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OUR MISSION AND VALUES 
 
Our mission statement defines the founding values of Boston Prep and is reflected in all aspects of our program.  The 
success of Boston Prep relies on the commitment of both students and teachers to persevere towards excellence.  
 

The Mission 
Boston Prep prepares students to succeed in four-year colleges and embody, in thought and action, lifelong ethical 
growth.   
 

History of Boston Prep 
The Boston Prep Founding Board was assembled in the summer of 2002 by Scott McCue, a Building Excellent 
Schools fellow and former teacher and administrator at the highly successful Academy of the Pacific Rim Charter 
School (APR) in Boston.  In 2003, the group was awarded the charter from the Massachusetts Board of Education.  
At that time, the Founding Board transitioned to become the Board of Trustees, and they hired Scott McCue as the 
Executive Director.   
 
In 2009, in a unanimous vote, members of the State Board of Education voted to renew the Boston Prep charter for a 
second term.  This vote came after an extensive process, involving a written application and a multi-day site visit.  The 
visit included observations in every classroom in the school as well as interviews with board members, teachers, 
parents, and students.  In 2014, the school once again went through the renewal process.  Boston Prep was granted its 
third charter without conditions, allowing operations to continue through 2019.     
 
In 2014, Boston Prep was the inaugural recipient of the Pozen Prize for Charter Schools from The Boston 
Foundation, which was designed to recognize a charter school for their sustained academic record over time.  In 
addition, Boston Prep was rated the highest performing open enrollment high school in Boston, the 20th best high 
school in Massachusetts, and a gold-gain high school nationally by US News and World Report.   
 
Boston Prep students have continued to demonstrate tremendous achievements on the statewide MCAS exam—
consistently outperforming their peers across the City of Boston and the Commonwealth of Massachusetts.  While we 
believe a variety of measures attest to students’ preparedness for college success, we believe that our MCAS results are 
one indication that they’re well on their way.  Further evidence of student success is drawn from knowing that 100% 
of our first seven graduating classes have earned an acceptance to a four-year college, and 98% of Boston Prep 
graduates have matriculated to college. 
 

Developing a Rigorous Curriculum, Extended Academic Time and Supports 
All Boston Prep curricula are carefully standards-aligned, and teachers think critically about ways to ensure student 
achievement while maintaining rigorous academic expectations in classrooms.   
 
In addition to ensuring that the curriculum is rigorous, we have an extended academic day and year to provide 
mission-aligned programming for Boston Prep students.  In addition to their academic coursework, students also 
participate in Ethics instruction as well as artistic and athletic enrichment courses.  Because of our extended learning 
time, we are also able to provide a robust set of academic and behavioral supports for Boston Prep students.  These 
supports allow us to create an inclusive learning environment where all students find success.   
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Developing the Virtues of Compassion, Courage, Integrity, Perseverance, and Respect   
The second part of Boston Prep’s mission is to embody, in thought and action, lifelong ethical growth. Underpinning 
our mission is the belief that people can overcome obstacles through sheer force of will, that we can draw upon 
inspiration, energy, work ethic, creativity, our faculties of reason, intellect, and emotional resilience to make something 
absolutely fabulous out of the raw material supplied by our genetics, our environment, and our past experiences; in 
essence, effort determines success. We believe students must develop a sense of purpose for themselves and that we 
have a responsibility to teach students to discover and shape their own moral principles.   
 
At Boston Prep, formal class time is committed to discussing and debating topics that impact this growth and 
development of an ethical code.  Discussions inside and outside the classroom often center on fundamental questions 
of what constitutes a moral, meaningful life.  As Kevin Ryan and Karen Bohlin explain in Building Character in Schools, 
“Students should come away from their education with the understanding that pursuing an answer to…fundamental 
questions is of the utmost importance.”  Such fundamental questions might include: “Why is there injustice in 
society?” or “What does it mean to live with integrity?”  At Boston Prep, we recognize that the opportunity to 
provoke thoughtful reflection about these types of questions lies at the crux of our work; a student who feels true 
ownership in a life of reflection and self-discipline will more enthusiastically engage in the hard work required for 
academic success. 
 

Senior Defenses and 8th Grade Roundtables 
Though ethical conversations permeate the school day at Boston Prep, 6th – 12th grade students explicitly spend one 
hour a week in an Ethics class. In the 12th grade, our ethics curriculum culminates in students defining and defending 
their personal ethical code, a code forged from a student’s past that guides them through their future. At the end of 
middle school, 8th grade students partake in an “Ethics Roundtable” where they present a personal reflection focused 
on growth and are interviewed by a panel of teachers to assess high school readiness. The 8th grade personal 
reflection addresses similar themes to the 12th grade ethical code and provides an artifact from which ethical growth 
and personal development is assessed. This assessment of growth will be the foundation on which we determine 
achievement of the ethical component of our mission.  
 

Supporting Boston Prep Students’ Persistence through College 
As a school whose mission is based in college success, an ethos of college preparation permeates our school culture. 
In the middle school, students’ homerooms are named for the college of a homeroom teacher and students’ 
anticipated year of college graduation. College banners adorn the walls of the school, and college prep classes span the 
middle school and high school years.  Additionally, our support for students does not end when they leave our 
building. Instead, we continue to support our alumni throughout college to help ensure their persistence and ability to 
overcome any challenges that may arise. We have designed an innovative and unique alumni support program, which 
includes individualized support and strategic coaching for students through regular phone calls and campus visits, a 
fund that provides book stipends for all and emergency financial support to those in need, and the collection and 
analysis of alumni data to help refine and improve both our alumni support program and our middle and high school 
programming.  

 

Ready to Learn 
At Boston Prep, every student is greeted, every day, with a simple question: “Are you ready to learn?”  This question 
is more complex than it may seem.  On a most basic level, a student must have the necessary supplies to learn and 
have committed some basic preparation (doing their homework, etc.).  Yet on a deeper level, a student’s readiness to 
learn is an attitude.  In some way, success at Boston Prep hinges on a willingness to adopt a spirit of continual 
humility and enthusiasm.  There are many obstacles to learning in the lives of adolescents and in all of our lives.  
Verbally committing a readiness to learn is an aspirational statement—learning is an act of will. 
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This value is modeled by staff, who must adopt a similar spirit of continual readiness to learn.  In our pursuit of 
excellence, we must also continue to build our tools to push students instructionally and behaviorally, continually 
reflecting on our own areas of growth. 
 
At Boston Prep, we develop the habits that will help students find success in life.  One habit that we develop is doing 
nightly homework well.  Doing homework each night requires students to be organized, manage their time, and be 
accountable for themselves.  Homework is checked during academic classes.  Students can expect to have roughly 30 
minutes of homework each night in each class.  Students are also assigned homework over long breaks, and they 
should be prepared to show the homework when they return from break.  
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Contract for Excellence 
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SCHOOL SCHEDULE 
 

High School Hours 
The high school day begins promptly at 7:40 a.m.  On Mondays, students are dismissed early at 2:03pm.  Tuesday 
through Friday, the regular school day ends at 3:34 p.m. The dismissal period concludes at 2:10pm on Mondays and at 
3:45pm Tuesday through Friday.  Beginning at 3:45pm, Tuesday through Thursday, students may stay after school for 
academic support with teachers, a quiet space for homework, or after-school activities.  Students may receive after 
school detention at the discretion of the Associate Dean or High School Principal, Monday through Friday, which 
would occur after the conclusion of the regular school day.   
 

High School Daily Schedule 
The weekly schedule for Boston Prep high school students allows flexibility in some respects, while maintaining a 
consistent program of study in terms of core academic content.  In addition to the five daily core academic classes, 
students will also have Learning Lab periods/Office Hours in 9th and 10th grade; Learning Lab/Office Hour Blocks 
are used for targeted intervention, office hours, strategy development, and studying.  In 11th and 12th grade, Learning 
Lab/Office Hour Blocks are used for strategy development, studying, and extended time for Advanced Placement 
(AP) classes.  These periods serve as opportunities for additional time with teachers and may also serve as 
opportunities for additional study—either supplementary work in core academic classes or for mandatory programs 
such as English or Math remediation classes.  All students take an enrichment and Ethics sequence specific to their 
grade-level, and all students participate in Community Meeting and advisory.  
 

Middle School Hours 
The middle school day begins promptly at 7:40 a.m.  All students should be in their homerooms, ready to begin the 
day by 7:40 a.m.  To facilitate this, students are required to arrive at school by 7:40:00.  If they arrive after this time 
they are deemed tardy, which results in after school time to be served.  On Mondays, students are dismissed early at 
2:03pm.  Tuesday through Friday, the regular school day ends at 3:34 p.m. The dismissal period concludes at 2:10pm 
on Mondays and at 3:45pm Tuesday through Friday.  Students who are assigned to an after school detention will be 
required to stay for up to one hour after the close of school (4:45pm). 
 

Middle School Daily Schedule 
The middle school schedule is made up of one hour classes, which span math, ELA, science, and history.  
Throughout the week, students also have Ethics class, advisory time, Community Meeting, Middle School Community 
Meeting, and an advisory lunch. Students also take courses in art, fitness, and engineering over the course of their 
middle school years.  Students have an hour of Academic Support daily in order to complete homework or receive 
content class tutoring. Twice a week, students may be assigned to a Targeted Intervention group in order to work on 
math or ELA skills. These periods serve as opportunities for additional time with teachers and may also serve as 
opportunities for additional study—either supplementary work in core academic classes or for mandatory programs 
such as English or Math remediation classes.   

 

School Cancellation 
In the event of inclement weather and snow days, Boston Prep will follow the cancellations of the Boston Public 
Schools.  Please check the internet or tune into local radio or television stations for updated information. 
 

Visitors 
Boston Prep invites families and the public to visit our school at any time.  In order to ensure the safety of the 
learning environment, all visitors must report to the main office and sign in.  School personnel will ensure visitors are 
set up comfortably and that there is no impact to student learning or safety.   
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GRADUATION & PROMOTION POLICIES 
 
At Boston Prep, scholarship is guided by a rigorous, standards-driven approach.  We have developed standards for 
each grade level and discipline of study based upon a variety of sources, including the Massachusetts Curriculum 
Frameworks, the Common Core State Standards, and the Next Generation Science Standards.  We are dedicated to 
continually revising our academic program and our standards in response to the needs and performance of our 
students.   
 

Promotion Policy 
At Boston Prep, students will only be promoted when they have demonstrated mastery of the academic standards.  To 
build a culture of learning and achievement, and to hold students accountable for their own efforts in their education, 
Boston Prep students are required to earn a passing score of 70% or higher for the year in order pass and earn credit 
for a class.  This includes all core academic classes as well as ethics and enrichment classes. 

