
    

 

MANCHESTER BOARD OF EDUCATION 
REGULAR MEETING 

MONDAY, NOVEMBER 14, 2016 
ROBERTSON ELEMENTARY SCHOOL 

65 North School Street 
 

Board of Education Meeting             7:00 P.M. – Gymnasium 
       
A. OPENING 

1)  Call to order  
2)  Pledge of Allegiance 
3)  Election of New Board Chair and Board Secretary 
4)  Introduction of New Board Member – Mr. Peter Conyers 
5)  Reaffirming of Board of Education Bylaws and Policies    A – 5  
6)  Board of Education Minutes 10-24-16      A – 6   

 
B. COMMITTEE REPORTS –  
 1)  Policy Committee Minutes – 10-24-16      B – 1  
   
C. CONSENT CALENDAR 
 1)   Personnel Information        C – 1  
 2)   Transfer of Funds         C – 2  
 3)   Establish an appropriation for FY16/17 for the USDA Head Start, breakfast and C – 3  
       Lunch grant appropriation, in the amount of $120,100. 
 4)   Establish an increase in the appropriation for FY16/17 for the Manchester Head Start C – 4  
       In the amount of $21,044, bringing the total award to $1,190,146 
 5)   Extended Field Trip Request Form – MHS – Young Men’s Leadership Group -  C – 5  
       Comfort Inn & Suites, Meriden, CT – State Leadership Conference – Dec. 2, 2016 
       through December 3, 2016 – 4 Students – 1 Chaperone  
 6)  Permission to apply for FY16-18 Hartford Foundation for Public Giving’s   C – 6  
      Community Innovation Fund Planning Grant, in the amount of $50,000 
  
D. REPORT FROM STUDENT REPRESENTATIVE -      
 Shania Stanton and Nabila Hoor Un Ein 
 
E. PUBLIC COMMENTS (any item before the board)  
 
F. SUPERINTENDENT’S REPORT  

1)  Robertson Elementary School Improvement Plan Update, Mr. Stuart Wolf, Principal  
  

G. UNFINISHED BUSINESS – None 
 
H. NEW BUSINESS –  

Policy Recommendation:  
The Policy Committee submits to the full Board its recommended revision for a first 
reading and approval in accordance with its policy on policy changes:  
 
      Policy Revisions: 

       1) Policy – 5141.4 – School Wellness Policy      H – 1  
      2) Policy – 4000 – Fingerprinting/Criminal History/Reference Checks/D.C.F.  H – 2  
          Background Checks 



    

 

      3) Policy – 3270 - Closing A School       H – 3  
H. NEW BUSINESS – (continued) 

      4) Policy – 5118 – School Enrollment      H – 4  
      5) Policy – 3240 – Tuition Fees       H – 5  
 

I. PUBLIC COMMENTS (comments limited to items on tonight’s agenda) 
 
J. COMMUNICATIONS  - None 
 
K. ITEMS FOR FUTURE AGENDAS 
 
L. ADJOURNMENT 
 
 
Welcome to the Manchester Board of Education meeting.  Observers are always welcome.  The 
following instructions are to assist those who wish to speak during the Public Comment session(s): 
 
1) Print your name and address on the sign-in sheet at the podium for accurate record keeping. 
2) State your name and address for the record.  Students state name only. 
3) First Session:  Three minute time limit for any item that may come before the Board.  Listen 

for the bell. 
4) Second Session:  Comments must be limited to items on the Board’s agenda for this meeting.  

The Board Chair has the discretion to limit comment time. 
5) Written statements may be substituted for Board members if time runs out for speaker. 
6) Immediate replies to questions/concerns should not be expected (Board Chair/Superintendent’s 

discretion). 
7) Inappropriate topics:  Confidential information, personal issues and legal concerns.  Please 

avoid derogatory and profane language.  Board of Education Policy #1220. 
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Manchester Public Schools 

Board of Education 

Policy Committee 

Minutes 

Monday, October 24, 2016 

Director’s Room 

Lincoln Center 
 
 

Members Present: Deb Hagenow, Susan Jacobsen, Carl Stafford, Darryl Thames, Sr. 

Others Present: Matt Geary,  Imnaam Kahn  

 
The meeting was called to order at 5:30 PM.  

 

The committee reviewed the proposal to consider adding a School Based Health Center at Illing Middle School. The 

Superintendent will get parent input on the concept through the Illing PTA and School Governance Council then bring 

the idea to the full Board of Education for their consideration. 
 
The committee reviewed the revised Wellness Policy that includes language on mental health and will send the revised 

policy to the full Board of Education for a first reading. 
 
Wellness Revised w Mental Health 
 
The committee reviewed the revised Fingerprinting of New Hires policy and will send the revised policy to the full Board 

of Education for a first reading. 
 
Fingerprinting of New Hires Redlined 
 
Fingerprinting of New Hires Revised Clean Copy 
 
The committee reviewed the revised Closing a School Policy and will send the revised policy to the full Board of 

Education for a first reading 
 
Closing a School 
 
The committee reviewed the revised Enrollment and Tuition policies and will send the revised policies to the full Board 

of Education for a first reading. 
 
Enrollment Revised 
 
Tuition Revised 
 
The committee directed the Superintendent to put all possible holidays on a draft calendar for 2018‐19 and bring the 

draft calendar back to the committee. The Superintendent will also send the Religious Holidays survey to high school 

students.  
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Religious Holiday Survey 
 
The committee reviewed the Volunteers Policy. The Superintendent will make some revisions and bring it back to the 

committee.  

Volunteers ‐ Draft 
 
The committee did not recommend any changes to the Residency or Transportation hearing process. 
 
The Superintendent shared the plan to revise the policies listed below. Draft revisions will be brought to the committee 

for consideration at the January 9 meeting. 
 

1. Personnel ‐ Child Abuse or Neglect Reporting 

2. Personnel ‐ Section 504/ADA 

 
3. Child Sex Abuse or Assault Response and Reporting  

 
4. Section 504/ADA 

 
The meeting adjourned at 6:50 PM. 
 
Next Meeting:    January 9, 2017 
 
Respectfully Submitted by 
 
Matt Geary 
 
Policy List 



  November 14, 2016 
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PERSONNEL ACTION 

APPOINTMENTS 

Graham Chamberlain to be a Special Education teacher at Illing Middle School.  Mr. 
Chamberlain received a Bachelor of Arts in History and Social Science degree at Eastern 
Connecticut State University.  Mr. Chamberlain resides in Marlborough.  It is recommended that 
his appointment be approved effective November 7, 2016 (BA+30/Step 2, $51,025 pro-rated). 

Samantha Hill to be a Special Education teacher at Illing Middle School.  Ms. Hill received a 
Master of Arts in Special Education degree at Fairfield University.  Ms. Hill resides in 
Wallingford.  It is recommended that her appointment be approved effective November 11, 2016 
(MA/Step 2, $51,025 pro-rated). 
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STUDENTS                                                                                                                                                5141.4 

SCHOOL WELLNESS POLICY 
  

Statement 
  
The Manchester School District Manchester Public Schools is committed to establishing a healthy learning 

environment that positively influences students' general well‐being, eating behaviors, physical capacity, 

mental  health  and  learning  ability  to  succeed  academically.  This  commitment  will  provide  all  of 

Manchester's  students with  the  ability  to participate  fully  in  the educational process  and  to develop 

lifelong healthy habits. A learning environment that fosters wellness and good nutrition will be promoted 

for all students and the district will provide students with a variety of opportunities for daily   physical 

activity and help children and adolescents become more physically active and fit. By facilitating learning 

through  the  support  and promotion of  good nutrition,  social  and emotional, behavioral  and physical 

health  and  physical  activity,  student  achievement  is  enhanced.    Improved  health  optimizes  student 

performance potential and ensures that all children have the opportunity to excel. 
  
It is the goal of the Manchester Public Schools School District to promote  students' physical, behavioral, 

emotional, and social well‐being through a coordinated and comprehensive school health program. This 

includes providing a healthy physical and psychological environment, school nurse services, nutritious 

school meals, health education, Family and Consumer Sciences education and opportunities for physical 

education and activity. It is the intent of this policy to enable students to become independent and self‐

directed learners by taking initiative to meet their own health and nutritional needs as is developmentally 

and individually appropriate. 
 
Federal Law: 

Child Nutrition & WIC Reauthorization Act of 2004, Pub .L. 108‐265 & 204 

Child Nutrition Act & 10(a)‐(b), codified at 42 U.S.C. & 1799 

Richard B. Russell National School Lunch Act & 9(f)(1) and & 17(a) codified at 

42 U.S.C. & 1758 and 42 U.S. C. & 1766. 
 
Section 204 of the Healthy, Hunger‐Free Kids Act of 2010 (the Act), Public Law 111‐296, added Section 9A 

to the Richard B. Russell National School Lunch Act (NSLA) (42 U.S.C. 1758b), Local School Wellness Policy 

Implementation. The provisions set forth in Section 204 expand upon the previous local wellness policy 

requirement from the Child Nutrition and Special Supplemental Nutrition Program for Women, Infants 

and Children (WIC) Reauthorization Act of 2004 (Public Law 108‐265). 
   
Mental Health Annex in Manchester Public Schools – School Safety and Security Plan 

Public Act No. 13‐3 now codified in Connecticut General Statutes Sections 10‐222m and  10‐222n, providing 

an all‐hazards approach to emergencies at public schools.  These standards can be found in the Plan at 

Section H, References. 
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Topical  Brief  3  –  Scientific  Research‐Based  Interventions,  Connecticut’s  Framework  for  Response  to 

Intervention 
 
ADDRESSING THE NEEDS OF THE WHOLE CHILD:   Social, Emotional, Behavioral, and Physical Health, as 

well as Academic Achievement, in Connecticut’s SRBI Process, Connecticut State Department of Education 

September 2011 
  
  
Policy Adopted: May 22, 2006 

Revised:  February 27, 2012 

Revised:  November 13, 2013 

Revised:  
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SCHOOL WELLNESS POLICY 
  

Administrative Guidelines 
   

Manchester  Public  Schools  shall  implement  the  following  actions  with  the  goal  of  providing  sound 

nutrition and healthy practices for students. 
  
