipment and property in a safe condition. Reports of all
problems will be documented and investigated to solve as soon as possible.

UCP of Maine desires to prevent unnecessary exposure of children and employees to pesticides and weed
control products. It is the policy of UCP of Maine to use pesticides and weed control products only when
pests have been identified and their presence verified. Selection of corrective actions will give priority to
the safest yet most effective action to achieve the desired results. When detenmined that pesticides are
needed, only products registered for use in Maine will be used, and according to the manufacturer’s
instructions. Per Chapter 27: STANDARDS FOR PESTICIDE APPLICATIONS AND PUBLIC
NOTIFICATION IN SCHOOLS:

A. UCP of Maine’s Integrated Pest Management Coordinator, an employee of the
school systemn or school who is knowledgeable about integrated pest management
and is designated by each school to implement the school pest management policy,
shall be the Facilities Manager.

B. The IPM Coordinator shall be responsible for coordinating pest monitoring

and pesticide applications, and making sure all notice requirements as set forth
in this rule are met. In addition, the IPM Coordinator shall:

(1) complete Board-approved IPM Coordinator overview training within one
month of his/her first appointment as an IPM Coordinator and obtain
Board documentation thereof’,

(2) complete Board-approved IPM Coordinator comprehensive training within
one year of his/her first appointment as an IPM Coordinator and obtain
Board documentation thereof;

(3) obtain at least one hour of Board-approved continuing education annually;

4) maintain and make available to parents, guardians and staff upon request:

a. the school’s [PM Policy,

b. acopy of this rule {CMR 01-026 Chapter 27),
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c. a “Pest Management Activity Log,” which must be kept current. Pest management
information must be kept for a minimum of two years from date of entry, and must include:

i. the specific name of the pest and the [PM steps taken, as described under Section 5C of
this rule; and

il. a list of pesticide applications conducted on school grounds, including the date, time,
location, trade name of the product applied, EPA Registration number, company name (if
applicable) and the name and license number of the applicator. If the product has no EPA
Registration number, then a copy of the label must be included.

(5 authorize any pesticide application not exempted under Sections 3A(2),
3A(3), 3B, 3C, or 3D made in school buildings or on school grounds and so indicate by
completing and signing an entry on the Pest Management Activity Log prior to, or on the date on
which the minimum notification requirements must be implemented; and

(6) ensure that any applicable notification provisions required under this rule are
implemented as specified.

C. By September 1, every school shall inform the Board of the identity and the
contact information for the IPM Coordinator. This requirement can be fulfilled through a Board
approved reporting system.

The policy also dictates that only individuals licensed with the Maine Board of Pesticides Control
or those under the supervision of a licensed commercial applicator will apply pesticide products.
Exceptions to the policy will be the use of over-the-counter products by unlicensed staff to control
stinging insects on school property, non-volatile sprays directed into cracks or crevices, non-volatile baits
or gels placed in areas inaccessible to children, and disinfectants used for routine cleaning. It will be UCP
of Maine policy to make proper notification and posting, and to keep accurate records of pesticide use. A
copy of this policy will be maintained on the Company Shared folders and will be available upon request.

Maintenance supervisor will conduct an annual inspection of all school and daycare facilities. The
inspection will focus on identifying problems and determine corrective actions necessary to prevent or
manage pest infestations. Items to be looked for will include, but will not be limited to, water leaks,
missing window or vent screens, rodent burrows, landscaping needs, and broken or unsanitary dumpsters.
Items needing corrective action will be addressed immediately or scheduled to be completed so that
instruction is not interrupted. Maintenance supervisor will also look for the improper storage of hazardous
materials, such as cleaning materials, and take immediate corrective action.

Pesticides and cleaning supplies will be stored safely and in an area away from the student
population. MSDS sheets for cleaning products and pesticides are available upon request. If the problem
cannot be handied by non-chemical means, a licensed pesticide contractor will be called in to assess the
situation and, if necessary, apply pesticides in accordance with Maine Law and product specifications.
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Within the first month of the opening of school each year, all staff, parents and legal guardians
will be advised that a Pest Management Plan exists, that it may be reviewed upon request at the
school, and that pesticides may be applied periodically in school buildings and grounds. The notification
will also state that applications will be done in accordance of State Law and that a record of prior
applications and information about the pesticides used are available. Persons wishing notification of each
application performed inside a building or on school grounds may make a written request to receive such
notification. Signs in Accordance to State Law will be placed at each point of entry two working days
prior to the application and will remain in place for 48 hours after the application.