 

Middle School Promotion Requirements 
Students in grades 6 through 8 who fail one academic course with below a 70% will have the opportunity to 
participate in the Boston Prep summer remediation tutoring program.  At the end of the summer remediation tutoring 
program, students will be required to demonstrate mastery to promote.  Students will only receive credit for passing 
the program if they demonstrate mastery on the final exam, project, or course requirements as defined at the outset of 
the program.  If students pass, they will be promoted to the next grade level.  If students do not, they will be required 
to repeat the grade.  
 
Students in grades 6 through 8 who fail two or more academic courses with below a 70% will not have the 
opportunity to participate in the Boston Prep summer remediation tutoring program.  They will be required to repeat 
the grade.   
 
Note: All students’ graduation, promotion, and retention cases are reviewed by the Executive Director, Chief 
Academic Officer, High School Principal, and Middle School Principal at the conclusion of each school year.  
Throughout the year, these four members of the Boston Prep Leadership Team regularly review grades, gather data 
from grade level teams, and consult the Special Education Director, and the Health and Counseling Team.  
Interventions are designed to support students, and family meetings and communication plans are put in place where 
necessary.     
 
High School Graduation Requirements 
All students are required to meet statewide graduation requirements in order to earn a diploma at Boston Prep. 
Boston Prep’s graduation requirements exceed the state minimum requirements.  This decision is a purposeful one.  
The goal is that more students will be better prepared to meet the demands of competitive four-year colleges and to 
meet 21st-century demands in their working and personal lives.  
 
To earn a Boston Prep high school diploma, students must: 

 Earn passing scores of 70% or higher for all high school core academic and enrichment classes required for 
graduation, which include: 

o Core Academic Classes 
 4 years of English, Math & Science 
 3 years of History & Language.  (Note: The language offered is Latin.  In select cases, as determined by 

testing, students may complete their Language requirement by enrolling in Reading, ESL & Transitions 
classes.) 

 4 years of Ethics, including a written and oral defense of an Ethical Code in Senior year 
o Enrichment Classes 
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 4 years of Enrichment Sequence, which varies by grade level and can include Physical 
Fitness, Art, Seminar, Literature electives, SAT Prep, College Prep, etc.   

 3 years of Summer Enrichment 
 Enroll in 5 Core Academic Class credits per school year that align with completion of the high school 

graduation requirements listed above; 
 Meet the Department of Elementary and Secondary Education Competency Determination Graduation 

Requirements in ELA, Math and Science;  
 Settle all financial obligations to Boston Prep, including paying all outstanding balances for lunch, 

transportation, or instructional supplies. 
 
Students in grades 9 through 12 that earn below a 70% in a course will have the opportunity to remediate up to one 
academic class and one Ethics class each year by participating in the Boston Prep summer remediation tutoring 
program.  At the end of the summer remediation tutoring program, students will be required to demonstrate mastery 
to promote.  Students will only receive credit for passing the program if they demonstrate mastery on the final exam, 
project, or course requirements as defined at the outset of the program.  If students pass, they will earn credit for the 
course(s).  If students do not, they will be required to repeat the course to earn credit and/or enroll in an equivalent 
class to earn the required credits for graduation.  Note: For select credits where students earn below a 70%, i.e., 
History, students may be able to retake the course for credit and promote to the next grade.    
 

Middle School Core Curricula 
Boston Prep middle school offers a rigorous college preparatory education that reviews fundamental skills, while also 
pushing students to think critically across subject areas.  Our standards are aligned with the Massachusetts state 
standards and the CCSS.  The core academic classes in middle school are English Language Arts, Mathematics, 
Science, History, Ethics, and Enrichment.  Students also take reading, ESL, and targeted intervention classes based on 
their educational needs and progress.   
 
The courses and requirements for each grade level are shown in the table below. 
 
Requirement 6th grade 7th grade 8th grade 
English Language Arts ELA 6 ELA 7 ELA 8 

Math Math 6 Math 7 (Pre-Algebra) 
Math 8 (Pre – Algebra / 
Algebra I) 
Honors Math 8 (Algebra I) 

History  US History I World History I 

Science 
Earth Science 
NGSS Aligned 3 year sequence 

Life Science 
NGSS Aligned 3 year sequence 

Physical Science 
NGSS Aligned 3 year sequence 

Ethics Ethics 6 Ethics 7 Ethics 8 

Other Enrichment 
Targeted Interventions 

Enrichment 
Targeted Interventions 

Enrichment 
Targeted Interventions 
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High School Core Curricula 
Boston Prep high school offers a rigorous college preparatory education and support systems that encourage 
intellectual autonomy.  The high school curriculum is standards-driven, striking a balance between fundamental 
procedural skills and higher level conceptual habits.  Our standards are developed in alignment with the Massachusetts 
state standards, as well as those articulated by the CCSS and the College Board.  The curriculum is designed to 
challenge students academically and guide the development of moral character.   
 
The courses and requirements for each grade level are shown in the table below: 
 
Course 9th Grade 10th Grade 11th Grade 12th Grade 

English 
English 9: 
Survey Course 

English 10: 
World Literature 

Over the 2 Years: 
American Literature or Honors American Lit.  
Style & Language or AP Language & 
Composition 

Math 
Geometry 
Algebra I 

Geometry 
Algebra II 
Foundations of Algebra 

Pre-Calculus 
Algebra II 

AP Calculus 
Statistics  

Science Biology Physics 
Chemistry or Honors 
Chemistry 
Science & Society I or II 

AP Biology 
Science & Society I 
or II 

History World History US History or 
US History Honors 

AP US History or  
US History II 

Senior History 
Seminars 

Language 

Latin I 
ELA Extension 
ELD 

Latin I & Latin II 
ELA Extension 
ELD 
Transitions 

Latin I, II & III 
ELD 
Transitions 

Latin I - IV 
ELD 
Transitions 

Ethics Ethics 9 Ethics 10 Ethics 11 Ethics 12 

Other 

Freshman Seminar 
Freshman Enrichments 
Summer Enrichment 

Sophomore Seminar 
Sophomore Enrichments 
Summer Enrichment 

Junior Enrichments 
College Prep & SAT Prep 
Rome Prep 
Summer Enrichment 

Senior Enrichments 
College Prep  
Transitions  

 

High School Summer Enrichment Requirement 
All Boston Prep high school students are required to participate in a high-quality summer enrichment program each 
summer.  All high school students will be expected to participate in summer enrichment, regardless of whether they 
are promoted to the next grade level, participating in summer remediation tutoring, or repeating the grade level.  If 
students are enrolled in summer remediation tutoring, the summer enrichment program should begin after the tutoring 
ends. 
 
Students must be involved in a program that will allow them to gain skills and knowledge as well as grow personally 
and ethically.  Examples of qualified summer enrichment programs include: 
 

 A paid position obtained through Summer Works or ABCD 
 A minimum of 40 hours of volunteer work 
 An academic camp on a college campus 
 An internship  
 A leadership training institute or camp 
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Students and families are fully responsible for finding and enrolling in a qualified summer enrichment program.  
Boston Prep provides students with information about many high-quality programs in the area, including applications 
to be part of these programs.  In addition, Boston Prep staff members are happy to provide students with 
recommendations, given ample notice.  Families must ensure that students select an appropriate summer enrichment 
program, take all steps necessary for application, and secure a position in a program.  In addition, families are 
responsible for any and all costs associated with the selected summer enrichment program, unless students apply for 
and successfully secure a summer enrichment scholarship from Boston Prep. 
 
All summer enrichment programs must be approved by the Family and Enrichment Coordinator to ensure that the 
program meets Boston Prep guidelines and expectations.  Without program pre-approval, students risk not receiving 
credit for completion of summer enrichment. Upon completion of the summer enrichment program, students will be 
required to submit documentation of participation and complete a reflection assignment.  
 
During the 2017-2018 school year, the School’s Leadership Team will be evaluating the range of options for summer 
enrichment and working to improve the summer enrichment programming. 
 

High School Offsite Enrichment 
In high school, students may participate in an Offsite Enrichment Program.  In essence, students have the 
opportunity to go off campus to learn new skills.  Offsite enrichments may be athletic, artistic, academic, service-
oriented, or professional internships.  In order to participate, students must meet academic and behavioral 
expectations and have a strong attendance record. Students must also complete a written application and complete an 
interview with the principal before obtaining permission to participate in off-site enrichment.  This option exists for 
10th - 12th graders who demonstrate the passion and readiness for such an experience and will be approved if the 
offsite can be accommodated reasonably within the student’s course schedule.  
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GRADING & EXAMS AT BOSTON PREP 
 
Boston Prep uses a 0-100 point grading scale in all classrooms, across all grades.  However, in order to prepare 
students for the transition to college, GPAs are calculated on a 4.0 scale in the high school.  Details of the high school 
and middle school grading policies and exam requirements are described in further detail in this section. 
 

Middle School Grading 
Courses in the middle school are graded on a 0-100 point scale according the scale listed below.  Please note that 
certain classes (e.g., enrichments, interventions, tutoring, etc.) may be graded on a pass/fail basis.   
 
 
 
 
 

 
 

High School Grading 
Historically, Boston Prep has used a 0-100 scale in high school classes and to calculate GPA.  However, during the 
2017-2018 school year, Boston Prep will begin to migrate to a 4.0 GPA scale.   
 
9th and 10th graders 
Freshmen and sophomores will receive grades on a 0-100 scale in their classes and on their progress reports.  These 
grades will be converted to a 4.0 GPA scale on their report cards and transcripts.  Using a 4.0 scale, a 95 earns a 4.0, 
an 85 earns a 3.0, a 75 earns a 3.0, and a 70 earns a 2.7.  Honors classes are weighted using a 0.5 bump, and Advanced 
Placement classes are weighted with a 1.0 bump.  For example, an A in a college prep class is a 4.0, an A in Honors 
Chemistry is a 4.5, and an A in Advanced Placement Calculus is a 5.0.   
 
Students are still required to have a 70 or above to pass a class (i.e., a 65 in an Honors class or a 60 in an AP class is 
not considered passing).  To honor the increased rigor students receive more GPA points, but not changes to the 
actual letter grade earned in the class.   
 
Note:  School year 2017-2018 10th grade students who are enrolled in U.S. History Honors will not have five points 
added to their quarter and semester grades but instead, in line with other district and charter high schools, with have 0 
.5 added to their GPA.  
 