Manchester Public Schools shall maintain a standing School Wellness committee that will meet biannually. 

The members shall include but not be limited to Assistant Deputy Superintendent of Schools Curriculum 

and Special Services ‐ (Chair) or designee, parents, students, Food Service Director, Physical Education and 

Health Curriculum Coordinators, School Health Services Coordinator, a  representative  from  the Town 

Health  and  Recreation  Departments,  Board  of  Education  member,  teacher(s),  administrator(s).  All 

stakeholders will participate in the implementation and periodic review of the Wellness Policy. 
 
The Manchester School District utilizes the 9‐5‐2‐1‐0 Heath Initiative which is a product of the Northern 

Virginia  Healthy  Kids  Coalition  adapted  by  Eastern  Highland  Health  District  (EHHD)  and  used  by 

permission by Manchester Public Schools. 
  
Manchester Public Schools shall inform and update the public (including parents, students, and others in 

the community) about the implementation of the Local Wellness Policy via the website and presentations 

to the Board of Education. 
  
The District Superintendent or Deputy Superintendent shall ensure that each school complies with the 

Local Wellness Policy. 
  
I.            Nutrition Education and Promotion 
  

A.   Instruction Program Design 

The Health curriculum and Family and Consumer Sciences curriculum, emphasizing nutritional knowledge 

and healthy habits, shall be continually revised and updated to comply with state standards and mandates 

and ensure that instructional strategies reflect current best practice, and integrated within the sequential, 

comprehensive  interdisciplinary program taught at every grade  level pre‐kindergarten through twelfth 

grade.    The  nutrition  education  program  shall  focus  on  students'  eating  behaviors  and  be  based  on 

theories  and  methods  proven  to  be  effective  by  published  research  and  be  consistent  with 

state's/district's health education standards/guidelines/framework. 
  
B. Staff Qualifications and Professional Development for teachers 

Staff responsible for nutrition education shall be adequately prepared (K‐5) and certified (6‐12) to 

implement through best practice and through participation in professional development activities. 
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C. Educational Reinforcement 

Schools  will  collaborate  with  town  agencies  as  appropriate  to  send  a  consistent  message  to  the 

community about nutrition education. 
  
D. Staff as Role Model 

School staff is encouraged to model the components of the nutrition education curriculum. 
  
E. Coordination of Programs 

The food service program shall be closely coordinated with nutrition instruction. 
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II.            Daily Physical Education 
  
A.  Physical  Education  classes  and  physical  activity  opportunities  shall  be  available  for  all  students 

throughout the school year. 
  
The district will ensure that elementary school students have access to not less than 40 minutes of 

Physical Education once in every three day rotation. The 9‐5‐2‐1‐0 (9 hours of sleep, 5 servings of fruits 

and vegetables, 2 hours or less of screen time per day, 1 hour of physical activity, and 0 sugary drinks) 

initiative shall be utilized pre‐K through grade 12. 
 
 

1. Students in grades four, six, eight and ten will participate in the Connecticut Physical Fitness   

Assessment. 

2. All physical education classes shall be sequential and aligned with the Connecticut Physical 

Education Framework, competency through application of knowledge, skill, and practice. 

3. All physical education classes will be taught by a certified physical education instructor. 

4. Student involvement in other activities involving physical activity will not be substituted for 

meeting the physical education requirement. 

  
B.     Wellness Breaks 

The district will provide 20 minutes of daily recess in elementary schools. 
  
C.     Physical Activity Opportunities Before, During, and After School 
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1. Schools are encouraged to offer extracurricular programs, such as physical activity clubs or 

intramurals. When appropriate, schools will offer interscholastic sports programs (space 

availability). 

2. After‐school child‐care and enrichment programs for elementary schools students will provide 

daily periods of moderate to vigorous physical activity for all participants (space availability). 

 
D. Physical Activity and Punishment 

Teachers and other school and community personnel should not use physical activity (i.e. running laps, 

pushups) or withhold opportunities for physical activity (physical education, recess) as punishment. 
  
E. Safe Routes to School 

When appropriate, the district shall work together with  local public works, public safety and/or police 

departments to make it safer and easier for students to walk and bike to school. 
  

F. Incorporating Physical Activity into the Classroom 

Opportunities beyond  the regular physical education class and recess should be  incorporated  into  the 

classroom as part of their learning or energizing breaks. 
  
  
 III.            Nutrition Standards for School Food and Beverages 
  
1.      Menu choices linked with nutrition education curriculum 

1. Promote fresh fruits and vegetables. 

2. Limit high fat choices. 

3. Limit oil‐fried foods. 

4. Increase vegetarian choices. 

5. Provide drink choices to include water, low‐fat milk, flavored low‐fat milk, skim milk and      100% 

juices in appropriate serving sizes. 
  
Foods and beverages sold at school in the cafeteria, vending machines and school stores shall comply with 

USDA federal and state regulations. 
  
School  Food  Services  should  recognize  and  reasonably  accommodate  individual  students'  dietary 

concerns related to religious practices. 
  
With  appropriate medical  documentation, modified meals  shall  be  prepared  for  students with  food 

allergies or other special dietary needs 
  
A.   Nutrition Practices in Classrooms 
  

1. Beverage consumption in the classroom should be limited to water, 100% juice and milk. 

2. Strongly encourage healthy snacks in appropriate portion sizes. 
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3. Food  or  snacks  should  not  be  used  as  either  an  incentive  or  a  reward  for  good  behavior  or 

academic   performance. 

4. School personnel shall not withhold student access to snacks as punishment. 

5. Healthy party menus should be used.  ? 

6. Classroom birthday celebrations will be food and snack free. 

7. Food may be used to commemorate a cultural event or activity, or support a curriculum related 

project with the approval of the principal and in accordance with Health Department protocols. 

  
B.   Fund Raising Activities 
 
Non‐food promotion activities are encouraged to follow District Nutritional Standards. 
  
C.     Faculty Information 

1. Nutrition information should be available to staff members through a variety of  sources such as 

newsletters,  professional  development  training,  websites,    publications,  curriculum,  which 

includes but is not limited to: 

 
a. Alternative birthday/holiday celebrations 

b. Activities to increase physical activity in the classroom and at desks 

c. Healthy snacks 

d. Alternative non‐food reward options 

e. Alternates to withholding recess as a consequence for student actions 
  

2. Faculty should be positive role models as we promote healthy nutrition and physical activity. 

  
D.   Cafeteria 
  
The cafeteria is a place where students should have: 

1. Adequate space to eat in clean, pleasant surroundings. 

2. Adequate time to eat meals (The School Nutrition Association recommends at least 20 minutes 

for lunch from the time students are seated with their food. 

3. Access to hand washing or hand sanitizing facilities before meals. 

4. Point of Sale – The Point of Sale system provides confidentiality to all students regarding meal 

benefits.    

5. Summer Food Service Program – Summer Food Service Program will be offered at eligible 

district sites. 

 
  
  IV.            Behavior Health 
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Manchester Public Schools utilizes a coordinated approach to address the needs of the Whole Child and 

provides supports for the child’s Social, Emotional, Behavioral, and Physical Health and Wellness as well 

as Academic Achievement. 
  
Schools  increasingly are  involved  in the  identification,  intervention, support and education of students 

with multiple challenges.  The School Safety and Security Plan Mental Health Annex provides best practice 

considerations  for  addressing  student mental  health  issues  and  describes  the  course  of  action  that 

Manchester Public Schools will implement to address mental health: 
  

1. Early Identification – Manchester Public Schools recognizes the  increased  involvement  in early 

identification and utilizes established practices and procedures to support the processes. 

2. Whole Child‐School‐Parent Partnership –  In order  to best meet  the needs of all students  the 

Manchester Public Schools will  integrate evidence‐based practices that employ a continuum of 

developmental, preventive, and remedial‐based support services. 

3. Risk Assessment Screening – A topic that refers both issues with students and school personnel 

and issues concerning building, community and environmental safety. 

4. School‐Community  Partnership  –  Practical  strategies  will  be  developed  and  sustained  in  a 

coordinated system of school and community care for students and families as they interact with 

schools, mental  health  service  providers,  hospitals,  state  agencies,  religious  and  community 

groups. 

5. Alternative  Programing  –  Manchester  Public  Schools  recognize  that  students  with 

special/functional needs can have unique and complex requirements as well as a need to receive 

services both inside and outside of school.  The needs will be fostered from interventions using 

an integrated approach between the school and community services. 

6. Priority  Placement  –  Mental  Health  Services  –  In  order  to  address  social/emotional  and 

psychiatric  issues  that may  interfere with academic progress, Manchester Public Schools  shall 

offer appropriate scientifically‐based interventions by evaluating the areas of suspected disability 

including mental health issues. 

  
 V.            Measurement and Evaluation 
  

A. The superintendent or designee will ensure compliance with established district‐wide nutrition 

and physical activity wellness policies. 

B. The policy will be modified based on legislation and district needs. 

C. The Wellness Committee shall assess all nutrition education curricula and materials for accuracy, 

completeness,  balance,  and  consistency  with  the  state's/district's  educational  goals  and 

standards. 

D. The Manchester Public School District uses a comprehensive Coordinated School Health  (CSH) 

approach to promote wellness for students, staff and the community.   Data collected from the 

Coordinated School Health initiative shall be used to evaluate progress. The results shall be made 

available to the public. 
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PERSONNEL      Series 4000 
                                           Personnel 

 
FINGERPRINTING/CRIMINAL HISTORY/REFERENCE CHECKS/D.C.F. 
BACKGROUND CHECKS 

 
All applicants for a position with the district will be asked whether they have ever beenAs set forth 
below, each applicant for a position with the district shall be asked whether he/she has ever been 
convicted of a crime, whether there are any criminal charges pending against him/her and whether the 
applicant is included on the Abuse and Neglect Registry of the Connecticut Department of Children and 
Families (“DCF”) (the “Registry”). If the applicant’s current or most recent employment occurred out of 
state, the applicant will also be asked whether he/she is included on an equivalent database and/or 
abuse/neglect registry maintained in that other state.*  Applicants shall not be required to disclose any 
arrest, criminal charge or conviction that has been erased. 
convicted of a crime and whether there are any criminal charges pending against them at the time of 
application.  In addition, all applicants for employment in the district must submit to a child abuse and 
registry check by the State Department of Children & Families.  Employees will not be required to 
disclose any arrest, criminal charge or conviction that has been erased. 