II. Fire and Suppression Systems

The sprinkler system main valve is located in the boiler room. The system feeds the sprinkler
heads located in the boiler room, basement/storage area, main kitchen and the kitchen storage room.
There are smoke and heat detectors throughout the building which are identified and tested on a regular
basis. The fire panel is located near the main electrical panel in the basement. Below is a preventive
maintenance schedule for the fire detection and suppression system.

Daily:

Weekly:

Monthly:

Quarterly:

Yearly:

a) check the water pressure on the sprinkler system.

b} check the water pressure at the main valve.

c) check all exits for safe passage to a reasonable distance from the
building.

a) check all emergency exit lights.
b) check all magnetic doors for proper operation.

a) test the fire alarm panel.

b) test a fire pull station.

¢) check all the fire extinguishers.
d) check eye wash stations

e} check all emergency lights

a) the sprinkler system tested by a licensed service technician.
a) fire panel tested and serviced by an authorized service company.

b} test all fire detection and initiation devices by an authorized service company.
¢) all fire extinguishers inspected and tagged by an authorized service company.

Every 2 Years: a) fire alarm system sensitivity testing by an authorized service company.

Documentation/Record Keeping

All checks will be documented and noted in log as appropriate.
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IIL Heating System

The heating, air conditioning and ventilation system will be maintained in accordance with the
State of Maine Bureau of Labor Standards. The preventive maintenance program will ensure a safe and
comfortable environment within the facility. The maintenance mechanic or backup heating/air
conditioning contractor will be called in the event of a system failure. Below is a preventive maintenance
schedule for the heating, air conditioning and ventilating system.

Daily:  Compressor
a) check water drain valve
b) check oil level

Domestic Hot Water
a) check the pump operation
b) check water temperature

¢) check for leaks

Mechanical Room Boiler Room
a) check motor operation a) check all lights
b} check for water leaks b} check the chimney door
c) hot water to pipes ¢) check the condensate pit
d} air conditioning to pipes d) check the sump pump pit
¢) check for broken fan belts e) check the exhaust fan

f) check all lights
Boiler
a) Check panel for normal operations

Documentation/ Record keeping:
All inspections will be visual. Documentation will be done if there is an issue.

Monthly:
a} check water temperatures

Quarterly:
a) change the air filters
b) check cold air return
¢) check all fan belts
d) blow down relief valve
¢) blow down low water cut ofl
f) check all water temperatures
g) grease the air handler motors
h) oil all electric motors

Yearly:
a} clean the boiler and chimney base
b) oil tank inspected by a State certified inspector



¢) water back flow device inspected by a local certified technician

d) change the oil in the compressor

Documentation/Record Keeping:

All checks will be documented and noted in log as appropriate.

Iv. General Maintenance
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The building and its contents will be inspected on a regular basis to ensure a safe environment
and operation of equipment. Any items being brought into the building will be inspected prior to use
whether they are new or used. Below is a list of items, equipment and structural property that will be
inspected on a regular basis. Any discrepancies will be documented, investigated and fixed in a timely

manner.

D

2)
3)
4)
5)
6)
7)
8)
9)
10)

1)

Electrical items such as:
a) radio / tape player
b) television / VCR
c¢) adaptive equipment
d) client support equipment
€) computers
f) lights / lamps
g) toys / games
h) anything with an electrical cord
Doors and windows
Plumbing fixtures
Floors
Walls
Ceilings and fans
Electrical outlets and swilches
Room lighting
Furniture

Blinds / curtains

Roof
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Documentation / Record Keeping
All checks will be documented and noted in log as appropriate.

V. Generator

The generator will be inspected and operated under a full load on a regular basis in accordance
with current NFPA regulations. Daily, monthly inspections and operation are documented. Below is a
list of the preventive maintenance and operation programs.

Weekly:

Monthly:

Yearly:

a) check the fuel level, float switch, piping, hoses
b) check the connectors

¢) check for oil

d) check the cooling, exhaust & electrical systems

a) Run the generator under a full load

a) complete service and inspection performed by qualified service technicians

Documentation / Record Keeping
All checks will be documented and noted in log as appropriate.