11th and 12th graders 
2017-2018 Juniors and seniors will continue to use the legacy system at Boston Prep.  This means they will receive 
grades on a 0-100 scale in their classes and on their progress reports.  Grades in Honors classes will have 5 points 
added to them, and grades in Advanced Placement classes will have 10 points added to them.  Students are still 
required to earn a 70 to pass a course; students receive their Honors and AP additional points before the 
determination of pass and fail is made for particular class.   
 
Using this approach for juniors and seniors allows students to continue operating in a familiar system and accounts 
for the fact that students in these grade levels already have Honors or AP classes on their transcripts. 
 
 
 
 

100 point scale 
90-100 A 
80-89 B 
70-79 C 
Below 70 F 
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SFE/EOY Exams at Boston Prep 
Boston Prep’s college preparatory mission requires students to experience and succeed on high stakes, cumulative 
semester and final exams that require students to demonstrate their knowledge of content and skills learned in core 
academic classes.  In 11th and 12th grades, SFE (semester) and EOY (end-of-year) assessments are weighted at 20% of 
each semester grade, similar to the weighting students will experience on college campuses.  With this end point in 
mind, weights for semester and end-of-year assessments are adjusted accordingly to scaffold the supports for younger 
students yet build towards the stamina required for success. 
 
 

11/ 12th SFE – 20% of Semester 1 & EOY – 20% of Semester 2 
10th SFE – 15% of Semester 1 & EOY – 15% of Semester 2 
9th SFE – 15% of Semester 1 & EOY – 15% of Semester 2 
8th SFE – 10% of Semester 1 & EOY – 10% of Semester 2 
7th SFE – 10% of Semester 1 & EOY – 10% of Semester 2 
6th SFE – 5% of Semester 1 & EOY – 5% of Semester 2 

 

Weekly Progress Reports 
In order to keep families and students aware of the progress students make, grades are updated weekly and available 
to students and families online.  The online progress report shows all graded assignments a student has completed in 
each class as well as the student’s current quarter grade for each course.  Letters, individualized for each family and 
student, are sent home in September with directions regarding accessing the online portal.      
 
At Boston Prep, student meets with his or her advisor weekly in a small group setting.  During advisory, students 
review their grades and set goals for the upcoming weeks.  In middle school, students also receive printed reports 
regarding their behavior twice a month. 
 

S1/S2 Report Cards 
Boston Prep provides students and families with report cards twice a year at the end of Semester 1 and the end of 
Semester 2.  Students on IEPs also receive progress reports at these times.   

 

Quarter Grade Minimum 
Each year there are students who mathematically are eliminated from passing a course for the year due to a 
challenging first quarter or semester performance.  Placing a minimum grade for first, second, and third quarter final 
averages allows students an opportunity to recover from a challenging start to the school year, placing the onus of 
improvement on students but acknowledging growth over time. 
 
Weekly progress reports available to students and families will indicate the quarter grade earned, however, first, 
second or third quarter grades lower than 55% will be raised to 55% when factoring final grade calculations.  Teachers 
are strongly encouraged to communicate to students and families the actual grade earned, i.e., 48%, however, no 
quarter grade lower than 55% will be factored into final grade calculation.  For any student for whom the grading 
minimum would apply, principals will convene a meeting with the student and family to ensure an academic 
improvement plan is established and communicated. 
 
A grading minimum will not apply to any grades calculated within a quarter, SFE or EOY assessments grades, or 
quarter four. 
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SUPPORTS AT BOSTON PREP 
 
Boston Prep provides a full range of academic support and special education services to students who are in need of 
such assistance.  If your student is having persistent difficulty with school work, you may wish to consider making a 
referral for a special education evaluation. This referral may result in provisions being made for your student, 
including tutoring or other services. A referral for a special education evaluation should be made when a student is not 
progressing effectively in regular education and there is reason to believe that the situation is caused by disability.   
 

Special Education 
Boston Prep embraces the special education philosophy of inclusion and strives to include every child in the general 
education program to the maximum extent possible.  Because we believe in preparing all students for college, we 
believe that, when appropriate, all students should have access to a rigorous curriculum.  Special education service 
delivery varies, including co-teaching, push-in support, and pull-out support. Additional special education services 
include counseling, speech-language therapy, physical therapy, occupational therapy, and social groups. 
 
A special education evaluation can result in the writing and implementation of an Individualized Educational Program 
(IEP). This document outlines the most effective strategies and services for meeting student’s needs and provides 
legal support to ensure students receive such assistance.  The Individuals with Disabilities Education Act (IDEA) and 
Massachusetts Laws under Chapter 766 require appropriate services to be administered in the “least restrictive 
environment.”   
 

English Language Learners 
Boston Prep is dedicated to supporting all English Language Learners in the general education classroom.  The goal 
of the ELL program is for students to quickly become proficient in the English Language so that they can better 
participate in their academic classes and be better prepared for college when they graduate from Boston Prep.  ELL 
service delivery is provided through both push-in and pull-out services as determined by language levels and ACCESS 
data.  Our ESL coordinator works with ELL and general education teachers to ensure our classrooms are sheltered to 
support the building of academic vocabulary and language proficiency.    
 

Academic Support and Learning Lab 
Academic Support (in the middle school) and Learning Lab (in the high school) provide the opportunity for students 
to independently complete their school work during the school day.  Academic Support and Learning Lab are 
designed so that students learn how to use their time effectively to get their work done.  We know it’s important for 
students to develop the ability to complete tasks in a focused environment.  This is not intended to be the only time 
they will work on their school work outside of class, however, students are given this time to practice doing work 
silently and independently.  Occasionally, students will be pulled by their teachers for additional support and 
intervention during Academic Support or Learning Lab. During this time, it is also common for students to make up 
assignments they have missed.   
 

High School Office Hours  
Office Hours are times that teachers are available to meet with students. For each high school course, a teacher 
regularly has office hours where students can receive additional support.  Teachers may choose to assign students to 
office hours or may allow students to elect to attend. Office hours will take place in designated locations.  Students 
going to office hours must proactively work with teachers to make arrangements for additional supports if office 
hours are not available when a student is available.  For example, on a case-by-case basis, teachers may provide more 
office hours opportunities for students before and after school.  



Boston Prep Family and Student Handbook 2017-2018 | Page 18 

 

Targeted Intervention 
Students will have access to tutoring in school.   The tutoring period will occur daily and will have flexible grouping 
created by content area teachers and the Director of Targeted Intervention & Differentiation to address individual 
needs.  The purpose of the intervention is to provide small group instruction, around specific standards, to small 
groups of students that have similar strengths and growth areas.  Groupings will rotate throughout the year and 
teachers will work collaboratively to deliver lessons aligned to the Common Core State Standards, Next Generation 
Science Standards, and the MA State Standards.   

 

Homework Club 
Middle school students have access to Homework Club Tuesday, Wednesday, and Thursday after school for one 
hour.  Students are welcome to opt into attending Homework Club or can be assigned HWC by a teacher.  In this 
space, they have access to a quiet space to complete homework as well as faculty members willing and able to help 
students with work completion, studying, and organization.   

 

Instructional Support Team (IST)  
The IST is a group of grade level general educators and special educators who meet on a regular basis to discuss the 
needs of general education students who are struggling within the classroom. The Team collaborates to develop 
appropriate interventions, supports, and strategies. The IST is the school’s pre-referral committee.  The goal of IST is 
to gather data in order to identify obstacles to student learning and minimize or eliminate these obstacles.  In some 
cases, we will find out through an evaluation that the obstacles are disabilities.  However, not all students referred to 
the IST will be evaluated.   
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HONORS AT BOSTON PREP 
 

Academic Honors  
 
Honor Roll  
Each semester, students are honored for high academic achievement. Honor roll designations are determined by a student’s semester grade 
point average (GPA). 
 
Middle School Honor Roll Benchmarks 
Students completing the semester with a GPA of 85 or higher are designated Honors.  
Students completing the semester with a GPA of 90 or higher are designated High Honors.  
Students completing the semester with a GPA of 95 or higher are designated Highest Honors.  
 
High School Honor Roll Benchmarks 
Students completing the semester with a GPA of 85.00 or higher are designated Cum Laude.  
Students completing the semester with a GPA of 90.00 or higher are designated Magna Cum Laude.  
Students completing the semester with a GPA of 95.00 or higher are designated Summa Cum Laude.  
 
National Honor Society  
Students with a qualifying cumulative high school GPA are invited to apply to the Boston Prep Chapter of the 
National Honor Society (NHS).  NHS is a student organization that provides an opportunity for high school students 
with outstanding academic and ethical achievements to cooperate in the service of their communities and further 
academic accomplishments.  NHS exists at over 1,000 high schools around the world, and through NHS more than a 
million students have developed as scholars, raised money, volunteered hours, and led their community.   
 
Members of NHS excel in three key areas: scholarship, leadership, and service.  A faculty committee convenes to 
determine eligibility and promise in the leadership and service categories. A high cumulative GPA qualifies students to 
apply.  Students are asked to complete a short application; the Faculty Committee uses the application to judge 
commitment and desire to participate in NHS.   
 
Valedictorian and Salutatorian Criteria  
The Valedictorian is the student who has the highest cumulative GPA at the end of the 7th semester. The Salutatorian 
is the student who has the second highest cumulative GPA at the end of the 7th semester.  In the case of a tie, multiple 
Valedictorians and/or Salutatorians will be named for the graduating class. 
 

Ethical Honors 
 
Virtue Commendations 
Virtue commendations are awarded when a student demonstrates consistent exemplary behavior in an area specifically 
related to one of our school’s five key virtues or demonstrates an exemplary ethical action.  A virtue commendation 
may be given privately, publicly in a homeroom or class, or publicly at community meeting. Virtue commendations are 
printed on pastel yellow paper and given by one community member to another.   
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Joint Academic and Ethical Honors 
 
Du Bois Award  
Each week, one student is awarded the W.E.B. Du Bois Award by a staff member at our weekly Community Meeting.  
The Du Bois Award is given to a student who has consistently exemplified the virtues of the school over a long 
period of time.  To earn the Du Bois Award a student can show continuous improvement over time or can 
demonstrate exemplary academics or behavior over the school year. The award is printed on resume paper and is 
wrapped in a maroon ribbon.  The recipient of the award is presented the award and a Du Bois t-shirt at the end of 
Community Meeting.  
 
End of Year Awards 
Additionally, at the end of each school year, the community has an assembly where students are given awards for 
improvement, achievement, embodying grade level mantras, exhibiting the virtues, and content specific achievement.  
In addition, the Founder’s Award is presented.   
 