 
In addition, the district shall conduct an employment history check for each applicant for a position, as 
set forth below. 
 
 
I. Employment History Check Procedures 
 

A. The district shall not offer employment to an applicant for a position, including any 
position that is contracted for, if such applicant would have direct student contact, prior to 
the district:  

 
  1. Requiring the applicant:  

  
a. to list the name, address, and telephone number of each current or former 

employer of the applicant, if such current or former employer was a local 
or regional board of education, council or operator or if such employment 
otherwise caused the applicant to have contact with children; 

 
b. to submit a written authorization that  

  
(i)  consents to and authorizes disclosure by the employers listed under 

paragraph I.A.1.a of this policy of the information requested under 
paragraph I.A.2 of this policy and the release of related records by 
such employers,  

 
(ii)  consents to and authorizes disclosure by the Department of 

Education of the information requested under paragraph I.A.3 of 
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this policy and the release of related records by the department, 
and  

 
(iii)  releases those employers and the Department of Education from 

liability that may arise from such disclosure or release of records 
pursuant to paragraphs I.A.2 or I.A.3 of this policy; and 

 
c. to submit a written statement of whether the applicant  
 

(i) has been the subject of an abuse or neglect or sexual misconduct 
investigation by any employer, state agency or municipal police 
department, unless the investigation resulted in a finding that all 
allegations were unsubstantiated,  

 
(ii)  has ever been disciplined or asked to resign from employment or 

resigned from or otherwise separated from any employment while 
an allegation of abuse or neglect was pending or under 
investigation by DCF, or an allegation of sexual misconduct was 
pending or under investigation or due to an allegation substantiated 
pursuant to Conn. Gen. Stat. § 17a-101g or abuse or neglect, or of 
sexual misconduct or a conviction for abuse or neglect or sexual 
misconduct, or  

 
(iii) has ever had a professional or occupational license or certificate 

suspended or revoked or has ever surrendered such a license or 
certificate while an allegation of abuse or neglect was pending or 
under investigation by DCF or an investigation of sexual 
misconduct was pending or under investigation, or due to an 
allegation substantiated by DCF of abuse or neglect or of sexual 
misconduct or a conviction for abuse or neglect or sexual 
misconduct;  

 
2. Conducting a review of the employment history of the applicant by contacting 

those employers listed by the applicant under paragraph I.A.1.a of this policy.  
Such review shall be conducted using a form developed by the Department of 
Education, which shall request the following:  

 
a. the dates employment of the applicant, and 
 
b. a statement as to whether the employer has knowledge that the applicant:  
 

(i)  was the subject of an allegation of abuse or neglect or sexual 
misconduct for which there is an investigation pending with any 
employer, state agency, or municipal police department or which 
has been substantiated;  

 



  H – 2  

(ii) was disciplined or asked to resign from employment or resigned 
from or otherwise separated from any employment while an 
allegation of abuse or neglect or sexual misconduct was pending or 
under investigation, or due to a substantiation of abuse or neglect 
or sexual misconduct; or 

 
(iii) has ever had a professional or occupational license, certificate, 

authorization or permit suspended or revoked or has ever 
surrendered such a license, certificate, authorization or permit 
while an allegation of abuse or neglect or sexual misconduct was 
pending or under investigation, or due to a substantiation of abuse 
or neglect or sexual misconduct.  Such review may be conducted 
telephonically or through written communication.  
Notwithstanding the provisions of subsection (f) of Conn. Gen. 
Stat. § 31-51i, not later than five (5) business days after the district 
receives a request for such information about an employee or 
former employee, the district shall respond with such information.  
The district may request more information concerning any 
response made by a current or former employer for information 
about an applicant, and, notwithstanding subsection (f), such 
employer shall respond not later than five (5) business days after 
receiving such request.   

 
3. Requesting information from the Department of Education concerning: 
 

a. the eligibility status for employment of any applicant for a position 
requiring a certificate, authorization or permit, 

 
b. whether the Department of Education has knowledge that a finding has 

been substantiated by DCF pursuant to Conn. Gen. Stat. § 17a-101g of 
abuse or neglect or of sexual misconduct against the applicant and any 
information concerning such a finding, and 

 
c. whether the Department of Education has received notification that the 

applicant has been convicted of a crime or of criminal charges pending 
against the applicant and any information concerning such charges. 

 
B.  Notwithstanding the provisions of subsection (f) of Conn. Gen. Stat. § 31-51i, if the 

district receives information that an applicant for a position with or an employee of the 
board has been disciplined for a finding of abuse or neglect or sexual misconduct, it shall 
notify the Department of Education of such information. 

 
C. The district shall not employ an applicant for a position involving direct student contact 

who does not comply with the provisions of paragraph I.A.1 of this policy. 
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D. The district may employ or contract with an applicant on a temporary basis for a period 
not to exceed ninety (90) days, pending the district’s review of information received 
under this section, provided: 

 
1. The applicant complied with paragraph I.A.1 of this policy;  
 
2. The district has no knowledge of information pertaining to the applicant that 

would disqualify the applicant from employment with the district; and 
 
3. The applicant affirms that the applicant is not disqualified from employment with 

the district. 
 

E.  The district shall not enter into a collective bargaining agreement, an employment 
contract, an agreement for resignation or termination, a severance agreement, or any 
other contract or agreement or take any action that: 

 
1. Has the effect of suppressing information relating to an investigation of a report 

of suspected abuse or neglect or sexual misconduct by a current or former 
employee;  

 
2. Affects the ability of the district to report suspected abuse or neglect or sexual 

misconduct to appropriate authorities; or 
 
3. Requires the district to expunge information about an allegation or a finding of 

suspected abuse or neglect or sexual misconduct from any documents maintained 
by the district, unless, after investigation, such allegation is dismissed or found to 
be false. 

 
F. The district shall not offer employment to a person as a substitute teacher, unless such 

person and the district comply with the provisions of paragraph I.A of this policy.  The 
district shall determine which such persons are employable as substitute teachers and 
maintain a list of such persons.  The district shall not hire any person as a substitute 
teacher who is not on such list.  Such person shall remain on such list as long as such 
person is continuously employed by the district as a substitute teacher as described in 
paragraph III.B.2 of this policy, provided the district does not have any knowledge of a 
reason that such person should be removed from such list. 

 
G. In the case of an applicant who is a contractor, the contractor shall require any employee 

with such contractor who would be in a position involving direct student contact to 
supply to such contractor all the information required of an applicant under paragraphs 
I.A.1.a. and I.A.1.c  of this policy and a written authorization under paragraph I.A.1.b. of 
this policy.  Such contractor shall contact any current or former employer of such 
employee that was a local or regional board of education, council, or operator or if such 
employment caused the employee to have contact with children, and request, either 
telephonically or through written communication, any information concerning whether 
there was a finding of abuse or neglect or sexual misconduct against such employee.  
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Notwithstanding the provisions of subsection (f) of Conn. Gen. Stat. § 31-51i, such 
employer shall report to the contractor any such finding, either telephonically or through 
written communication.  If the contractor receives any information indicating such a 
finding or otherwise receives any information indicating such a finding or otherwise has 
knowledge of such a finding, the contractor shall, notwithstanding the provisions of 
subsection (f) of Conn. Gen. Stat. § 31-51i, immediately forward such information to the 
district, either telephonically or through written communication.  If the district receives 
such information, it shall determine whether such employee may work in a position 
involving direct student contact at any school in the district.  No determination by the 
district that any such employee shall not work under any such contract in any such 
position shall constitute a breach of such contract.  

 
H. Any applicant who knowingly provides false information or knowingly fails to disclose 

information required in subdivision (1) of subsection (A) of this section shall be subject 
to discipline by the district that may include  

  
1. denial of employment, or 
 
2. termination of the contract of a certified employee, in accordance with the 

provisions of Conn. Gen. Stat. § 10-151.  
 

I. If the district provides information in accordance with paragraph I.A.2. or I.G. of this 
policy, the district shall be immune from criminal and civil liability, provided the district 
did not knowingly supply false information.  

 
J. Notwithstanding the provisions of Conn. Gen. Stat. § 10-151c and subsection (f) of Conn. 

Gen. Stat. § 31-51i, the district shall provide, upon request by another local or regional 
board of education, governing council of a state or local charter school or interdistrict 
magnet school operator for the purposes of an inquiry pursuant to paragraphs I.A.2 or 
I.G. of this policy or to the Commissioner of Education pursuant to paragraph I.B. of this 
policy any information that the district has concerning a finding of abuse or neglect or 
sexual misconduct by a subject of any such inquiry. 

 
K. For the purposes of this policy:  

 
1. “Sexual misconduct means” any verbal, nonverbal, written, or electronic 

communication, or any other act directed toward or with a student that is designed 
to establish a sexual relationship with the student, including a sexual invitation, 
dating or soliciting a date, engaging in sexual dialog, making sexually suggestive 
comments, self-disclosure or physical exposure of a sexual or erotic nature, and 
any other sexual, indecent, or erotic contact with a student 

 
2. “Abuse or neglect” means abuse or neglect as described in Conn. Gen. Stat. § 

46b-120, and includes any violation of Conn. Gen. Stat. §§ 53a-70 (sexual assault 
in the first degree), 53a-70a (aggravated sexual assault in the first degree), 53a-71 
(sexual assault in the second degree), 53a-72a (sexual assault in the third degree), 
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53a-72b (sexual assault in the third degree with a firearm), or 53a-73a (sexual 
assault in the fourth degree). 