VL Grounds

The preventive maintenance program shall include the exterior of the building and the
surrounding ground up to the property lines. This will ensure the safety of all personnel, clients and
visitors of United Cerebral Palsy of Northeastern Maine/Elizabeth Levinson Center. Daily, weekly and
monthly inspections will be performed on a regular basis and change to suit the existing weather
conditions. Any problems will be documented, investigated and resolved in a timely manner. Below is a
list of preventive maintenance and grounds keeping programs.

Daily:

Monthly:

a) check all exits to ensure there are no obstructions
b) check the surrounding area to ensure no hazardous conditions exist

a) check the sewer pump station (Sewer pump station is a confined space. Any
persons entering the space must follow confined space entry protocol).

b) check the outside electrical entrance pit and the generator exhaust pit

¢) check all the signs around the building

d) check the exterior lighting
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BUDGETING & CAPITAL EQUIPMENT POLICY

To establish the process of our budgeting process and define the criteria for capital equipment for
accounting purposes.

II. Policy

1.

Budgeting System
A proposed operating budget for K-4 Program shall be submitted by the CEO to the
Board each March. The annuai budget will be for a 12-month period covering the fiscal
year July 1 through June 30.The proposed budget shall be based upon specific objectives
and priorities within and between ¢ach classroom. Each classroom shall be reexamined
annually to determine whether or not it should be continued and, if so, with what level of
staffing and curriculum. The following filters will be utilized when developing the
proposed budget:

a. What is needed to continue our pursuit of academic excellence for all students,

b. What is in the best interest of our students;

c. What is financially responsible, and

d. Does this budget move us forward with the agency’s strategic plan?
Budget requests which are deferred as a result of the administrative review process shall
be clearly identified in the proposed budget as submitted to Board.
The School Committee will review the proposed budget during the months of March and
June. The Board will approve a budget prior to July 1.

Equipment qualifying as a capital asset is defined as an item with an acquisition
cost of $1,000 or more for all non-Elizabeth Levinson Center (ELC) programs.
In addition to the acquisition costs noted above, capitalized equipment can be
identified as having the following characteristics:

a. Life span in excess of one year
b. Is not made for consumption
c. Contains or is made of non-expendable material
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CHEMICAL HAZARD POLICY

1. Chemical Hazards

UCP of Maine shall comply with all applicable Maine and federal laws and

regulations concerning chemical hazards through the adoption and implementation of this
policy and accompanying procedures. The CEO and Program Directors are responsible
for developing and implementing a hazard communication program, training programs
and any other procedures necessary to ensure that UCP of Maine is in compliance with
this policy and applicable federal and state laws and regulations.

2. Material Safety Data Sheets (MSDS)
A. UCP of Maine will maintain MSDS for all hazardous chemicals utilized in all UCP
locations, including the K-4 in Evergreen Woods. Copies of the MSDS will be availabie for
inspection during regular business hours in each building where the chemical are
used.
B. MSDA will be reviewed and updated on an annual basis by the Director of
Maintenance.
C. MSDS for new products put into use at UCP of Maine will be reviewed
and employees who may be exposed to the product shall receive appropriate
training as necessary.

3. Laboratory Chemical Management Policy
UCP of Maine is committed to minimizing hazardous chemical use and
waste and to providing a healthy and safe environment for its students, faculty and staff.
In order to achieve these goals, the school believes that proper chemical management and
training are essential to make students and employees aware of the potential hazards
related to chemical use. UCP of Maine will restrict the purchase of hazardous chemicals,
and purchasing procedures will be followed by all faculty and staff to minimize large
quantities of chemicals and/or extremely hazardous chemicals from entering the schools.
No chemicals may be purchased in quantities larger than a two-year supply.
The K-4 Program will make every effort to minimize hazardous chemical
use and waste generation in the classroom. Where feasible, the K-4 Program will
minimize chemical waste via micro-scale chemistry, green chemistry, demonstration labs,
video instruction or other forms of non-hazardous or less-hazardous curricula.
UCP of Maine pledges to discontinue the purchase of mercury and
mercury compounds and will phase out mercury from the schools’ premises, where
feasible.

4. UCP of Maine will follow proper chemical waste management and
disposal procedures according to the Maine Department of Environmental Protection’s
Hazardous Waste Management Rules.
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5. Product Labeling and Disposal
All regulated chemicals and products shall be labeled as required by law/regulations.
Containers that are not properly labeled shall not be allowed at UCP of Maine.