The Founder’s Award 
Each year, the Executive Director issues the Founder’s Award to one Boston Prep student.  In the final weeks of the 
school year, the Executive Director solicits nominations for the Founder’s Award.  Students, staff, and community 
members can nominate recipients that most embody Boston Prep’s core virtues during a school year.  
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GUIDE TO SCHOOL CULTURE 
 
At Boston Prep, we recognize that fostering school culture aligned with our mission plays a key role in our school's 
success.  Boston Prep staff members understand that explicit, frequent reference to the school's key virtues of 
courage, compassion, integrity, perseverance, and respect is a key component of their work.  We have used, and 
continue to use, a variety of systems to reinforce the virtues.  Each morning students are greeted on the busses and at 
our doors and asked, “Are you ready to learn?”  This simple question provides an opportunity to see where students 
are as they start their day and to engage in conversations around the various virtues depending on student responses.   
 
In addition, all of our students are assigned an advisor.  In middle school, the advisor changes each year, while in the 
high school, a student’s advisor is assigned in 9th grade and remains in place through graduation.  Advisors play a 
critical role for students and families.  They provide regular, candid feedback and coaching on academic achievement, 
behavior, and ethical growth through weekly progress reports, calls, and family meetings; serve as a trusted adult and 
advocate for the student; and ensure that every student is known well by at least one person.   
 
While all faculty recognize that effective lesson planning and delivery as well as proactive outreach to students are the 
best forms of classroom management, our Code of Conduct reinforces the sanctity of the learning environment.  
 
One Boston Prep student summed up the power of our culture: 
 

“Even outside of Boston Prep, I think like I’m at Boston Prep.  I think before I act.  I think about my options and 
what the outcome of each option will be.  I think about the impact of my choices on not just me but others around me.  I 
think about choosing my words wisely and the way I say them.  I spent so many years trying to defy the rules and 
making life challenging for everyone around me.  But over time, I came to see that when I behaved in a way that helped 
my community, it helped me become much more successful.  Now, the virtues – courage, compassion, integrity, 
perseverance, and respect – have become part of who I am and how I think about myself in the world.  Boston Prep is 
part of me, and it always will be.” 

 
 
This portion of the Handbook is comprised of the following parts: 

● Building Relationships 
● Recognizing the Positive at Boston Prep 
● Gathering as a Community and Fostering Traditions 
● Being Ready to Learn at Boston Prep 
● Getting Involved in Extracurricular Programming 
● Committing to Boston Prep Code of Conduct 

 

Building Relationships 
 
We realize the importance of focusing on relationships with students, and grade level teams have procedures for 
thinking about each and every student, resulting in action plans to informally and formally develop positive 
relationships with each student. It is often said that students do not want to know how much you know, they want to 
know how much you care.  With this in mind, Boston Prep is constantly working to build positive relationships built 
around having high expectations for students and what they can achieve.   
 
We also recognize the importance of involving parents and families in our school.  In order to facilitate this 
relationship, there are several ways that we encourage families to participate in their child’s schooling.  We encourage 
families to reach out to their child’s advisor, teachers, and school leaders whenever necessary.  Additionally, parents 
are encouraged to participate in our school’s Parent Committee and to attend school events, including sporting events, 
potluck dinners, and student performances.   



Boston Prep Family and Student Handbook 2017-2018 | Page 22 

 
In addition to the regular communication that occurs from school to home, Boston Prep has built structures within 
the school that are designed to make a community within our community. These are intended to substantiate strong 
relationships between teachers and students, along with fostering positive relationships among students.    
 
Advisory 
The advisory program sits at the core of Boston Prep.  Each teacher in the school has an advisory each year that 
ranges from 5-15 students.  That relationship serves to ensure that every single student has at least one adult charged 
with keeping a close eye on his or her overall academic performance.  In practice, there are many people monitoring 
student’s academic progress, but advisors meet with students each week and communicate with families regularly to 
discuss academic progress.  During advisory, advisors and students discuss ways students might improve their 
performance and/or set goals for the short term and long term.  Often, advisors plan activities to facilitate team 
building and to encourage personal development outside of the classroom.  Advisors may consult with student leaders 
in the advisory to ensure that all students are engaged in the advisory. In middle school, students change their advisor 
and their advisory each year. In the high school, when possible, advisory groups remain together with their grade level 
advisory and advisor for four years.   
 
Regular Family Contact 
A student’s advisor is the main contact person for the family.  Families should expect to hear from a student’s advisor 
regularly.  Teachers, even those who are not the student’s advisor, often communicate directly with families about the 
successes and struggles students are having in a particular class and/or outside of class. Additionally, it’s common for 
families to hear from other school personnel regularly for a variety of reasons.  Students and families should not 
hesitate to contact the school for any matter via phone and/or email.    
 
Teacher-Family Conferences 
Occasionally, Boston Prep will host teacher-family conferences during the year.  This is a time when teachers can 
discuss the grades, progress, and behavior of students with members of their family.  Typically, a school administrator 
will attend these meetings. 
 
Middle School Homeroom Structure  
In middle school, students are assigned a homeroom. Homerooms are given the name of the college or university of 
one of their homeroom teachers. This homeroom structure allows students to build a team identity and enables the 
class to track their academic and behavioral progress throughout the year. Each homeroom is comprised of smaller 
advisories. Homeroom teachers, or, advisors, are responsible for ensuring homerooms have goals, avoid conflict, and 
have systems in place.  Homeroom teachers are responsible for coordinating and monitoring homeroom activities and 
ensuring that the homeroom develops a positive and goal oriented culture. Students are expected to regularly 
contribute to the development of their homeroom in a variety of ways: by giving other members of their homeroom 
shout-outs or virtue commendations, by tutoring a classmate, or by supporting a classmate in other ways.   
 
High School House Structure 
Students in the high school belong to one of four “houses.”  While they will rotate to different classrooms for 
different subject area classes, they identify themselves as members of the house.  The houses span grade levels, and 
siblings will automatically be enrolled in the same house.  The Latin word “honor,” which means “respect,” is cast as a 
paramount virtue in the high school and a common theme in discourse in all four of the houses.  The houses are 
named: 
 
“Animus:” Latin for “courage.” 
“Benevolentia:” Latin for “compassion.” 
“Sinceritas:” Latin for “integrity.” 
“Constantia:” Latin for “perseverance.” 
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Each student entering 9th grade will receive his or her house assignment in a special ceremony the first week of 
school.  He or she will receive a pin, symbolizing the particular house identity, which can be worn on the Boston Prep 
uniform.  Additionally, houses are encouraged to complete a themed project over the course of the year. House 
competitions and community building days foster a spirit of community within the school. Approximately three or 
four times a semester, houses will compete against each other in a house competition. High school faculty members 
will create these house competitions at high school team meetings and the competitions will change throughout the 
year. Previous house competitions have been focused on homework completion, grade improvements, final exam 
grades, demerit numbers, leadership links, and summer enrichment opportunities. Students will participate in house 
and grade-level team-building activities during the school year. In the fall, houses will leave Boston Prep for an off-site 
retreat. During the winter, students may have an opportunity to reflect upon the first half of the year and set goals for 
the spring. At the end of the year, the team-building may also focus on reflection and community strengthening.  

 

Recognizing the Positive at Boston Prep 
 
At Boston Prep, we are aware that our expectations are high and there is so much a student is required to do the 
Boston Prep way.  However, our staff is inspired and impressed each day by the level of excellence our students 
demonstrate.   As evidence of this, students are recognized regularly for demonstrating behavior that exemplifies our 
five key virtues: courage, compassion, integrity, perseverance, and respect.  Boston Prep students demonstrate the 
virtues each day, in and out of class.  Students who exemplify virtuous behavior are recognized in small and large 
ways, on a daily-basis and more cyclically.  Students are not always recognized for the same reasons, as it’s important 
to recognize, for example, that demonstrating perseverance looks differently for some students than others.   Boston 
Prep strives to create an environment where learning comes first, and recognizing students who participate in their 
learning to an exemplary degree requires recognition.  Across the school, we recognize students for their positive 
efforts in a variety of ways, including: merits, class scores, shout-outs, virtue-commendations, academic recognition, 
etc.   
 
Merits 
At Boston Prep, we realize the importance of having ways to positively recognize students doing the right thing.  
Merits are given in the middle school when students demonstrate virtuous behavior.  Teachers inform students when 
they issue merits.  Teachers then log merits into an electronic database, and merit totals are kept by student over time.  
Quarterly, students are able to use their merit totals as points in a Prep Points Auction that features an array of prizes.  
Additionally, students can purchase school supplies with their points on a quarterly basis.  Some reasons students 
receive merits include: showing contagious enthusiasm, displaying exemplary organization, making insightful questions 
or comments, improvement resulting from extra effort, taking initiative and/or displaying leadership, doing the right 
thing when others aren’t, tutoring a peer, showing exemplary kindness, or beautifying the school or class.  
 
Middle School Prep Points System 
Middle school students participate in the Boston Prep Prep Points system.  This system uses both objective and 
subjective measures to recognize when students are meeting and exceeding expectations. Doing positive things, like 
earning merits or being present at school, earn positive Prep Positives. Negative actions, like demerits or referrals, 
subtract Prep Points. Each week students receive their Prep Points report, along with their academic progress report.  
Their Prep Points report details the number of points students have earned and lost over the previous week.  During 
each quarter, students are able to use their Prep Points to participate in a Prep-Points Auction and/or use them to buy 
items at the Prep Points store.  
 
Class Scores 
One middle school specific culture building structure we have at Boston Prep is the class score system.  Middle school 
homerooms are able to quantify their collective behavior and seek incentives that come along with being focused, 
organized, and respectful by comparing and tracking their class scores with those of other classes.  At the end of each 
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class, during the Call to End, homerooms earn their class score.  The class score is on a 0-5 scale, and students can 
earn either ½ or 1 point for each virtue on the rubric. 
 
Shout-Outs  
Across the school, at a variety of times and locations, shout-outs are used to drive informal recognition of students 
and community members who demonstrate virtuous behavior.  Often, these shout-outs are given for a single virtuous 
act.   
 

Gathering as a Community and Fostering Traditions  
 
Throughout the week and the year, we come together as a community in a variety of large and small ways.  We are 
always striving to strengthen the community and to create smaller, supportive communities within the school.  By 
fostering traditions and creating spaces for conversations, students become invested in Boston Prep.   Some weekly 
community moments are highlighted below, but we also come together throughout the year as students, faculty, and 
families for several events, including Back to School Night, the MLK Potluck, Town Hall discussions, Ice Cream 
Social, Parent Teacher Conferences, College Planning Sessions, Saturnalia, alumni events, the 8th Grade Step Up 
Ceremony, the Athletic Banquet, and High School Graduation.   
 