 
L. Prior to offering employment to an applicant, the district shall make a documented good 

faith effort to contact each current and any former employer of the applicant that was a 
local or regional board of education, governing council of a state or local charter school 
or interdistrict magnet school operator or if such employment otherwise caused the 
applicant to have contact with children in order to obtain information and 
recommendations that may be relevant to the applicant’s fitness for employment.  Such 
effort, however, shall not be construed to require more than three telephonic requests 
made on three separate days.   

 
M. The district shall not offer employment to any applicant who had any previous 

employment contract terminated by a board of education, governing council of a state or 
local charter school or interdistrict magnet school operator, or who resigned from such 
employment, if the person has been convicted of a violation of Conn. Gen. Stat. § 17a-
101a, when an allegation of abuse or neglect or sexual assault has been substantiated.  

 
II. DCF Registry Checks 
 
Prior to hiring any person for a position with the district, the district shall require such applicant to 
submit to a records check of information maintained on the Registry concerning the applicant.   
 
[Optional:  For any applicant whose current or most recent employment occurred out of state, the 
district shall request that the applicant provide the district with authorization to access information 
maintained concerning the applicant by the equivalent state agency in the state of most recent 
employment, if such state maintains information about abuse and neglect and has a procedure by 
which such information can be obtained.  Refusal to permit the district to access such information 
shall be considered grounds for rejecting any applicant for employment.]    
 
Prior to hiring any person, the district shall make a documented good faith effort to contact previous 
employers of the person in order to obtain information and recommendations that may be relevant to 
the person’s fitness for employment. 

The district shall request information from the Registry or its out of state equivalent promptly, and in 
any case no later than thirty (30) days from the date of employment.  Registry checks will be processed 
according to the following procedure: 
 

A) . No later than ten (10) calendar days after the Superintendent or his/her designee has 
notified a job applicant of a decision to offer employment to the applicant, or as soon 
thereafter as practicable, the Superintendent or designee will either obtain the information 
from the Registry or, if the applicant’s consent is required to access the information, will 
supply the applicant with the release form utilized by DCF, or its out of state equivalent 
when available, for obtaining information from the Registry. 

 
B. If consent is required to access the Registry, no later than ten (10) calendar days after the 

Superintendent or his/her designee has provided the successful job applicant with the 
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form, the applicant must submit the signed form to DCF or its out of state equivalent, 
with a copy to the Superintendent or his/her designee.  Failure of the applicant to submit 
the signed form to DCF or its out of state equivalent within such ten-day period, without 
good cause, will be grounds for the withdrawal of the offer of employment.   

 
C. Upon receipt of Registry or out-of-state registry information indicating previously 

undisclosed information concerning abuse or neglect investigations concerning the 
successful job applicant/employee, the Superintendent or his/her designee will notify the 
affected applicant/employee in writing of the results of the Registry check and will 
provide an opportunity for the affected applicant/employee to respond to the results of the 
Registry check. 

 
D. If notification is received by the Superintendent or designee that that the applicant is 

listed as a perpetrator of abuse or neglect on the Registry, the Superintendent or designee 
shall provide the applicant with an opportunity to be heard regarding the results of the 
Registry check.  If warranted by the results of the Registry check and any additional 
information provided by the applicant, the Superintendent or designee shall revoke the 
offer of employment and/or terminate the applicant’s employment if he or she has already 
commenced working for the district.  

 
III. Criminal Records Check Procedure 
 

A. When a job applicant is offered a position within the school district, the 
Superintendent or designee will perform preliminary state criminal record checks via 
the State Police Bureau of Identification (SPBI) Connecticut On-Line Law 
Enforcement Communications Teleprocessing System (COLLECT). 

  
 Each person hired by the district shall be required to submit to state and national criminal 

record checks within thirty (30) days from the date of employment.  Each worker placed 
within a school under a public assistance employment program, employed by a provider 
of supplemental services pursuant to the No Child Left Behind Act or in a nonpaid, 
noncertified position completing preparation requirements for the issuance of an educator 
certificate, who performs a service involving direct student contact shall also be required 
to submit to state and national criminal record checks within thirty (30) days from the 
date such worker begins to perform such service.  Record checks will be processed 
according to the following procedure:* 

 
1.)  No later than tenfive (105) calendar days after the Superintendent or his/her 

designee has notified a job applicant of a decision to hire the applicant, or as soon 
thereafter as practicable, the Superintendent or his/her designee will 
supplyprovide the applicant with a packet containing all documents and materials 
necessary for the applicant to be fingerprinted by the Manchester Police 
Department, their designee, or C.R.E.C. (Connecticut Regional Education 
Council).  This packet shall also contain all documents and materials necessary 
for the police department to submit the completed fingerprints to the State Police 
Bureau of Identification for the processing of state and national criminal record 
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checks.  The Superintendent or his/her designee will also provide each applicant 
with the following notifications before the applicant obtains his/her fingerprints: 
(1) Agency Privacy Requirements for Noncriminal Justice Applicants; (2) 
Noncriminal Justice Applicant’s Privacy Rights; (3) and the Federal Bureau of 
Investigation, United States Department of Justice Privacy Act Statement. 

 

2.)  No later than ten (10) calendar days after the Superintendent or his/her designee has 
provided the successful job applicant with the fingerprinting packet, the applicant must 
arrange to be fingerprinted by the Manchester Police, their designee, or C.R.E.C.  Failure 
of the applicant to have his/her fingerprints taken within such ten-day period, without good 
cause, will be grounds for the withdrawal of the offer of employment.   

 

3.)  Any person for whom criminal records checks are required to be performed pursuant 
to this policy must pay all fees and costs associated with the fingerprinting process and/or 
the submission or processing of the requests for criminal record checks.   

 

4.)  Upon receipt of a criminal record check indicating a previously undisclosed 
conviction, the Superintendent or his/her designee will notify the affected 
applicant/employee in writing of the results of the record check and will provide an 
opportunity for the affected applicant/employee to respond to the results of the criminal 
record check.  The affected applicant/employee may notify the Superintendent or his/her 
designee in writing within five (5) calendar days that the affected/employee will challenge 
his/her criminal history record check.  Upon written notification to the Superintendent or 
his/her designee of such a challenge, the affected applicant/employee shall have ten (10) 
calendar days to provide the Superintendent or his/her designee with necessary 
documentation regarding the affected applicant/employee’s record challenge.  The 
Superintendent or his/her designee may grant an extension to the preceding ten-day period 
during which the affected applicant/employee may provide such documentation for good 
cause shown. 

 

5.)  Decisions regarding the effect of a conviction upon an applicant/employee, whether 
disclosed or undisclosed by the applicant/employee, will be made on a case-by-case basis.  
Notwithstanding the foregoing, the falsification or omission of any information on a job 
application or in a job interview, including but not limited to information concerning 
criminal convictions or pending criminal charges, shall be grounds for disqualification 
from consideration for employment or discharge from employment. 

 

6. Notwithstanding anything in Paragraph E of Section III of this Policy, above, no 
decision to deny employment or withdraw an offer of employment on the basis of an 
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applicant/employee’s criminal history record shall be made without affording the 
applicant/employee the opportunities set forth in Paragraph D of Section III of this Policy, 
above. 

 
B) Notice of Conviction. Criminal Records Check for Substitute Teachers: 

 
If, at any time, the Board of Education receives notice of a conviction of a crime by 1) a person 
holding a certificate, authorization or permit issued by the State Board of Education, or 2) a person 
employed by a provider of supplemental services, the Board will send such notice to the State Board 
of Education. 

 

C) School Nurses 
 
School nurses or nurse practitioners appointed by, under contract with, the Board of Education will 
also be required to submit a criminal history records check in accordance with the procedures 
outlined above. 

 

D) Substitutes 
 

A substitute teacher who is hired by the district or a provider of supplemental services 
must submit to state and national criminal history record checks according to the 
procedures outlined above, subject to the following:   

 

1.    If the state and national criminal history record checks for a substitute teacher have 
been completed within one year prior to the date the district hired the substitute teacher, and 
if the substitute teacher arranged for such prior criminal history record checks to be 
forwarded to the Superintendent or designee, then the substitute teacher will not be required 
to submit to another criminal history record check at the time of such hire.  

 
2.    If a substitute teacher submitted to state and national criminal history record 

checks upon being hired by the district, then the substitute teacher will not be 
required to submit to another criminal history record check so long as the 
substitute teacher is continuously employed by the district, that is, employed for at 
least one day of each school year, by the district., provided a substitute teacher is 
subjected to such checks at least once every five years.   

 
IV. Sex Offender Registry Checks 
 
School district personnel shall cross-reference the Connecticut Department of Public Safety’s sexual 
offender registry prior to hiring any new employee.   Registration as a sexual offender constitutes 
grounds for denial of employment opportunities.   
 
V. Credit Checks 
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The district may also ask a prospective employee for a credit report for employment for certain district 
positions, where the district’s receipt of a credit report is substantially related to the employee’s potential 
job. Substantially related is defined to mean “the information contained in the credit report is related to 
the position for which the employee or prospective employee who is the subject of the report is being 
evaluated.”  Prior to asking for a credit report, the district will determine whether the position falls 
within one of the categories as described in this paragraph.  The position must:  (1) be a managerial 
position which involves setting the direction or control of the district; (2) involve access to employees’ 
personal or financial information; (3) involve a fiduciary responsibility to the district, including, but not 
limited to, the authority to issue payments, collect debts, transfer money or enter into contracts; (4) 
provide an expense account or district debit or credit card; or (5) involve access to the district’s 
nonfinancial assets valued at two thousand five dollars or more.   
 
When a credit report will be requested as part of the employment process, the district will provide 
written notification to prospective employee regarding the use of credit checks.  That notification must 
be provided in a document separate from the employment application.  The notification must state that 
the district may use the information in the consumer credit report to make decisions related to the 
individual’s employment.   
 