6. Employee Training and Information Program
Employees are responsible for understanding and following this policy and the
accompanying procedures. Employees are required to participate in training programs
and to conduct their work activities in such a manner as to minimize chemical waste
generation. To that end, the following information and training program has been
established for employees:

A. All employees who may be exposed to hazardous chemicals shall be given a
list of hazardous chemicals utilized at UCP of MAine and a copy of this
policy.

B. All employees whose work involves hazardous chemicals are required to
attend a training program before commencing work. Training will also be
provided whenever a new chemical the employees have not been trained on is
introduced into their work area. Employee attendance at each required training
program must be documented.

C. UCP of Maine’s training program shall be conducted in compliance with
applicable laws/regulations and include the following elements as a minimum:

[a—

An explanation of applicable laws and/or regulations;

2. Ildentification of work/storage areas where hazardous chemicals are
present;
3. Description of methods for detecting the presence or release of

hazardous chemicals in work/storage areas;

4. Explanation of potential health problems associated with hazardous
chemicals in the workplace;

5. Explanation of how to read a MSDS, product labels and other
documents related to hazardous chemicals and where in the facility the
MSDS may be found;

6. Explanation of methods to protect employees from hazardous

chemicals, including the purpose, proper use and limitations of personal

protective equipment; and

Explanation of emergency procedures.

~
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Bomb Threat Policy and Protocol

UCP of Maine recognizes that bomb threats are a significant concern to any school facility.
Whether real and carried out or intended as a prank or for some other purpose, a bomb threat
represents a potential danger to the safety and welfare of students and staff and to the integrity of
school property. Bomb threats disrupt the instructional program and learning environment and
also place significant demands on school financial resources and public safety services. These
effects occur even when such threats prove to be false.

Any bomb threat will be regarded as an extremely serious matter and treated accordingly. All
UCP of Maine leaders will react promptly and appropriately to information concerning bomb
threats.

A. Conduct Prohibited

1. No person shall make, or communicate by any means, whether verbal or non-verbal, a
threat that a bomb has been, or will be, placed on school premises.

2. Because of the potential for evacuation of the schools and other disruption of school
operations, placement of a bomb or of a “look-alike” bomb on school premises will be
considered a threat for the purpose of this policy.

B. Definitions

1. A “bomb” means an explosive, incendiary or poison gas bomb, grenade, rocket,
missile, mine, “Molotov cocktail” or other destructive device.

2. A “look-alike bomb” means any apparatus or object that conveys the appearance of a
bomb or other destructive device.

3. A “bomb threat” is the communication, by any means, whether verbal or non-verbal,
that a bomb has been, or will be, placed on school premises, including possession or
placement of a bomb or look-alike bomb on school premises.

4. “School premises” means any schoo! property and any location where any school
activities may take place.

C. Development of Bomb Threat Procedures

UCP Leadership shall be responsible for developing and implementing procedures specific to
bomb threats as part of agency’s emergency and disaster preparedness plans. These procedures
are intended to inform administrators and staff of appropriate protocols to follow in the event
that a bomb threat is received and should include provisions to address:

1. Threat assessment (for the purpose of identifying a response that is in proportion to the
threat, in light of what is necessary to ensure safety);
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2. Building evacuation and re-entry (including selection of potential alternative sites for
those who are evacuated);

3. Incident “command and contro!” (who is in charge, and when);
4. Communications contacts and mandatory bomb threat reporting;
5. Parent notification process,

6. Training for staff members; and

7. Support services for students and staff.

The initial bomb threat procedure will be subject to approval by the Board. The CEO will be
responsible for overseeing a review or evaluation of bomb threat procedures prior to the Board’s
required approval of policies, or following implementation of the procedure in response to a
specific threat.

D. Reporting of Bomb Threats

1. A student who learns of a bomb threat or the existence of a bomb on school premises
must immediately report such information to the program director, teacher or other
employee in a position of authority. An employee of the school unit who learns of a
bomb threat shall immediately inform the program director. The program director shall
immediately take appropriate steps to protect the safety of students and staff in
accordance with the school unit’s bomb threat procedure, as developed under Section C,
and inform the CEO of the threat.

2. All bomb threats shall be reported immediately to the local law enforcement authority,
as provided in the bomb threat procedures. The program director shall be responsible for
reporting any bomb threat to the Department of Education within two business days of
the incident. Reports will include the name of the school, the date and time of the threat,
the medium used to communicate the threat, and whether or not the perpetrators have
been apprehended.