Community Meeting  
One of the most important parts of our weekly schedule is our all school Community Meeting.  This is sacred time for 
our school community to come together and to recognize what is occurring at school, as well as around us in our 
community and world.  Each Tuesday morning all members of the school community come together for this 
important assembly.  It is an opportunity for staff and students to discuss prevalent issues pertaining to the school and 
our greater community.  It is also the time when we honor students who are doing an outstanding job with awards 
such as the W.E.B. Du Bois Award.   
 
Middle School Community Meeting 
Middle School Community Meeting is a student run event that occurs every fourth week. House of Reps members 
collaborate with their club advisor(s) to plan and run these meetings. During Middle School Community Meetings, the 
principal shares school updates, and students and teachers have a chance to recognize each other. Middle School 
Community Meetings are an opportunity for school spirit to come alive as they often include student and staff 
performances, pep rallies, homeroom chants and other friendly competitions, etc.  
 
High School Community Meeting  
High School Community Meeting occurs every week. During the High School Community Meeting, either the 
principal or Phoenix Senate set the agenda, and typically it includes a weekly message, students and teachers have a 
chance to recognize each other, and our student leaders facilitate an activity or House Competition.  Regularly, our 
High School Community Meetings take the form of talent shows, skits, public-service announcements, external 
guests, etc.   
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Being Ready to Learn at Boston Prep 
 
This readiness to learn is a vital component to students’ experience throughout Boston Prep. It applies to the 
experience of a shy, incoming 6th grader on their first day, a 9th grader participating on an offsite retreat, or a 12th 
grader participating in a college-level class.  Indeed, there may be no ingredient to our students’ long-term success 
after Boston Prep more important than their ongoing commitment to learning. 
 
Being Prepared for Learning 
In addition to verbally committing to being prepared to learn and having the uniform necessary to begin a school day, 
Boston Prep has high expectations for students being prepared for each and every class.  Students are expected to 
have their work completed and classroom materials ready each and every day.  They are expected to proactively 
handle situations that may get in the way of being prepared for their learning.   
 
Systems and Procedures 
In addition to students demonstrating they are prepared to learn, Boston Prep expects that students demonstrate 
respectful behavior throughout the course of the day, in every single setting.  To maximize productive learning 
opportunities, Boston Prep has designed many systems to help create a smooth flow throughout the course of the 
day. These systems and procedures are designed to be age-appropriate for students in different grades and help to 
establish an orderly environment wherein students can demonstrate courage, compassion, integrity, perseverance and 
respect as well as possible.  While many of our middle school structures and practices persist into the high school, the 
high school differs from our middle school in some ways to enable age-appropriate independence.   
 
School Supplies 
Being prepared for class with the necessary supplies is an important component of being ready to learn. All textbooks 
and workbooks will be provided by Boston Prep. Students are responsible for the care of their school textbooks and 
workbooks throughout the school year. Lost or damaged books will need to be replaced and students will be charged 
a replacement fee at the end of the school year. Students who have outstanding dues from the previous school year 
may not be permitted to use school textbooks or workbooks until the fees have been paid. In addition, outstanding 
dues may result in a student’s report card being held. Seniors will not be eligible for graduation until all instructional 
materials have been returned or all fees have been paid in full. 
 
Textbook Replacement Costs 

 
Note: Textbook Repair Cost: $15 
 
In addition to the supplies and books provided by Boston Prep, families must provide several additional supplies for 
the school year.  A list of required materials will be provided to families during the first week of every year and posted 
on the school website.  Students must have all required materials by the start of the second week of school.  
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Backpacks  
The purpose of carrying a backpack or bag is for students to transport books and binders to and from classes. 
Students may only wear backpacks and bags while transitioning between classrooms. Students may not wear 
backpacks and bags during the Call to Order or the Call to Begin. Once inside a classroom, students must take out the 
necessary materials for that class and place their backpack under the desk. Supplies that are not held in a backpack can 
be stored in a locker.  
 
Student Organization 
In the middle school, organization of class materials is content and grade specific.  Time in Academic Support and 
Advisory will be devoted to organizational support.  In the high school, students will have a list of specific materials 
for each class. In some cases, teachers will require a large spiral notebook and a school-issued folder or binder. 
Individual teachers monitor the organization of materials within the folders and binders, guide students in cleaning 
out materials, and build in organization time into classes.  
 
Homework Folders and Planners  
Each student receives one homework folder at the beginning of each year. The homework folder is a place for 
students to collect and organize the daily homework. Students in grades 6 through 9 receive one academic planner at 
the beginning of each school year. The planner is a place for students to write down daily homework assignments and 
manage appointments. Students should copy down homework assignments in each academic class throughout the 
day.  Because we recognize that organization is a skill that must be taught to students, teachers and advisors regularly 
check planners in classes and monitor students as they write down homework assignments. Advisors and other 
educators also regularly work with students to review their organizational strategies.   
 
Arrival 
Students typically begin arriving at Boston Prep at 7:15 a.m.  Students are not permitted into the building before 7:00 
a.m.  When students enter the building, they are met at the front door by a staff member.  The staff member greets 
the students, asks them if they are ready to learn, and checks their uniform.  Students enter quietly and quickly, and 
remove any jackets or coats and make sure they are in in full uniform, including a tie for male high school students, 
though any high school student may wear a tie if they choose.  Any student not in full uniform by 7:40 a.m. is 
considered late to school.  As students enter the building, they enter their attendance number and ensure they are 
marked present for the school day. 
 
Breakfast 
Breakfast is served between 7:00 and 7:25 a.m.  Middle school students sit at tables corresponding to their grade level. 
High school students can quickly go to their lockers, and then they can sit at any cafeteria table.  Students may only 
eat at breakfast tables and should clean-up after themselves.  Both the middle school and high school have cleanup 
procedures that are intended to be respected and followed.  Staff members and student leaders on morning duty begin 
orchestrating clean up efforts at 7:25am. If necessary, students are asked to stay behind and complete the clean-up of 
the cafeteria.  
 
Transitioning Between Classes 
Between classes, students must transition to prepare for their upcoming class.  Transitions in the middle school are 
structured and professional and should communicate a sense of urgency.  Although students send the majority of the 
school day on the third floor, there are times that students transition to other areas of the school.  During all 
transitions, middle school students are expected to be professional. Middle school students may go to their lockers 
during the morning and afternoon homeroom periods, and right before lunch, but not at any other time.  
 
In the high school, students travel from class to class, stopping at their lockers as needed during scheduled transition 
times.  The lockers in the high school are physically divided into four sections with each section assigned to one 
house. Within each locker area, grade levels are inter-mixed. When possible, students keep the same locker for all of 
their years in the high school. If a student is not at his or her locker, the locker must be closed and locked. If students 
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are unprepared for class, they are not sent back to their locker to retrieve a missing item. High school students can 
visit their lockers from 7:00 to 7:45am, during each transition, during the first five minutes and last five minutes of 
lunch, and up to 10 minutes after dismissal.   
 
Hallway Safety and Passes 
As a school we expect calm and safe hallways at all times.  If students are in the hallways during a class time, it is 
important that they have class passes with a description of where they are going.  In the middle school, each 
classroom has four passes—one for young men to use the restroom, one for young women to use the restroom, an 
office pass, and a nurse’s pass.  Students are not allowed to use the restroom or go to the office or nurse without a 
pass.  In the high school, each classroom has one hall pass. Only one student may leave the classroom at a time. If 
there are medical reasons that require students to use the bathroom regularly, families should communicate with a 
school official proactively.   
 
Food, Drink, Gum, Medications 
Food and drink should be consumed only at approved times: during breakfast, snack, and lunch.  Unflavored water in 
a clear container is the only food or drink students are allowed to bring to class.  During breakfast and lunch, students 
may eat and drink what they bring into the school.  However, Boston Prep is a nut-safe school and a school that is 
soda, energy drink, and candy free.  As such, students are not permitted to eat these items at any time while in the 
school building.   
 
 The school provides breakfast and lunch to all students. The school does not provide students a snack.  All drink and 
food must be consumed while seated at a desk (for snack) or a lunch table (for breakfast and lunch).  Students may 
not eat snacks while walking between classes.  Food and drink should not be near computers.  Gum is not permitted 
in the school at any time.  Medications, cough drops, and candies are not allowed in the hallways, stairwells, or 
classrooms.  The school nurse will manage the administration of medication, and medication may only be taken in the 
presence of a nurse or school leader and only with medical documentation.   
 
Keeping Classrooms and Common Spaces Neat 
Students at Boston Prep are responsible for keeping their classrooms and common spaces neat. Teachers check 
classrooms for cleanliness at the end of each day and ask students to assist in sweeping and tidying up desks.  During 
the day, if a student has a piece of trash, they should keep it on the upper right-hand corner of their desk.  The teacher 
may walk by and pick up the trash, or the teacher can direct a student to throw out trash.   
 
Lunch 
Each lunch period is monitored by multiple staff members.  In the middle school, teachers transition students to 
lunch, and an orderly process for getting lunch is conducted.   Students must participate in clean-up.  In the high 
school, as students are dismissed from classes, students pick up their school lunch from the food cart. Each day there 
are two, single-file lines near the lunch carts. Lunch monitors track the number of students who take a lunch each day.  
High school students may begin eating as soon as they are seated.  In the high school, a schedule for where students 
may sit is regularly updated to ensure houses, advisors, and student groups have an opportunity to sit with each other.  
Occasionally, lunch seating is arranged in response to student behavior.   At both middle school and high school 
lunches, students should maintain indoor voices at the tables, and students should only talk to those at their table. 
Cleanup is routinized in the middle school and high school.  Each student should clean-up after him/herself, but each 
day additional wiping and sweeping is necessary.   When students are asked to clean-up, they are expected to assist. 
 
Dismissal 
In the middle school, students will be dismissed and have about 10 minutes to go to their lockers and transition to 
their afterschool plans. Students may stay on campus if they are attending homework club, detention, waiting for a 
bus, or sports/clubs. Otherwise, students must leave campus.  Dismissal is supervised.  In the high school, each 
student is required to shake-out of the high school with the adult conducting dismissal each day, and they must 
leaving the building or be seated at a cafeteria table within 10 minutes of the final bell of the day.  All students are 
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expected to quickly leave the school area after dismissal. Students lingering will be asked to return into the school 
building and return to the Dean’s Office.  Students are not able to stay after school for additional support on 
Mondays or Fridays.  The end of the day is not a time to search for a teacher.  If students hope to see a teacher or 
faculty member after school, they should make arrangements with that teacher before the end of the school day.   
 