The district will obtain consent before performing the credit or other background checks.  If the district 
intends to takes an action adverse to a potential employee based on the results of a credit report, the 
district must provide the prospective employee with a copy of the report on which the district relied in 
making the adverse decision, as well as a copy of “A Summary of Your Rights Under the Fair Credit 
Reporting Act,” which should be provided by the company that provides the results of the credit check.  
The district will notify the prospective employee either orally, in writing or via electronic means that the 
adverse action was taken based on the information in the consumer report.  That notice must include the 
name, address and phone number of the consumer reporting company that supplied the credit report; a 
statement that the company that supplied the report did not make the decision to take the unfavorable 
action and cannot provide specific reasons for the district’s actions; and a notice of the person’s right to 
dispute the accuracy or completeness of any information the consumer reporting company furnished, 
and to get an additional free report from the company if the person asks for it within sixty (60) days.   
 
VI. Notice of Conviction 
 
If, at any time, the Board of Education receives notice of a conviction of a crime by (1) a person holding 
a certificate, authorization or permit issued by the State Board of Education, or (2) a person employed 
by a provider of supplemental services, the Board shall send such notice to the State Board of Education.   
 
VII. School Nurses 
 
School nurses or nurse practitioners appointed by, or under contract with, the Board of Education shall 
also be required to submit to a criminal history records check in accordance with the procedures outlined 
above. 
 
 
VIII. Personal Online Accounts 
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For purposes of these Administrative Regulations, “personal online account” means any online account 
that is used by an employee or applicant exclusively for personal purposes and unrelated to any business 
purpose of the Board, including, but not limited to, electronic mail, social media and retail-based 
Internet web sites.  “Personal online account” does not include any account created, maintained, used or 
accessed by an employee or applicant for a business purpose of the Board. 

 
A.  During the course of an employment check, the Board may not:  
 

1.  request or require that an applicant provide the Board with a user name and 
password, password or any other authentication means for accessing a personal 
online account; 

 
2. request or require that an applicant authenticate or access a personal online 

account in the presence of the Board; or  
 
3. require that an applicant invite a supervisor employed by the Board or accept an 

invitation from a supervisor employed by the Board to join a group affiliated with 
any personal online account of the applicant.   

 
B. The Board may request or require that an applicant provide the Board with a user name 

and password, password or any other authentication means for accessing:  
 

1.  any account or service provided by Board or by virtue of the applicant’s 
employment relationship with the Board or that the applicant uses for the Board’s 
business purposes, or  

 
2.  any electronic communications device supplied or paid for, in whole or in part, by 

the Board.   
 
C. In accordance with applicable law, the Board maintains the right to require an applicant 

to allow the Board to access his or her personal online account, without disclosing the 
user name and password, password or other authentication means for accessing such 
personal online account, for the purpose of:  

 
1. conducting an investigation for the purpose of ensuring compliance with 

applicable state or federal laws, regulatory requirements or prohibitions against 
work-related employee misconduct based on the receipt of specific information 
about activity on an applicant’s personal online account; or  

 
2.  conducting an investigation based on the receipt of specific information about an 

applicant’s unauthorized transfer of the Board’s proprietary information, 
confidential information or financial data to or from a personal online account 
operated by an applicant or other source.  

 
E) IX.  School Volunteers 
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School volunteers and chaperones , who are assigned to have direct contact with a student and who 
do not work under the direct supervision of a certified employee, will be required to submit to a 
criminal history records check. in accordance with the procedures outlined above.F)   

 
X. Policy Inapplicable to Operators of School Transportation Vehicles and Students Employed by 

the School District 
 

1.   A. This policy will not apply to an operator of a school transportation vehicle who is already 
required to submit to a criminal history records check pursuant to Connecticut General 
Statutes 14-44 (d). 

 
2.   B. This policy will also not apply to a student employed by the local or regional school 

district in which the student attends school. 
 

XI.  Falsification of Records.  
 
Notwithstanding any other provisions of this policy, the falsification or omission of any information on a 
job application or in a job interview, including but not limited to information concerning abuse or 
neglect investigations or pending criminal applications, shall be grounds for disqualification from 
consideration for employment or discharge from employment. 
 
[* Note:  This is a sample policy designed to provide compliance with the provisions of Connecticut 
General Statutes §§ 10-221d and 10-222c.  Individual boards of education may wish to treat certain 
aspects of this policy differently.  For example, a board of education may wish to do the required 
fingerprinting on-site, using board personnel.  Also, a board of education may request a regional 
educational service center to arrange the taking and forwarding of the fingerprints, with the direction 
to provide the board of education with the results of the criminal history records checks.]   
 

Legal References Conn. Gen. Stat 10-221d.  Criminal history records checks of school 
Personnel.  Fingerprinting.  Termination or dismissal. 

  
 
Conn. Gen. Stat 10-212.  School nurses and nurse practitioners (asLegal References: Conn. Gen. 

Stat. § 10-212.   
Amended by Public Act 04-181). 

 
 Conn. Gen. Stat. § 10-221d.   
 
 Conn. Gen. Stat. § 10-222c  
 
 Conn. Gen. Stat. § 31-40x 
 
 Conn. Gen. Stat. § 31-51i 
 

Conn. Gen. Stat. § 31-51tt  
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Public Act 16-67, “An Act Concerning the Disclosure of Certain Education 
Personnel Records, Criminal Penalties for Threatening in Education Settings 
and the Exclusion of a Minor’s Name from Summary Process Complaints.”  
 

 No Child Left Behind Act of 2001, Public Law 107-110 
 

Public Act No. 11-93 –  An Act Concerning the Response of 
School Districts and the Departments of Education and Children 
Families to Reports of Child Abuse and Neglect. 

 Fair Credit Reporting Act, 15 U.S.C. § 1681 et seq.   
 
 
Adopted: - 1994 
Revised: - August 23, 2010 
Revised: - February 25, 2013 
Revised – June 24, 2016__________ 
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Agency Privacy Requirements for Noncriminal Justice Applicants 
 

Authorized governmental and non-governmental agencies/officials that conduct a national fingerprint-
based criminal history record check on an applicant for a noncriminal justice purpose (such as a job or 
license, immigration or naturalization matter, security clearance, or adoption) are obligated to ensure the 
applicant is provided certain notice and other information and that the results of the check are handled in 
a manner that protects the applicant’s privacy. 
 

 Officials must provide to the applicant written notice1 that his/her fingerprints will be used to check the 
criminal history records of the FBI. 

  Officials using the FBI criminal history record (if one exists) to make a determination of the applicant’s 
suitability for the job, license, or other benefit must provide the applicant the opportunity to complete or 
challenge the accuracy of the information in the record. 

 Officials must advise the applicant that procedures for obtaining a change, correction, or updating of an 
FBI criminal history record are set forth at Title 28, Code of Federal Regulations (CFR), Section 16.34. 

 Officials should not deny the job, license, or other benefit based on information in the criminal history 
record until the applicant has been afforded a reasonable time to correct or complete the record or has 
declined to do so. 

 Officials must use the criminal history record solely for the purpose requested and cannot disseminate the 
record outside the receiving department, related agency, or other authorized entity.2 

 
The FBI has no objection to officials providing a copy of the applicant’s FBI criminal history record to 
the applicant for review and possible challenge when the record was obtained based on positive fingerprint 
identification. If agency policy permits, this courtesy will save the applicant the time and additional FBI 
fee to obtain his/her record directly from the FBI by following the procedures found at 28 CFR 16.30 
through 16.34.  It will also allow the officials to make a more timely determination of the applicant’s 
suitability. 
 
Each agency should establish and document the process/procedures it utilizes for how/when it gives the 
applicant notice, what constitutes “a reasonable time” for the applicant to correct or complete the record, 
and any applicant appeal process that is afforded the applicant.  Such documentation will assist State 
and/or FBI auditors during periodic compliance reviews on use of criminal history records for noncriminal 
justice purposes. 
 
If you need additional information or assistance, contact: 

 

                                                 
1 Written notification includes electronic notification, but excludes oral notification. 
2 See 5 U.S.C. 552a(b); 28 U.S.C. 534(b); 42 U.S.C. 14616, Article IV(c); 28 CFR 20.21(c), 20.33(d), 50.12(b) 
and 906.2(d). 

Connecticut Records: 
Department of Emergency Services and Public Protection 

State Police Bureau of Identification (SPBI) 
1111 Country Club Road 
Middletown, CT  06457 

860-685-8480 

Out-of-State Records: 
Agency of Record 

OR 
FBI CJIS Division-Summary Request 

1000 Custer Hollow Road 
Clarksburg, West Virginia 26306 
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Noncriminal Justice Applicant’s Privacy Rights 
 
As an applicant who is the subject of a national fingerprint-based criminal history record check for a noncriminal justice 
purpose (such as an application for a job or license, an immigration or naturalization matter, security clearance, or 
adoption), you have certain rights which are discussed below. 
 

 You must be provided written notification3 by ______________________________________ that your 
fingerprints will be used to check the criminal history records of the FBI. 

 
 If you have a criminal history record, the officials making a determination of your suitability for the job, license, 

or other benefit must provide you the opportunity to complete or challenge the accuracy of the information in the 
record. 

 
 The officials must advise you that the procedures for obtaining a change, correction, or updating of your criminal 

history record are set forth at Title 28, Code of Federal Regulations (CFR), Section 16.34. 
 

  If you have a criminal history record, you should be afforded a reasonable amount of time to correct or complete 
the record (or decline to do so) before the officials deny you the job, license, or other benefit based on information 
in the criminal history record.4 
 

 You have the right to expect that officials receiving the results of the criminal history record check will use it only 
for authorized purposes and will not retain or disseminate it in violation of federal statute, regulation or executive 
order, or rule, procedure or standard established by the National Crime Prevention and Privacy Compact Council.5 
 

 If agency policy permits, the officials may provide you with a copy of your FBI criminal history record for review 
and possible challenge.  If agency policy does not permit it to provide you a copy of the record, you may obtain a 
copy of the record by submitting fingerprints and a fee to the FBI.  Information regarding this process may be 
obtained at http://www.fbi.gov/about-us/cjis/background-checks.  
 

 If you decide to challenge the accuracy or completeness of your FBI criminal history record, you should send 
your challenge to the agency that contributed the questioned information to the FBI.  Alternatively, you may send 
your challenge directly to the FBI at the same address as provided above.  The FBI will then forward your 
challenge to the agency that contributed the questioned information and request the agency to verify or correct the 
challenged entry.  Upon receipt of an official communication from that agency, the FBI will make any necessary 
changes/corrections to your record in accordance with the information supplied by that agency.  (See 28 CFR 
16.30 through 16.34.) 
 