E. Student Disciplinary Consequences

Making a bomb threat is a crime under Maine law. Any student suspected of making a bomb
threat shall be reported to law enforcement authorities for investigation and possible prosecution.
Apart from any penalty imposed by law, and without regard to the existence or status of criminal
charges, a student who makes a bomb threat shall be subject to disciplinary action by the school
which may include suspension and/or expulsion.
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F. Aiding Other Students in Making Bomb Threats

A student who knowingly encourages, causes, aids or assists another student in making or
communicating a bomb threat shall be subject to the disciplinary consequences described in
Section E of this policy.

G. Failure to Report a Bomb Threat

A student who fails to report information or knowledge of a bomb threat or the existence of a
bomb or other destructive device in a school building or on school property may be subject to
disciplinary consequences, which may include suspension and/or expulsion.

H. Staff Disciplinary Consequences

A school system employee who makes or communicates a bomb threat will be reported to
appropriate law enforcement authorities and will be subject to disciplinary action up to and
inctuding termination of employment. Disciplinary action taken shall be consistent with
collective bargaining agreements, other employment agreements and Board policies. A school
system employee who fails to report information or knowledge of a bomb threat or the existence
of a bomb on school premises will be subject to discipline up to and including termination of
employment.

I. Civil Liability

The school unit reserves the right to bring suit against any individual responsible for a violation
of this policy and to seek restitution and other damages as permitted by law.

J. Lost Instructional Time

Instructional time lost as a result of a bomb threat will be rescheduled at the earliest practicable
opportunity, as determined by the program director in consultation with the CEO. Time lost may
be rescheduled on a vacation day, or after what would normally be the last day of the school
year, except on days when schools must be closed as required by law.

K. Notification Through Student Handbook

All student handbooks shall address the school unit’s bomb threat policy and procedures and
explain the educational consequences of bomb threats. In addition, student handbooks shall
notify students and parents that bomb threats violate agency policy and civil and criminal law.
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Bullying and Cyberbullying

UCP of Maine believes that bullying, including cyberbullying, is detrimental to student well-
being and to student learning and achievement. It interferes with the mission of the schools to
educate their students and disrupts the operations of the schools. Bullying affects not only
students who are targets but also those who participate in and witness such behavior.

Bullying Prohibited

Bullying, including “cyberbullying,” is not acceptable conduct at UCP of Maine programs and is
prohibited. Retaliation for the reporting of incidents of such behavior is also prohibited.

In adopting this policy, it is not the agency’s intent to prohibit students from expressing their
1deas, including religious, political and philosophical views that may offend the sensibilities of
others, or from engaging in civil debate. However, UCP of Maine does not condone and will take
action in response to conduct that directly interferes with students’ rights at school under
applicable laws or with the educational mission, operations, discipline or general welfare of the
schools.

Definition of Bullying
“Bullying” and “cyberbullying” have the same meaning in this policy as in Maine law:

Bullying
“Bullying” includes, but is not limited to a written, oral or electronic expression or a physical act
or gesture or any combination thereof directed at a student or students that:

A. Has, or a reasonable person would expect it to have, the effect of:

1. Physically harming a student or damaging a student’s property; or
2. Placing a student in reasonable fear of physical harm or damage to his/her

property;
OR B. Interferes with the rights of a student by:
1. Creating an intimidating or hostile educational environment for the student; or

2. Interfering with the student’s academic performance or ability to participate in
or benefit from the services, activities or privileges provided by the school;

OR C. Is based on:

1. A student’s actual or perceived characteristics identified
in 5 MRSA § 4602 or 4684-A (including race; color;
ancestry; national origin; sex; sexual orientation; gender
identity or expression; religion; physical or mental
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disability) or other distinguishing personal
characteristics (such as socioeconomic status; age;
physical appearance; weight; or family status); or

A student’s association with a person with one or more
of these actual or perceived

characteristics or any other distinguishing
characteristics;

AND that has the effect described in subparagraph A.
or B. above.

Examples of Bullying:

1. Repeated or pervasive taunting, name-calling,
belittling, mocking, put-downs, or demeaning

humor.

2. Behavior that is likely to harm someone by damaging
or manipulating his or her relationships

with others, including but not limited to gossip,
spreading rumors, and social exclusion.

3. Non-verbal threats and/or intimidations such as use
of aggressive, menacing, or disrespectful

gestures.

4. Threats of harm to a student, to his/her possessions,
or to other individuals, whether

transmitted verbally or in writing.