Getting Involved in Extracurricular Programming 
 
Boston Prep knows that participation in non-classroom activity plays an important role in developing the virtues of 
courage, compassion, integrity, perseverance, and respect. We know that participation both enhances students’ ethical 
development and serves to provide students with a robust resume they can use to enhance their college application. 
We also understand that participating in clubs requires commitment, and students must focus on the depth of their 
commitment more than simply building their resume with many different activities. In other words, students will learn 
more about themselves and colleges will be more impressed by a student who grows over time in one club than a 
student who shows little commitment, but participates in many different clubs. To ensure clubs have Boston Prep 
supervision, every single club has at least one staff member to serve as an advisor. All clubs and extracurricular 
opportunities do not exclude on the basis of race, sex, gender identity, color, religion, national origin, sexual 
orientation, disability or homelessness. The Middle School Assistant Principal, the Principals, or the Associate Deans 
may remove a student from privileges, such as extracurricular activities and attendance at school-sponsored events 
based on the student's misconduct. A removal from privileges and/or extracurricular activities is not subject to the 
procedures set forth herein.  
 
Student Government 
Students at Boston Prep have opportunities to be involved in student government. Student government is one of the 
many avenues for student voice to be incorporated into the school. In both the middle school and the high school, 
students elect their student government leaders. Middle school student government is called House of 
Representatives, and the high school student government is called Phoenix Senate.  They work with their club advisor 
and the principals to enhance the student experience at Boston Prep, inside and outside of the classroom. They meet 
regularly, plan events, and serve as liaisons to school leaders, teachers, and classmates.  
 
Mentoring 
Boston Prep has an active peer-to-peer mentoring program called Phoenix Friends.  Phoenix Friends is run by high 
school students, with oversight from school leadership.  The program pairs high school mentors with middle school 
mentees for weekly meetings and support.   
 
Athletics at Boston Prep 
 
Mission and Purpose 
At Boston Prep, we believe that participation in athletic programming supports and extends students’ ability to strive 
for excellence both academically and ethically. The Boston Prep athletic program provides unique opportunities for 
students to understand how the virtues of courage, compassion, integrity, perseverance, and respect are important for 
success outside of the classroom.  Students will come to understand this through mission-driven coaching, individual 
self-effort and determination, valuable team experience, and high-level competition. Additionally, the Boston Prep 
athletic program is designed to supplement and enhance school culture; encourage positive behaviors and attitudes 
toward competition, team membership, and self-effort; and improve the health and conditioning of student-athletes. 
 
Athletic Offerings   
The Boston Prep Athletic calendar is divided into three seasons and offers the following sports: 
 

 Fall Winter Spring 
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Middle School Soccer 
 

Boys Basketball 
Girls Basketball 

Girls Track  
Boys Track  

High School Flag Football 
Boys Cross-
Country 
Girls Cross-
Country 
Boys Soccer 
Girls Soccer 
Girls Volleyball 

Boys Basketball 
Girls Basketball 

Girls Track and Field 
Boys Track and Field 
Softball 
Baseball 
Boys Volleyball 

 
Athletic Eligibility  
Athletes need to meet academic and behavioral goals to be eligible for sports.  Students are eligible for competition on 
a Monday to Sunday cycle.  Grades are reviewed on Wednesday morning.  If students are passing all classes on 
Wednesday morning, then they gain eligibility for the following Monday through Sunday.  If a student is not passing 
all of their classes on Wednesday morning, then they are ineligible for competition for the following Monday through 
Sunday.  Eligibility at the start of a new quarter will be based off of the previous report card, and the first eligibility 
cycle in a marking period will align with teachers’ first grading deadline.   Any student who is currently receiving 
special education services under Chapter 766 and who has an Individual Education Program (IEP) can be declared 
eligible if all of their requirements satisfactorily meet the Director of Special Education’s approval. 
 
Additional details regarding the athletics program and eligibility can be found in the Athletics Handbook. 
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COMMITTING TO THE BOSTON PREP CODE OF CONDUCT 
 
Through the use of common practices grounded in the language of our five virtues—compassion, courage, integrity, 
perseverance, and respect—we are able to provide a structured, focused, safe, nurturing environment where students 
are known, recognized, and supported by multiple adults.  
 
We hold the highest of expectations for all students, at all times, while implementing a variety of supports to help 
students and families succeed.   

 
● We collaborate with each other, in a variety of contexts and on a variety of teams, to ensure that all 

students are succeeding and that we are helping to remove roadblocks to academic and ethical growth in 
our middle school, in our high school, and in our graduate support offerings. 

● We leverage our small, intimate size to build deep relationships with students as the foundation of this 
work.  Mandela said it best: “People are human beings, produced by the society in which they live.  You encourage people 
by seeing good in them.” 

● We believe in a three-way partnership between students, parents, and staff.  This is the basis of our 
Contract for Excellence.   

 
We hold dear a set of beliefs that make us Boston Prep.  We work hard to create an environment that supports the 
beliefs, one in which students understand not only the beliefs, but the rationale for them.  We discuss these beliefs in 
our advisory sessions, in our whole-school community meetings that happen weekly, and in our homerooms and 
grade-levels.  We believe:  

 
● Four-year college is for all students and provides students opportunities for choice in their future. 
● All young people can achieve at the highest levels of success and accomplishment. 
● Learning is an act of will. 
● “Effort determines Success”… not innate ability or luck.   
● “We are what we repeatedly do.  Excellence, then, is not an act, but a habit.” 

 
As a result, we work relentlessly, through the implementation of consistent systems and procedures, to ensure that our 
classrooms foster an ethical climate in which students are self-motivated to work through challenging content; that 
students grapple with and are encouraged to take risks and learn from mistakes; and that students regularly opt into 
learning and are contributing not only to their own growth, but also that of the classroom community.  We 
acknowledge that we do not always make the right decision at all moments, and at Boston Prep all students engage in 
written reflection and verbal processing with staff members and students when a mistake is made.  This personal and 
communal reflection and processing helps students not only reflect on their actions and consider alternative actions in 
the future, but also makes clear to students and staff that we are putting a situation behind us and moving onward 
with a clean slate and a belief that what has happened need not continue to happen nor allow us to form single stories 
about one another.   
 
At the core of our work is a commitment on the part of students, faculty, and families to our Code of Conduct. 
 

Boston Prep Code of Conduct 
Creating and maintaining a compassionate and courageous environment filled with integrity, perseverance, and respect 
is vital to supporting each student on their journey to becoming a successful college graduate and ethical person.  
Students are expected to hold themselves to high standards for behavior. Teachers are expected to hold themselves to 
high standards for instruction and interactions with students.  This means that we are constantly thinking about ways 
to engage our students in their journey.  Many of our systems are designed to be consistent for all students, though we 
are always thinking critically about how we engage with each and every student.  Additionally, consequences will be 
administered for behavior that is unproductive or counter-productive, such as unpreparedness for class, minor 
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disruptions of class learning, uniform violations, etc. More serious consequences will be administered for behaviors 
including, but not limited to, the following: 
 

● Disrespect and/or disruptions of learning. Boston Prep will not tolerate disrespectful behavior towards staff, 
guests, or other students. Behaviors which prevent other members of Boston Prep from pursuing their 
education (such as failing to follow a teacher’s directions, repeated talking or deliberately distracting other 
students during class) are considered disruptions of learning. 

● Cheating and/or plagiarism. Cheating and plagiarism represent breaches of community integrity and trust.  
Boston Prep defines cheating as conversing with another student about a test or exam during a graded test or 
exam, copying or attempting to copy the work of another student, or using/attempting to use materials other 
than those allowed during an assessment. Plagiarism is defined as representing someone else’s work as your 
own. 

● Safety Violation. This includes pushing, fighting, threatening, or other violent behavior. Being in an 
unsupervised location might also constitute a safety violation. 

● Unprofessional contact. This includes any forms of touching, groping, or other displays of affection, other 
than shaking hands.   

● Attendance violations. Students are required to attend all scheduled classes and events, on time. Boston Prep 
has a closed campus. Students should not go beyond the specified limits of the school grounds without an 
approved chaperone or the express permission of a faculty member. Students who are not present in school 
may not attend school-sponsored activities after school on that day. 

● Property violations. The theft, destruction, or defacement of school or private property may constitute 
violations of state law and jeopardizes the integrity of the school community.  Any violation of state law may 
be reported to the proper authorities. 

● Inappropriate behavior on the MBTA and/or in school uniform. Students represent Boston Prep when riding 
the MBTA and when in school uniform. They must not engage in any disruptive and/or dangerous behavior. 

● Harassment and discrimination. Consistent with Massachusetts General Law, c. 76, s. 5, Boston Prep is 
committed to maintaining a school environment free of harassment and discrimination based on race, color, 
religion, national origin, age, gender, gender identity, sexual orientation, or disability.  

● Alcohol, controlled substances, and tobacco. The sale, transfer, use, or possession of alcohol and tobacco at 
school or school related functions constitute a violation of Massachusetts State Law. Smoking on school 
grounds is strictly prohibited.  Possession of controlled substances is also strictly prohibited and may result in 
an expulsion from Boston Prep 

● Weapons. Massachusetts State Law dictates that “any student who is found on the school premises or at 
school-sponsored or school-related events, including athletic games, in possession of a dangerous weapon, 
including but not limited to a gun or knife... may be subject to expulsion from the school.” 

 
We all share the responsibility for maintaining a safe, positive learning environment. Students who have knowledge 
about serious disciplinary infractions or potential serious disciplinary infractions must contact a teacher or 
administrator immediately. These infractions include, but are not limited to, cheating, property violations, harassment, 
acts or threats of violence or aggression, possession and use of alcohol, controlled substances, tobacco, and 
possession of weapons. Failure to contact a teacher or administrator may result in further disciplinary action. 
 
We extend our Code of Conduct and our expectations of students outside of school to extracurricular activities, 
events associated with school, student travel to and from school, and time spent in the neighboring areas and 
businesses surrounding Boston Prep.  Accordingly, students are expected to represent themselves and Boston Prep 
well in and out of school. 
 
Note re: electronic items: Students at Boston Prep are discouraged from carrying cell phones or other electronic 
items.  The school will not assume responsibility if these items are lost or stolen.  These items must be turned off on 
school property and stored during school hours.  If electronic devices are seen or heard by faculty on school property, 
they will be confiscated and returned only to a parent or guardian. 
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Special Notices:  
All students are expected to follow the Boston Prep Code of Conduct and other developed policies, unless otherwise 
determined by the student’s Individualized Education Plan Team or 504 Team and written in the student’s IEP or 504 
Plan.  At Boston Prep we know that our beliefs for our students require that we hold them to high expectations and 
hold them accountable when certain expectations are not met.   
 