 If you need additional information or assistance, please contact: 

 
  

                                                 
3 Written notification includes electronic notification, but excludes oral notification. 
4 See 28 CFR 50.12(b). 
5 See 5 U.S.C. 552a(b); 28 U.S.C. 534(b); 42 U.S.C. 14616, Article IV(c); 28 CFR 20.21(c), 20.33(d) and 906.2(d). 

Connecticut Records: 
Department of Emergency Services and Public Protection 
State Police Bureau of Identification (SPBI) 
1111 Country Club Road 
Middletown, CT  06457 
860-685-8480 

Out-of-State Records: 
Agency of Record  
OR 
FBI CJIS Division-Summary Request 
1000 Custer Hollow Road 
Clarksburg, West Virginia 26306 
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Federal Bureau of Investigation 
United States Department of Justice 

Privacy Act Statement 

Authority: The FBI's acquisition, preservation, and exchange of fingerprints and associated information is 
generally authorized under 28 U.S.C. 534. Depending on the nature of your application, supplemental authorities 
include Federal statutes, State statutes pursuant to Pub. L. 92-544, Presidential Executive Orders, and federal. 
Providing your fingerprints and associated information is voluntary; however, failure to do so may affect completion 
or approval of your application. 

Social Security Account Number (SSAN). Your SSAN is needed to keep records accurate because other people 
may have the same name and birth date. Pursuant to the Federal Privacy Act of 1974 (5 USC 552a), the requesting 
agency is responsible for informing you whether disclosure is mandatory or voluntary, by what statutory or other 
authority your SSAN is solicited, and what uses will be made of it. Executive Order 9397 also asks Federal agencies 
to use this number to help identify individuals in agency records. 

Principal Purpose: Certain determinations, such as employment, licensing, and security clearances, may be 
predicated on fingerprint-based background checks. Your fingerprints and associated information/biometrics may 
be provided to the employing, investigating, or otherwise responsible agency, and/or the FBI for the purpose of 
comparing your fingerprints to other fingerprints in the FBI’s Next Generation Identification (NGI) system or its 
successor systems (including civil, criminal, and latent fingerprint repositories) or other available records of the 
employing, investigating, or otherwise responsible agency. The FBI may retain your fingerprints and associated 
information/biometrics in NGI after the completion of this application and, while retained, your fingerprints may 
continue to be compared against other fingerprints submitted to or retained by NGI. 

Routine Uses: During the processing of this application and for as long thereafter as your fingerprints and 
associated information/biometrics are retained in NGI, your information may be disclosed pursuant to your 
consent, and may be disclosed without your consent as permitted by the Privacy Act of 1974 and all applicable 
Routine Uses as may be published at any time in the Federal Register, including the Routine Uses for the NGI system 
and the FBI’s Blanket Routine Uses. Routine uses include, but are not limited to, disclosures to: employing, 
governmental or authorized non-governmental agencies responsible for employment, contracting licensing, 
security clearances, and other suitability determinations; local, state, tribal, or federal law enforcement 
agencies; criminal justice agencies; and agencies responsible for national security or public safety. 

Additional Information: The requesting agency and/or the agency conducting the application-investigation will 
provide you additional information pertinent to the specific circumstances of this application, which may include 
identification of other authorities, purposes, uses, and consequences of not providing requested information. In 
addition, any such agency in the Federal Executive Branch has also published notice in the Federal Register 
describing any systems(s) of records in which that agency may also maintain your records, including the 
authorities, purposes, and routine uses for the system(s). 
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CLOSING A SCHOOL                Policy 3270 

  
In accordance with state statute, the Board of Education has charge of property used for school 

purposes. It has the further responsibility to “designate the schools which shall be attended by the 

various children within the school district.”  In order to meet that responsibility effectively, in 

compliance with state and federal law, and with due regard for district resources, the Board can 

consider permanently closing a school.  A planned school closure may result from, but not 

limited to, a review of the following: physical plant conditions, student achievement, racial 

balance, financial constraints, and building capacity. 

  
The following procedure shall serve as a guideline to such deliberations: 

  
1. Acting through the Superintendent and Administration, the Board shall comply with 

its statutory responsibility to “make a continuing study of the need for school 

facilities and of a long‐term school building program and from time to time make 

recommendations based on such study to the town.” 

 
The Superintendent shall report to the Board annually on the status of such 

continuing study, and such report may include a recommendation that one or more 

schools in Manchester be closed. 
 

2. Upon receiving a recommendation to close a school, the Board may or may not vote 

to initiate a school closure review process as follows: 

  
a. The Superintendent shall work in consultation with the Board to identify 

the school or schools under consideration for closure. 

 
b. The Board shall schedule a public hearing. 

 
c. At the public hearing, the Superintendent shall first be heard on his/her 

recommendation.  The recommendation must include but not be limited 

to information concerning the educational, financial and local 

neighborhood impact related to the possible closure of that school or 

schools. 

 
d. At the public hearing, the Superintendent shall present a proposed 

redistricting plan or other plan to accommodate the students potentially 

affected by any school closure. 

 
e. At the public hearing, the Board may vote to terminate the closure 

review process.Should the Board not vote to terminate the school 
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closure review process, members of the public shall then be heard on the 

issue.   

 
f. At a public meeting following the public hearing, the Board shall 

deliberate the issue of school closure in light of the recommendation of 

the Superintendent and input from members of the public. 

 
g. Any school closure decision is the responsibility of the Board. 

  
In considering such matter further, the Board shall consider the impact, if any, of the 

school closure on the quality of education for Manchester students; the budget; and 

other relevant factors, including but not limited to: 

  
i.  The level of achievement of students in the school(s) under 

consideration. 

ii.  The potential benefits/detriments to such students through such 

closure.  

iii.  The local neighborhood impact of such closure. 

iv.  The duties of the Board under federal and state laws concerning   

educational reform. 

v.  The impact, if any, on the district’s compliance with racial balance 

obligations under state law. 

vi.  The impact, if any, on the Board’s budget, including but not limited to 

facilities maintenance costs, staffing needs and transportation costs. 

vii.  The impact of any redistricting or other plan on students whose school 

assignment will change as well as the impact on students in schools who will 

receive such students as a result of the redistricting or other plan. 

  
3. Following such deliberations, the Board shall vote publicly on whether to close the 

identified school, and any such vote to close a school shall include adoption of the 

related redistricting plan or other plan to assure that all children in Manchester have a 

designated school to attend, with related transportation where necessary. 

 
4. When a school is closed, the Board directs the administration to create a thoughtful 

transition plan that ensures all students and families impacted by the closing of the 

school are welcomed into their new school. Intentional effort should be made to 

include parents and families, students, and staff  from both the closing school and the 

schools receiving students and families in the planning process. Parents and families 

from the school that is closing should have multiple opportunities to visit their new 

school and meet with staff and parent groups  to discuss the transition.  

  
References: 
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Connecticut General Statutes, Section 10‐220, Duties of Boards of Education.  

Adopted: April 11, 2011 

Revised: 
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STUDENTS 5118 
 

SCHOOL ENROLLMENT 
 

Any child who is a resident of Manchester is entitled to a free public school program in the Town of 
Manchester.  Connecticut general statutes 10-186, 10-220 and 10-15c require the Board of Education of the 
Town of Manchester to provide school accommodations so that each child five years of age and over who 
reaches age five on or before the first day of January of any school year and up to twenty-one years of age who 
is residing in Manchester and who is not a graduate of a high school or vocational school may attend school. 
Also Connecticut general statutes 10-76a and 10-76d (b) (2) requires school accommodations for children who 
reside in Manchester and who have not attained school age and require special education whose degree and type 
of disability, based on evaluation by the placement and planning team, is such that their educational potential 
will be irreparably diminished without special education services at three years of age. 

 
 
 

No child shall be enrolled in school until the criteria of age and residency are met.  The Superintendent’s 
designee shall investigate all questions of residency and age and make a recommendation to the superintendent 
as to the child's eligibility for school accommodations in Manchester Public Schools. If the child or his or her 
guardian(s) disagree with the decision of the superintendent, they may appeal to the Manchester Board of 
Education.  The burden of proof in student residency disputes shall be on the party claiming residency (sec. 10- 
186(b) (1)). 

 

 

For matters regarding the removal from district rolls, refer to policy #5112.4 - Disenrollment. 
 

Legal Reference: Connecticut General Statutes: 10-186 
10-15C 
10-220
10-76A
10-76D (B) 2

 

 
 
 
 
 
 

Adopted: October 10, 1973 
Revised: November 26, 1979 

January 27, 1986 
April 11, 1988 
April 26, 1993 
September 12, 1994 
March 8, 2004 
June 22, 2009 
December 15, 2010 
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STUDENTS 5118 
 
SCHOOL ENROLLMENT PROCEDURES - ADMINISTRATIVE GUIDELINES 

 

 
 

I.         By Connecticut statute, the Town of Manchester is required to provide school accommodations to 
students who are permanent residents of Manchester.  NO CHILD SHALL BE ENROLLED IN 
SCHOOL UNTIL THE FOLLOWING CRITERIA ARE MET: 

 
A. Any student wishing to enroll in the Manchester Public Schools who is of appropriate age, as 

defined by statute, is entitled to a free public school program in the Town of Manchester 
providing the following criteria are met: 

 
1. For each child 5 years of age and over who reaches age five on or before the first day of 

January of any school year and up to 21 years of age who is not a high school or a 
vocational school graduate. 

 
2. For children who have not attained school age and require special education whose 

degree and type of exceptionality, based on evaluation by the Placement and Planning 
Team, is such that their educational potential will be irreparably diminished without 
special education at an early age. 

 
B. Any student wishing to enroll in the Manchester Public Schools who is a resident is entitled to a 

free public school program in the Town of Manchester.  The burden of proof in student residency 
disputes shall be on the party claiming residency. 