5. Blackmail, extortion, demands for protection money,
or involuntary loans or donations.

6. Blocking access to school property or facilities.

7. Stealing or hiding books, backpacks, or other
possessions.

8. Stalking; and

9. Physical contact or injury to another person or his’her

property.

“Cyberbullying” means bullying through the use of technology or any electronic communication,
including but not limited to, a transfer of signs, signals, writing, images, sounds, data or
intelligence of any nature transmitted by the use of any electronic device including, but not
limited to, a computer, telephone, cellular telephone, text messaging device or personal digital

assistant.
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Application of Policy
This policy applies to bullying that:

A. Takes place at school or on school grounds, at any school-sponsored or school-
related-activity or event or while students are being transported to or from school
or school-sponsored activities or events; or
B. Takes place elsewhere or through the use of technology, but only if the
bullying also infringes on the rights of the student at school as set forth in the
definition of “bullying.”

Consequences for Policy Violations

Students who violate this policy may be subject to disciplinary action, which may include
suspension or expulsion. Any student violating this policy may also be subject to civil or
criminal penalties. This policy also applies to non-students who are on school grounds, including
school employees and volunteers.

Responsibility

It is the agency CEQ’s responsibility to ensure that bullying and cyberbullying policies are
enforced within the agency. It is the program director’s responsibility to ensure bullying and
cyberbullying policies are enforced at a school and classroom level.

Dissemination of Policy

This policy, any associated administrative procedures and the names of the person(s) responsible
for implementing the policy/procedure at the school level will be provided, in writing to students,
parents, school employees and volunteers in handbooks, and on the agency’s public website.

Reporting Procedure

Reports of bullying can be made to any UCP teacher, director, or member of agency leadership.
Reports can be made in-person or in writing, and are permitted to be made anonymously.

Investigation Procedure

All reports of bullying at UCP of Maine will be documented and responded to promptly. If
formally investigated, outcome of investigation will be documented, as well. Program director
or designee will inform parent(s) or guardian(s) of the student(s) who was alleged to have bullied
AND of the student(s) who was believed to have been bullied that a report of an alleged incident
of bullying has been made. Program director or designee will communicate to the parent(s) or
guardian(s) of a student(s) who was believed to have been bullied the measures being taken to
ensure the safety of the student(s) who was believed to have been bullied and to prevent further
acts of bullying. Program director or designee will communicate with local or state law
enforcement agency if it’s believed that the pursuit of criminal charges or a civil action under the
Maine Civil Rights Act may be appropriate.
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Child Sexual Abuse Prevention Policy

Purpose: The Maine legislature requires schools to implement a policy to address the
prevention, response, and reporting of child sexual abuse within the school setting (20-A MRS
§254, sub-§18). UCP of Maine is committed to implementing best practices to prevent and
respond to child sexual abuse, and to ensure that all children attend a school which is a safe and
secure learning environment. The policy herein is consistent with 20-A MRS §4502, sub-§5-C.

Definitions:

Child sexual abuse — All sexual engagement either through hands-on or hands-off activities
between an adult and a child is sexual abuse. Sexual engagement between children can also be
sexual abuse when there is a significant age difference between the children or if the children are
very different in development, size, or other power differential.

Evidence-informed practice or program - Programs that use the best available knowledge and
research to guide program design and implementation; the program has clearly identified
intended outcomes and conducts evaluations to measure those outcomes.

Qualified instructor — An individual who has the knowledge, skills and comfort level necessary
to professionally address child sexual abuse prevention education, aligned to research and best
practices. A qualified instructor may be school personnel or from a community-based
organization.

School personnel — Any individual required to be certified, authorized, or approved by the
Department of Education under Chapter 501 or 502 of Title 20-A.

Procedures for Reporting Suspected or Disclosed Child Sexual Abuse: School personnel
receiving a report of or suspecting child sexual abuse, including but not limited to school
faculty, staff, coaches and advisors for extracurricular and co-curricular activities, are required to
cither report directly to Department of Health and Human Services (DHHS) or to confirm in
writing that a report was made on their behalf by a school’s designated reporter, pursuant to 22
MRS §4011-A Reporting of Suspected Abuse or Neglect and §4012 Reporting Procedures.
Agency volunteers who are aware of incidents or suspect child sexual abuse must report to
agency supervisor or directly to DHHS as noted above. Any individuals associated with the
school who are not mandated reporters, but who know of or suspect child sexual abuse are
encouraged to make a report directly to DHHS. Individuals suspecting or knowing of child
sexual abuse should not ask additional questions or engage in interviewing techniques with the
child, and should limit written documentation to the information required by 22 MRS §4012.
Training for unbiased documentation methods is recommended. Acts of reprisal or retaliation
against any person who reports an incident of child sexual abuse are prohibited.
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Child Sexual Abuse Awareness and Prevention Education for School Personnel