Student searches, when required, will be conducted in accordance with the law. Such searches will take place in the 
presence of a school administrator and at least one other staff member. The parent(s) or guardian of a searched 
student will be notified as soon as possible to inform them that a search is about to or has just occurred. School 
lockers and desks, which are assigned to students for their use, remain the property of Boston Prep, and students 
should, therefore, have no expectation of privacy in these areas. Such areas are subject to searches by school officials 
at any time. 
 
Federal and state laws provide certain procedural rights and protections relating to discipline of students who have 
been identified under such laws as having special needs based upon a disability. A copy of these rights may be 
obtained from the Principal.  The Code of Conduct is to be read in conjunction with other referenced policies in this 
handbook, other policies distributed to students during the year, and school district policies, specifically, the Anti-
Discrimination policy, the Anti-Harassment policy, the Bullying Prevention and Intervention plan, and special 
education policies, laws and regulations.   
 

Dean’s Office Referrals 
Any student whose behavior disrupts the learning environment and jeopardizes the learning environment for 
themselves or others will be referred to the Dean’s Office.  When students are asked to report to the Dean’s Office, it 
is their responsibility to report there silently and immediately.  Students are referred to the Dean’s Office when they 
demonstrate in a serious way that they are not ready to learn.  During the student’s Dean’s Office visit, students will 
silently sign into the office and complete a written description and reflection on the situation that resulted in them 
arriving to the office.  When students complete this initial reflection, they will have a discussion with the Associate 
Dean or designee.   Very often, students will be asked to complete an additional assignment after the discussion that 
focuses the reflection further on Boston Prep’s key virtues.  This assignment typically serves to have students reflect 
more deeply on the particular behavior demonstrated.  When students have completed all required assignments and 
they are ready to learn, then they will return to class. The educator who referred the student to the office will check-in 
with the student to process within two school days.   
 
Students are referred to the Dean’s Office for the following reasons, among others:  
 

● Poor language/ swearing 
● Misuse of lab materials/ classroom materials (assumes no one is hurt, etc.) 
● Inappropriate contact or horseplay 
● Unauthorized location 
● Gross disrespect—verbal—towards a person/ group 
● Gross disrespect—verbal—outward towards the community/space 
● Destruction of school property 
● All Academic Integrity issues 
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Demerits 
Teachers give students visual reminders and verbal clarification to help them develop the work ethic Boston Prep 
expects. Students whose behavior in class is unproductive or counter-productive will earn demerits. Demerits are 
issued for a variety of small misbehaviors that demonstrate that students are off task or not ready to learn. They are 
warnings for students to improve their behavior. Demerits are issued in a professional and even manner. The teacher 
always explains to students why the demerit was earned. Demerits can be issued publicly or given privately to 
students. There is no consequence for a single demerit, and the consequence for earning multiple demerits varies in 
the middle school and high school. In both the middle school and high school, earning multiple demerits results in 
needing to serve a consequence, most often Silent Lunch in the HS and detention in the MS (described in more detail 
below). Students receive demerits for the following reasons, among others:   
 

● Disrupting class 
● Off-Task Behavior 
● Poor Posture 
● Talking under breadth 
● Talking without permission / volume 
● Cafeteria violation 
● Bathroom violation 
● Hallway without a pass 
● Food or drink violation 
● Chewing gum 
● Not properly signing in 
● Tardy to class 
● Uniform infraction 
● Unprepared for class 

 

Detention 
Holding students accountable for their behavior is fundamental to our success at Boston Prep.  To meet this end, we 
hold a daily after school detention for students who have earned multiple demerits, been tardy to school, or 
demonstrated they were not ready to learn.  That said, most students do not receive detention in a given week.  If they 
do, Boston Prep employs a leveled detention system, given the variety of reasons for needing to serve a detention 
(described in the table below).  If a student has earned a detention, he/she will be required to stay after school.  For 
middle school students, parents/guardians will receive a phone call the night before informing them that their student 
is required to stay after school for detention.  High school students, as part of the transition to college, do not receive 
calls at home regularly.  Boston Prep will call high school families on an as needed, time permitting basis to discuss 
detentions.   
 
Please note: Because an automated machine is used to make detention calls, it is the responsibility of the family to 
ensure that the school is provided updated contact information.  Students who skip detention will face additional 
consequences, up to suspension.  Students who have legitimate reasons for missing detention must communicate with 
the principals and/or Associate Deans in a proactive manner.  Medical, legal, and family emergencies are the only 
legitimate reasons for missing detention.  Students must obtain written approval to miss detention prior to missing 
detention.  
 

Middle School Detention Schedule 
All detentions at Boston Prep begin with coordinated reflection and then move to silent homework time.  If students 
are required to attend longer Monday Detention, students can expect longer reflections and/or continuation of 
journaling, coordinated inspirational work, mentoring, or documentaries.  The Boston Prep system is not intended to 
have “double jeopardy.”  This means that if students could be assigned to detention for multiple reasons in one day, 
these consequences do not carry over to the next day.  We believe in starting each day anew and that learning occurs 
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during reflection on our choices. The Boston Prep consequence flow-chart before suspension is included in the table 
below:  
 
 

Middle School  Monday—Friday 
30 minutes; After School 
Next Day 

Monday—Friday 
60 minutes; After School 
Next Day 

Monday only 
60-120 minutes; After School 

 a student…   Receives 3 demerits in one day 
 
Is tardy to school in grades 7-8   

Earn 5+ demerits in one day   
 
Is referred multiple times in one 
day to the Dean’s Office   

Skips any detention   
 
Earns more than 20 demerits in a given 
week (serve 60 minutes on Monday).  
Note: If behavior on Friday requires a 
detention on Monday, students will be 
required to stay for the full two hours.   
 
Requires additional reflection time; this 
will be determined in coordination 
between the Dean and the Middle School 
Principal.  

 

High School Silent Lunch 
Beginning in 2017-2018, most consequences for high school behavioral issues will result in a Silent Lunch.  Students 
will receive a Silent Lunch for arriving late to school (after 7:39:59), receiving 4 demerits in a given day, or receiving 
one referral in a day.  Additionally, students may be assigned a Silent Lunch by the Associate Dean or principal for a 
variety of other reasons.  Silent Lunch will occur every day.  Students are informed directly by the Associate Dean if 
they received a Silent Lunch. After the bell ending the class before lunch, students who have Silent Lunch have 5 
minutes to arrive at the Silent Lunch location. Students who are slightly late to Silent Lunch will receive a tardy 
demerit.  Students who fail to arrive to Silent Lunch will be issued a Monday Detention for two hours.  Students who 
miss Silent Lunch will be required to attend an additional Silent Lunch.  Students must serve Silent Lunch when they 
have it.  Silent Lunch takes precedent over any meeting or any tutoring that is scheduled to occur during that time.   
Medical, legal and family emergencies are the only legitimate reasons for missing Silent Lunch.  Students are given one 
Silent Lunch pass per semester to use for any assigned Silent Lunch, a pass they must keep and present to the 
Associate Dean prior to that Silent Lunch.  These passes cannot be used for after school detention.  During Silent 
Lunch, students eat lunch, use their computers silently, and/or complete homework. Students are not permitted to 
use headphones during Silent Lunch.   For a variety of reasons, Principals, Assistant Principals, and Associate Deans 
can issue automatic Silent Lunch periods at their discretion.  
 

High School After-School Detention 
Occasionally, the Associate Dean or Principal will require students to complete an after-school detention. This 
detention is usually invoked to address egregious misbehavior and/or in response to ongoing behavioral issues. For a 
variety of reasons, Principals, Assistant Principals, and Associate Deans can issue automatic after-school detention at 
their discretion. 
 

High School Monday Detention 
On Mondays, there is a standard after-school detention in the high school. On Monday mornings, a list of students in 
Monday Detention will be circulated to students and staff.  During the one-hour or two-hour Monday Detention, 
students will complete a written reflection to begin their detention.  This reflection will provide an opportunity to 
reflect on a series of questions and will also require students to create an action plan for their week to remain out of 
detention in the week ahead.   Students may be asked to participate in additional learning activities as designed by 
school leadership.  When students complete their reflection, they can work on their homework.  Students who are 
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absent on Monday and who have Monday Detention will be assigned Silent Lunch for the rest of that week or be 
required to makeup the Monday Detention the following week.  Students are assigned a Monday Detention if they 
earn more than 3 referrals in a week, for skipping any Silent Lunch, and/or in response to other egregious behavioral 
situations.  For a variety of reasons, Principals, Assistant Principals, and Associate Deans can issue automatic Monday 
Detentions per their discretion.  
 
Students who have legitimate reasons for missing any high school consequence must communicate with the Principal 
and/or Associate Dean in a proactive manner.  Medical, legal, and family emergencies are the only legitimate reasons 
for missing detention.  Students must obtain written approval to miss a given consequence prior to missing the 
consequence.  
 

Suspension from School 
Suspensions may be short-term or long-term. Short-term suspension means the removal of a student from the school 
premises and regular classroom activities for ten (10) consecutive school days or less. Long-term suspension means 
the removal of a student from the school premises and regular classroom activities for more than ten (10) consecutive 
school days, or for more than ten (10) school days cumulatively for multiple disciplinary offenses in any school year. 
 
Suspensions may also occur in-school or out-of-school. In-school suspension is the removal of a student from regular 
classroom activities, but not from the school premises. Out-of-school suspension means the removal of a student 
from the school premises and regular classroom activities. The Principal may, in his/her discretion, allow a student to 
serve a long-term suspension in school.  
 
During the course of an out-of-school suspension from school, a student may not be on school premises.  During the 
course of an in-school or out-of-school suspension, a student is ineligible to participate in any school-related activities, 
including athletic activities. The student and his/her parents are expected to meet with a school administrator prior to 
the student’s return to class. 
 

Expulsion 
An expulsion will result in the permanent removal from school of the student in question and can only apply pursuant 
to M.G.L. ch. 71, §37H and §37H½.  Students are subject to expulsion by the Principal for the conduct listed below.    