 
For the purposes of determining "permanent residency" and whether such residency is "provided 
without pay", the board of education and administration adheres to the following stipulations: 

 
1. The child resides full time, typically seven (7) days per week, with parent(s) or legal 

guardian(s) who is a resident of the Town of Manchester.  Parents or guardians of 
students transferring to the Manchester schools for the first time, or registering for the 
first time, must submit evidence of Manchester residency on the ENROLLMENT 
VERIFICATION OF RESIDENCY FORM using such evidence as defined on the 
attached Proof of Residency Chart. 

 
2. The child resides with someone, other than parent(s) or legal guardian(s), who is a 

resident of Manchester and it is the intent of the student or his or her parents, and the 
persons with whom the child resides in Manchester, that 

 
a. the residence is to be permanent and full time, typically seven (7) days per 

week. 
 

b. the residence is provided to the student without pay to those providing it and 
not for the sole purpose of obtaining school accommodations provided by the 
school district. 
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STUDENTS 5118 
 
SCHOOL ENROLLMENT - ADMINISTRATIVE GUIDELINES (2) 

 

 
 

c.    The parent/guardian and Manchester resident must complete the Residency 
Affidavit and submit all necessary documents for review prior to approval. 
The District Residency Office may request additional information. 

 
d.   The District Residency Office may request legal guardianship documentation 

prior to enrollment when reasons for residency with a non-legal 
guardian or parent are unclear and questionable. 

 
e. Unusual circumstances such as parent/guardian deployment in the military, 

parent/guardian illness etc. may only be approved by the district residency office. 
Supplement documentation or proof of unusual circumstances may be requested. 

 
3. The student is residing in a facility or home as a result of placement by a public agency 

other than a local or regional board of education except as provided in 10-253(b). 
 

4. An emancipated minor shall submit appropriate court documents regarding the 
emancipation decree as well as evidence of Manchester residency. 

 
5. The student is an immigrant, regardless of status, residing in Manchester. 

 
6. The student is living in a temporary shelter in the Town of Manchester and the school 

district where the child would otherwise reside cannot be identified.  If the school district 
can be identified, Manchester Board of Education must notify the school district where 
the child would otherwise reside so that it may determine whether to transport the child to 
that district or to pay tuition to Manchester Public Schools. 

 
7. The student is residing in a safe house such as a shelter for battered women or under a 

witness protection program where no name or address may be used, the child may be 
registered as a resident of Manchester provided appropriate health documents and 
documentation of age are provided.  Verbal confirmation, if available, from such a shelter 
director or a representative of the Connecticut Chief State’s Attorney’s Office is adequate 
proof of residency. 

 
8. The student meets the criteria for being considered homeless as contained in federal 

and state regulations and the parent requests continued enrollment in Manchester 
Public Schools or the child moves in from another LEA and the parent requests 
enrollment in Manchester Public Schools.  Manchester, the LEA where the parent 
temporarily resides and/or the nexus town determines transportation and cost. 

 
9.  Students who meet the criteria for homelessness under the McKinney-Vento 

Homelessness Act (Refer to Policy 5118.1) should complete the “McKinney-Vento 
Intake Form” which should be forwarded to the District Homeless Liaison. The 
District Homeless Liaison may ask for additional information and/or documentation. 
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STUDENTS 5118 
 
SCHOOL ENROLLMENT - ADMINISTRATIVE GUIDELINES (3) 
 
ENROLLMENT FORMS: 
 

1.   “Enrollment Verification of Residency Form” should be submitted by a parent or legal guardian for new 
enrollees, transfers within the school district and/or change of addresses. In addition to completing this form 
approved proof of residency must also be provided. 

 
2.   “Residency Affidavit Form” should be completed for any student who claims residence in Manchester and 

is not residing with his or her parent(s) and whose parents are not residing in Manchester. The student, 
parent and person with whom the student is living with must fill out this form together. This form is only 
valid for the current academic school year. It must be renewed yearly by completing the renewal form and 
approved yearly by the District Residency Office. If it is not renewed or the student’s parent/guardian does 
not establish residency in Manchester the student will be subject to disenrollment from Manchester Public 
Schools. Final approval of this affidavit will only be given by the District Residency Office. Unusual 
circumstances may only be granted by the District Residency Office. 

 
3.   “Certification of Residency Form” is required if the parent/guardian and student(s) are residing in 

Manchester and do not have proof of residency. In such cases this form must be forwarded to the district 
residency office for review and prior approval before enrollment. An investigation will be conducted and 
supplemental information may also be requested. 

 
This form is also used when the parent/guardian and the student(s) cannot provide proof but are claiming to 
live with a legal Manchester resident. The Manchester resident must provide proof of their residency prior to 
enrollment and are subject to bills for tuition reimbursement if found to be fraudulently claiming the student 
is residing with them. 

 
This form is only valid for the current academic school year. It must be renewed yearly by completing the 
renewal form. If it is not renewed or the student’s parent/guardian does not establish residency in 
Manchester, then the student will be subject to disenrollment from Manchester Public Schools. This form is 
usually only approved for renewal one time. It is assumed that the parent/guardian will be able to provide the 
district with proof of residency documentation after one academic year of residency in Manchester. 

 
4.   “Residency Affidavit and Certification of Residency Renewal Form” must be completed annually to 

renew Residency Affidavits and Confirmation of Residency forms. In addition to renewing this form, 
updated approved proof of residency must be provided. This form is usually only renewable one time. It is 
assumed that the parent/guardian will be able to provide the district with proof of residency documentation 
after one academic year of residency in Manchester. All renewal forms should be forwarded to District 
Residency Office for review prior to approval. 

 
5.   “Request for Residency Confirmation and Report Form” this form will be filled out by a school 

administrator and/or designee when residency is in question, when residents cannot provide appropriate 
proof and/or students have unusual residency circumstances that need to be investigated by the District 
Residency Office for final approval or non-approval. 

 
6.   “McKinney-Vento Intake Form” this form should be completed by parents/guardians of homeless 

students. This form provides the district with contact information, basic information about their homeless 
status, living arrangements, mobility, programs student may qualify for, and transportation needs. 
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STUDENTS 5118 
 

SCHOOL ENROLLMENT - ADMINISTRATIVE GUIDELINES (4) 
 

In the event that there is a question as to whether or not the above requirements have been met, the 
matter shall be referred by the building principal, or other proper school authority, to the Department of 
Pupil Personnel Services for resolution and the Superintendent’s designee shall investigate and either 
verify residency of parent or guardian and child or document reasons to deny educational 
accommodation on the basis of residency.  Appropriate documentation of residency or non residency 
shall be in writing.  A copy of each report shall be filed in the offices of the Director of Pupil Personnel 
Services or designee and with the building principal in the cumulative file. A copy of the report shall 
also be made available to the parents and the persons with whom the child resides in Manchester, and to 
the student who is 18 or older or emancipated upon request. 

 
 
 

WHEN DENIAL OF EDUCATIONAL ACCOMMODATION IS MADE ON THE BASIS OF 
RESIDENCY, THE PARENT OR GUARDIAN, AN EMANCIPATED MINOR OR STUDENT 
18 YEARS OF AGE OR OLDER, SHALL BE INFORMED OF HIS OR HER RIGHT TO DUE 
PROCESS AND TO REQUEST A HEARING BY THE BOARD OF EDUCATION  IN ACCORD 
WITH SEC. 10-186(1)(b). 

 
II. Procedures for due process hearing upon denial of free accommodations in the Manchester Public 

Schools. 
 

Entitlement to free school accommodations for students applying for enrollment or attending the 
Manchester Public Schools shall be determined in accordance with state law and Manchester Board of 
Education policy as set forth in the following procedures. 

 
A. In the event the administration seeks denial of admission or disenrollment under any such 

provisions, the Superintendent’s designee shall conduct an investigation.  Upon the approval of 
and/or consultation with the Superintendent or his or her designee, provide a statement of the 
basis for a determination of ineligibility, notice of the right to a hearing, and notification to the 
board under whose jurisdiction the investigator believes the child's schooling belongs. 

 
Notice to the child who is over eighteen, or to an emancipated minor, or to a parent or guardian 
shall be by certified mail, return receipt requested, or service delivered in hand, and shall include 
a request that said child, parent or guardian notify the board of his or her intention to request a 
hearing in writing within ten (10) school days of receipt of notice.  In the case of a request for a 
hearing on disenrollment, such notice shall inform the child, parent, or guardian of his or her 
right to request that the child continue attending Manchester Public Schools pending the hearing. 
If no such request is received in ten (10) school days, the child will be denied admission or be 
disenrolled. 

 
B. In the event that a hearing is requested, the Board of Education shall conduct a hearing in 

accordance with section 10-186 of the Connecticut General Statutes, and make a finding within 
ten (10) days of the hearing.  The burden of proof in student residency disputes is on the party 
claiming residency. 
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STUDENTS 5118 
 

SCHOOL ENROLLMENT - ADMINISTRATIVE GUIDELINES (5) 
 

 
 

C. At such hearing, the parent, guardian, or other person with whom the child allegedly resides 
or the emancipated minor or child over eighteen shall have the right and choice of 
representation at their own expense, i.e. at no cost to Manchester Board of Education; all 
witnesses may be sworn, and any oral or documentary evidence may be received, but the 
board may exclude irrelevant, immaterial or unduly repetitious evidence.  At such hearing, 
opportunity shall be afforded all parties to present evidence, cross-examine witnesses and 
make argument on all issues involved. A representative of the board in whose jurisdiction the 
Manchester Public Schools believes the child's schooling belongs may attend and participate 
to the extent provided by law. 

 
D. Any person aggrieved by the finding of the board shall upon request, be provided with a tape 

recording or a transcript of the hearing, within thirty (30) days after said request, and may 
take an appeal from the finding to the State Board of Education.  If an appeal to the state 
board of education is not taken within twenty (20) days of the mailing of the finding to the 
aggrieved 
party, the decision of the Manchester Board of Education shall be final. 

 
E. For students who are already enrolled in Manchester Public Schools, throughout the 

pendency of the appeal for disenrollment, the child, on request of his or her parent(s) or 
guardian, may continue in attendance in Manchester Public Schools. 