Child sexual abuse awareness and prevention education for all UCP of Maine K-4 personnel
shall be:

1. Required for all program personnel;

2. Delivered by a qualified instructor(s);

3. A minimum of one¢ hour;

4. Evidence-informed;

5. Completed within 6 months of hire; and

6. Updated every four years pursuant to 22 MRS §4011-A, sub-§9.

The training will:

l. Increase awareness of developmentally appropriate and inappropriate sexual behaviors in
children, and

2. Increase ability to identify indicators of sexual abuse, including physical and psychosocial
indicators on a spectrum (inctuding lower to higher probability);

3. Increase ability to effectively respond to sexual behavior or disclosures or suspicions of child
sexual abuse; and

4. Include Circle of Safety curriculum or other appropriate Child Sexual Abuse Prevention
Education Pre-K through Grade 5 Curriculum Programs.

Age-appropriate child sexual abuse prevention education curriculum programs shall be:

1. Delivered by qualified instructors;

2. Part of the school health education curriculum;

3. Aligned to the Maine Learning Results Health Education Standards for grades Pre-K through
5 (pursuant to 20-A MRS §6209); and

4. Follow an appropriate scope and sequence.

The classroom curriculum will be consistent with evidence-informed, age-appropriate child
sexual abuse prevention education for students, and include:

1. Age-appropriate education regarding physical and personal boundaries, including biologically
accurate body terminology;

2. Helps children identify unsafe or uncomfortable situations including a range of feelings,
touches or violations of physical boundaries;

3. Helps children identify safe adults with whom they could discuss unsafe or uncomfortable
situations; and

4. Helps children identify and develop skills to support a friend who may be experiencing unsafe
or uncomfortable situations
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Student Dropout Prevention Plan

UCP of Maine believes in the importance of education for all students. Therefore, the agency
urges school administrators, staff, parents, and members of the community to encourage students
to remain in school through high school.

Dropout Prevention Commitiee

In order to reduce the school dropout rate, the agency CEO shall establish a Dropout Prevention
Committee to study the problem of dropouts, habitual truancy, and the need for alternative
programs, kindergarten to grade 4. The Committee will meet at least annually, make
recommendations for addressing the problem, and submit a plan of action in accordance with the
provisions in Maine law.

The Committee will consider the following when developing its plan: reasons why students drop
out of school; maintenance of continuing contacts with recent dropouts in order to extend
opportunities for alternate educational programs, counseling, and referral; education of teachers
and administrators about the dropout problem; use of human services programs to help dropouts;
the Committee’s policies on suspension, expulsion, and other disciplinary action; and
discriminatory practices and attitudes within the program.

Committee Membership

As required by law, the Dropout Prevention Committee shall be composed of the following
members:

A. A member of the Committee selected by the Committee;

B. A school administrator selected by the Superintendent;

C. A teacher and a school counselor selected by the teachers’ organization;

D. A parent selected by the local organized parent group or by the Committee if no such group
exists;

E. A school attendance coordinator from the school system selected by the Superintendent;

F. A high school student selected by the Dropout Prevention Committee members selected in
paragraphs A to E;

G. A dropout selected by the Dropout Prevention Committee members selected in paragraphs A
to E; and

H. A community resident of the district selected by the Dropout Prevention Committee members
selected in paragraphs A to E.

The Committee recognizes the importance of success as a motivator and as a factor in a student’s
commitment to education. Students who have been identified as being at risk of dropping out
will be (or: should be) encouraged to participate in the alternative educational programs that are
offered in this school unit or in other instructional, vocational or social service programs for
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which they may be eligible.

Student Withdrawal from School

School administrators shall arrange for regular contacts to be made with students who have
withdrawn from school for the purpose of informing them of the process for readmission,
making them aware of Dropout Prevention Policy.

Legal Reference: 20-A MRSA §§ 5001-A; 5051-A; 5102-5104-A

g@gé L 1/ 17/ A

Scott Tash, CEO Date