 
F. Upon the final decision of the State Board of Education hearing board, the Manchester Board 

of Education shall be subject to the findings and orders of the hearing board. 
 

G. Where it is determined that the child was not eligible for free accommodations in Manchester, 
Manchester may collect reimbursement from the parent or guardian for any assessed costs of 
said schooling to the extent of its remedies at law or equity, as provided in Conn. Gen. Stat. 
Section 
10-186 (b) (4). 

 
 
 

III. Nonresident students may be accepted as tuition students in the schools under the following 
conditions:  
 

A. Space is available in an appropriate program. 
 

B. Payment of tuition that is set by the Board. The sending school district or the parents and/or 
guardian will be responsible for the payment of tuition fee to be established by the Board and 
revised as changes in cost indicate 

 
C. Transportation will not be provided if the student lives outside the district. Transportation, 

where needed, will be the responsibility of the sending school district or the parent(s) and/or 
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guardian(s). 
 

STUDENTS          5118 
SCHOOL ENROLLMENT - ADMINISTRATIVE GUIDELINES (6) 
 

 
D.  The minimum tuition charge will be equal to ¼ of the previous year’s per pupil expenditure. 

However, total tuition charges will be based upon one hundred percent (100%) of the actual 
costs for each individual pupil, as determined by the business office. Any additional staff or 
services required above the normal educational needs will be paid by the sending district or the 
parents and/or guardian. 

 
E. Admission is probationary, subject to periodic review and must be approved annually.  

Such students are required to follow all school rules and are subject to disciplinary action 
in accordance with Manchester Board of Education Policy 5144 and Connecticut General 
Statute 
10-233c and 10-233d.  Should a student be expelled by the Board of Education, tuition paid 
shall be refunded on a proportionate basis and the student shall be disenrolled.  

 
E. At the sole discretion of the Manchester Board of Education, students who are residents of nations 

other than the United States may be admitted without payment of tuition under recognized foreign 
student exchange programs in which students are accepted on an equivalent basis in foreign 
countries. 

 
1. Students holding a valid J-1 visa, which is a student exchange visa, who are residing with a 

host family in Manchester, may be admitted at the discretion of Manchester Board of 
Education. 

 
2. The student entering the country with a valid F-1 or M-1 visa from Immigration and 

Naturalization Services may be admitted at the discretion of Manchester Board of Education 
if INS requirements are also met.  Students with an F-1 Student Visa or an M-1 
Vocational Training Visa must have documents from INS before they may attend school. 

 
F. A tuition rate of one half (1/2) of the full tuition rate will be charged for attendance at 

Manchester High School under the following circumstances: 
 

1. the student has begun the junior year (11th grade defined as having at least 9.0 credits as a 
resident student) 

 
2. the student has been in the Manchester Public Schools continuously since at least the 

seventh (7th) grade 
 

3. enrollment is in courses on a "space available" basis 
 

4. transportation is the responsibility of the student and/or his or her parent(s) or guardian 
 

5. the student continues to live with his or her parent(s) or legal guardian. 
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G. No other nonresident students will be admitted without tuition with the exception that students 

entering or in their senior year at Manchester High School will be permitted to complete their  

STUDENTS 5118 
SCHOOL ENROLLMENT - ADMINISTRATIVE GUIDELINES (7) 
 
 
 high school education without charge. 
  

 Children of Manchester Board of Education employees will be accepted at any grade level at an 
annual tuition rate of ½ the non-resident tuition rate described above. However, total tuition 
charges will be based upon one hundred percent (100%) of the actual costs for each individual 
pupil, as determined by the business office. Any additional staff or services required above the 
normal educational needs will be paid by the sending district or the parents and/or guardian. 

 
 

 
 

Parents desiring out-of-district attendance permits for their children shall make written application to the 
office of the Superintendent. 
 
Forms regarding enrollment eligibility and residency, including sample letters, are available through the 
Department of Pupil Personnel Services. 

 
 
 
 
Revised: August 4, 2000 

March 8, 2004 
October 23, 2006 
June 22, 2009 
December 15, 2010 
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REGISTRATION INSTRUCTIONS 
 

In order to register your child, you must bring the following documents with you: 
 

•CHILD’S LEGAL BIRTH CERTIFICATE (full size only, not wallets) OR PASSPORT 
(only for foreign students who cannot provide birth certificates) 

 

•CONNECTICUT STATE HEALTH ASSESSMENT (BLUE FORM) 
 

• PARENT OR GUARDIAN PHOTO IDENTIFICATION – Drivers License, State ID or 
Passport 

 

•LEGAL or TEMPORARY GUARDIANS – must provide valid official court or state 
documentation of guardianship (temporary guardianship forms are usually only valid for one 
year, must be renewed yearly and submitted to school). 

 

•MANDATORY – PROOF OF RESIDENCY (See Proof of Residency Chart) – In order to 
verify district residence, a student over 18, a student’s parent(s)/guardian(s), or an 
emancipated minor must provide three documents; at least one document from Column 1, 
and two documents from Column 2 or Column 3 with their name and valid Manchester 
address on it. 

 

Column 4 will be required only for certain circumstances noted below: 
 

Note: At times, other forms of documentation or residency checks may be requested by school 
personnel to verify district residency such as when residency is in question, when residents 
cannot provide appropriate proof or students have unusual circumstances. In these cases 
the district will ask for documents and/or proof outlined in Column 4. (The District 
Residency Office will make the final decision if enrollment will be approved or denied.) 
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Manchester Public Schools 
 

Proof of Residency Chart 
 

In order to verify district residence, a student over 18, a student’s parent(s)/guardian(s), or an emancipated minor must provide 
three total documents: at least one document from Column 1 and two documents from Column 2 or Column 3 with their name(s) 
and valid Manchester address on it. Column 4 will be required only for certain circumstances noted on page 9 of District 
Enrollment Policy 5118. 

 

 
 
 

Column 1 

 
 

Column 2 

 
 

Column 3 

 

Column 4 
 

(Supplemental proof when 
residency is in question, lack 
of information or unclear) 
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Column 1 

 
 
 

Column 2 

 
 

Column 3 

 

Column 4 
 

(Supplemental proof when residency 
is in question, lack of information or 

unclear) 

 Deed to home 
 

 Escrow papers or signed mortgage 
commitment 

 
 Valid mortgage statement 

 
 Rent receipt for latest month with 

landlord’s name, address and 
telephone number 

 
 Dated rental/lease agreement 

showing student(s) and parent(s) 
name with landlord’s contact 
information 

 
 **Completed Certification of 

Residency Form with landlord, 
homeowner or renter’s proof of 
residency or ownership including 
proof from columns 1, 2, and 3. 
(Follow directions and review 
guidelines on form) District 
Residency Office will be forwarded 
a copy for review and for residency 
records 

 
 **Completed Residency Affidavit 

form including Manchester 
resident’s proof of residency from 
Column 1, 2, and 3. (Follow 
directions on this form, final 
approval of this form and enrollment 
to be made only from District 
Residency Office) 

 
 

*These forms are only valid for one 
academic year, must be renewed yearly 
and updated proof from Columns 1, 2, 
and 3 must be attached to renewal. These 
forms are usually approved for renewal 
by the residency office only once because 
it is assumed a parent/guardian will be 
able to obtain proof of residency after one 
academic year or the individual housing 
the student may need to obtain legal 
guardianship. Please review Policy 5118 
for further information. 

 Current landline phone 
bill/statement 

 
 Current gas or electric 

bill/statement 
 

 Current water or sewage 
bill 

 
 Deposit receipt from gas, 

electric or landline phone 
service start-up 

 
 Letter from state/ 

government agency such 
as HUD, DCF etc. 
verifying address. Letter 
must include the agency’s 
contact information for 
verification 

 
 Current heating oil 

delivery or receipt with 
resident’s name and 
address 

 
 

*Note: shut off notices will not 
be accepted. 

 Active bank statement or 
bank account check with 
name and address 
imprinted 

 
 Valid car registration or 

car insurance card with 
Manchester address 

 
 Major moving company 

receipt for moving 
household goods 

 
 Receipt from local firm 

showing delivery of 
newly purchased 
appliances or furniture 

 
 Current pay stub verifying 

address 
 

 Current cable/digital 
television bill 

 
 Valid CT State ID or 

license with current 
Manchester address 

 
 

*Note: shut off notices or 
expired information will not be 
accepted. 

 School Request for Residency 
Confirmation Form 
(submitted by school 
personnel to District 
Residency Office for review, 
approval and/or home visit) 

 
 Parent(s)/guardian(s) that 

cannot provide the required 
residency information should 
contact the District Residency 
Office to set up an 
appointment 

 
 

*Note: supplemental information 
or proof may be requested by the 
District Residency Office at 
anytime if residency is unclear. 

 

NOTE: IF YOU MOVE WITHIN THE SCHOOL DISTRICT YOU MUST UPDATE YOUR PROOF OF 
RESIDENCY BY PROVIDING THE MANDATORY PROOF LISTED ABOVE. 
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 BUSINESS 3240                Policy 3240 
 

 
Tuition Fees 

 

Students from other school districts may attend the schools of this district if the following 
conditions are met: 
 
Nonresident students may be accepted as tuition students in the schools under the following 
conditions:  

 
  1.) If there is space available  Space is available in an appropriate program. 

 
 
2.) The sending school district or the parents and/or guardian will be responsible for the 

payment of tuition fee to be established by the Board and revised as changes in cost 
indicate. 

 
3.) Transportation, where needed, will be the responsibility of the sending school 

district or the parent(s) and/or guardian(s). 
 
4.)  The minimum tuition charge will be equal to ¼ of the previous year’s per pupil 

expenditure. However, total tuition charges will be based upon one hundred 
percent (100%) of the actual costs for each individual pupil, as determined by the 
business office. Any additional staff or services required above the normal 
educational needs will be paid by the sending district or the parents and/or 
guardian. 

 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: October 15, 1974 
Reviewed: April 11, 1988 (no changes) 
Revised: March 12, 2012 
Revised: 
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