● Possession of a dangerous weapon* 
● Possession of a controlled substance (such as marijuana, cocaine, or prescription drugs not authorized by the 

school nurse) 
● Assault on teachers, administrative staff, or other educational personnel 

 
*This includes not only knives and guns, explosive devices, and realistic replicas of such weapons/devices, but also 
other objects used to assault another person or to otherwise create a dangerous situation, such as a baseball bat, a pair 
of scissors, matches, or a lighter. While such objects would not always constitute “dangerous weapons,” 
administrators and educational professionals will review the circumstances of each case and make a reasonable 
determination about whether a particular object in a student’s possession constitutes a dangerous weapon in the 
school setting. Any illegal weapon will be turned over to the Police Department. Any student who brings a firearm to 
school must be expelled for a minimum of one school year, with exceptions granted only by the superintendent. (The 
definition of a firearm includes but is not limited to guns [including a starter gun], bombs, grenades, rockets, missiles, 
mines, and similar devices.) 
 
Students are also subject to long term suspension/expulsion by the Principal when charged/convicted of a felony 
based upon the standards and procedures set forth in M.G.L. c.71, §37H½ .   
 
Any student who is removed from school for a disciplinary offense under G.L. c. 71, §37H or §37H½ for more than 
ten consecutive days will have an opportunity to receive educational services and make academic progress during the 
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period of removal under a school-wide education service plan, and will be so informed at the time of the 
suspension/expulsion.  
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SCHOOL POLICIES AND PROCEDURES 

 

Attendance Policy 
 
Attendance is crucial to a student’s success at Boston Prep.  Students cannot master the content and skills of our 
rigorous academic program without being here every day.  To that end, we have very clear attendance requirements.   
 
Excused and Unexcused Absences 
We realize that there are times when students will not be in school, but Boston Prep strongly believes that your 
student’s education should be his or her priority.  The following are considered excused absences from Boston Prep: 

● Illness or injury that prevents the student from attending school 
● A death in the immediate family or other significant family crisis 
● Religious holidays 
● Suspension from school 
● Court appearances 
● Approved college visits 
● A student’s child’s illness 

 
Early Dismissals 
Please note that students who are leaving school early without a parent signing them out must have a written note 
explaining when and why they must leave. This note must be signed by a parent or guardian. Students are not allowed 
to use school telephones. A phone call will not be accepted as a means of dismissing a student early from school. If a 
student does not have a note, a parent/guardian will have to come pick the student up. Students may not be dismissed 
on their own if they did not turn in a note from a parent/guardian that day. 
  
Students who are their own legal guardians, age 18 or over, must also submit a written notice to the Principal to 
request an early dismissal. This written request must be verified by the Principal or other administrator before the 
student will be dismissed from school. In order for these early dismissals to be excused, a student’s parent must also 
sign the early dismissal note.  
 
Excusing an Absence or Early Dismissal 
Absences or early dismissals will be excused if the student presents one of the following: 

● Note from a doctor. 
● Note or email from a parent.  (Parent must write the complete note. Parents are able to write the note in their 

native language. Parents must write notes for all students, including those over the age of 18.) 
Absences may be excused at Principal’s discretion for unique and unforeseeable circumstances. 
 
All other absences and early dismissals will be unexcused.  
 
All letters should be given in the front office or emailed to the Principal.  The note must include: 

● The date of the absence 
● The reason for the absence 
● A phone number where a parent/guardian/doctor can be reached 
● The parent/guardian/doctor signature 

 
Letters for absences must be given to the school within 2 school days of the absence. 
 
 



Boston Prep Family and Student Handbook 2017-2018 | Page 38 

Tardy Policy 
7th – 12th grade students who arrive after the beginning of the school day are designated tardy to school. 7th and 8th 

grade middle school students must attend a 30 minute after-school tardy detention the same day they are tardy.  High 
school students who are tardy to school must attend a mandatory Silent Lunch. 
 
Consequences for Multiple Unexcused Absences in the High School  
Attendance is crucial to a student’s success at Boston Prep High School. Students cannot master the content and skills 
of our rigorous academic program without being here every day. To that end, we have very clear attendance 
requirements.  Students are required to sign in and exit electronically each day.  In addition, attendance is taken every 
day in every class.   School leadership monitors attendance numbers.   

 At the end of each quarter, students who have 6 or less absences in any class will receive no reduction in that 
class. 

 At the end of each quarter, students who have 7 to 10 unexcused absences in any class will receive a 10-point 
reduction in that class. 

 At the end of each quarter, students who have 11 or more unexcused absences in any class will receive a 15-
point reduction in that class. 

 For each reduction, there is a floor of 55 for the reduction.  

 
Boston Prep Uniform Policy 
 
Clothing worn by students at Boston Prep should emphasize the fact that the school is both a community and a place 
of work. Students should dress in a way that expresses their membership in the community and that suits the 
standards of a workplace. Their attire should be neat and tidy and should conform to the Boston Prep uniform at all 
times. 
    
School Uniform 
Boston Prep’s uniform consists of the following. 

● Shirt: For students in the middle school, an official Boston Prep “polo” shirt; or for students in the high 
school, an official Boston Prep button down. Shirts must remain tucked in at all times.  Undershirts must be 
solid white or gray.    

● Layers: Layers on top of the required shirt are optional.  Permitted layers are detailed below.  Other sweaters 
or jackets will not be permitted indoors. 

o In the High School, the official Boston Prep sweater or cardigan may be worn. 
o In the Middle School, all official Boston Prep layers, including the sweater, cardigan, fleece, and 

sweatshirt, are acceptable. 
● Shirts, pants, sweaters, ties and other Boston Prep uniform items that have holes larger than a dime are not 

permitted and require repair. 
● Khaki (tan) colored pants, worn with a belt through belt loops, or skirts of at least knee-length.  Students 

wearing skirts are allowed to wear tights or ankle socks with their skirts; leggings and other socks are not 
permitted.  Khaki shorts are acceptable until October 15th and after May 15th, but shorts must be at least one 
inch below the knee.   

● Belts must be solid brown or black leather, and should not have excessive ornamentation. 
● Dark colored shoes in solid brown or black. Shoes may be of the loafer or lace-up style but they must not be 

open-toed, nor may lace-up shoes be worn unlaced. Students may not wear boots.  Sneakers are not 
acceptable except during Enrichment.  Socks must be black, brown, or white.   

● Students that identify as male in the Boston Prep high school must wear the official Boston Prep neck tie or 
bow tie.   

 
 
The student uniform at Boston Prep specifically forbids the wearing of: 
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● Any clothing with legible writing or images (other than the Boston Prep logo). This refers even to clothing 
worn under another shirt, for example a t-shirt under an oxford shirt. 

● Jeans.  This includes khaki-colored jeans. 
● Carpenter-style pants or pants with large pockets on the sides. 
● Joggers. 
● Sneakers (except while participating in Enrichment). 
● Hats, caps, bandanas, hoods, or night wraps.  Students may wear headbands for the purpose of holding back 

hair, but they may not be more than 2 fingers wide.   
● Jackets or overcoats (except while outdoors). 
● Any clothing tied around the waist (high school only) or neck. 
● Any clothing which is inappropriate for the workplace (e.g., miniskirts, excessively baggy or tight pants, 

elaborate jewelry, excessive belt buckles or belt accessories, etc.). 
 
No student will be admitted to class until his or her attire meets the requirements listed above.  Families with 
questions or concerns about the uniform policy should consult the Executive Director.  Further, the Executive 
Director, the Associate Deans, the Principals, and the faculty reserve the right to restrict individual items of clothing 
as necessary, given notification of a parent or guardian, if such clothing interferes with normal school activities. 
 
Athletic Uniform 
The athletic uniform at Boston Prep is designed for simplicity, neatness, comfort, and safety.  Boston Prep will 
provide space for changing before and after physical activity. For all athletic activities, students should wear: 
Sneakers (i.e., “tennis shoes”) or other athletic footwear. Sneakers should always be worn with socks and must remain 
tied at all times. Sneakers may be of the student’s choosing but must not have dark soles of the sort that mark gym 
floors. 

● The official Boston Prep athletic t-shirt.  
● The official Boston Prep athletic shorts. 
● Students may wear the official Boston Prep sweatpants and sweatshirt.  Students may not wear non-uniform 

sweatpants or sweatshirts. 
 
Students that do not have their athletic uniform are still required to participate in class but will earn a grade of 50 for 
the day.  Uniforms should be clean and neat at all times.    
 
During Enrichment 
The athletic uniform at Boston Prep is designed for simplicity, neatness, comfort and safety.  On days when students 
have physical enrichment, they are able to wear the school issued athletic uniform to school and throughout the day. 
Uniforms should be clean and neat at all times.  Students cannot wear other athletic clothing to school and/or to 
enrichment. Students who fail to wear their athletic uniform to their physical enrichment are issued a demerit for 
being unprepared.  However, they are required to participate in enrichment in their regular school uniform.   
 
Dress Down Days 
From time to time, students are allowed to dress down on days established by the Leadership Team and in 
coordination with Phoenix Senate.  Historically, this has occurred during House Retreats, spirit week, Rome 
fundraising week, social justice week, mile run day, Saturnalia, and field day.  Occasionally, the Leadership Team will 
approve earned dress down days for homerooms, grade levels, or schools.  Dress down days also have limitations. 
Items students may not wear include but are not limited to: clothing that is too tight, tank tops of any form, low 
backed pants, short shorts, skin tight clothing, tights, visible undergarments, short skirts, leggings, yoga pants, clothing 
with offensive language or symbols, high heels, low cut shirts, midriff revealing shirts, crop top, hats, caps, bandanas 
or head gear wider than two inches, and other head coverings.  On athletic dress down days only, students are 
permitted to wear athletic gear, including shorts, sweatshirts, T-shirts, and yoga pants.  Students are not allowed to 
wear athletic tank tops, and dress should be respectful and not include offensive language.  Expectations will be 
posted for students prior to any dress down day.  If a student arrives to school in a dress down outfit that does not 
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meet these guidelines, they will be asked to change into the school uniform.  Students are encouraged to bring their 
uniform with them if they have any questions so as to not lose learning time. 
 

Academic Integrity at Boston Prep 
 
At Boston Prep, we expect that all students turn in their unique work each and every day. We expect students to do so 
in a timely and professional manner. All of our classrooms have a designated place to hang student work. This is 
because we believe there is nothing more important than our students’ work. As such, Boston Prep takes academic 
integrity—and incidents of cheating or plagiarism—incredibly seriously. Not only are plagiarism and other forms of 
cheating an affront to one of our core virtues, integrity, but they also serve to undermine student learning. When 
plagiarism occurs, students are hindering their college applications tremendously. Incidents of plagiarism are kept on 
record throughout a high school student’s high school career, though consequences are issued on a yearly basis.  This 
policy has shifted as a result of accurate data not being kept over a multi-year stretch.  Thus, students are given a fresh 
start each year in regards to plagiarism.  Additionally, colleges and universities require that all suspensions for 
plagiarism/cheating are reported to during the application process. The table below details Boston Prep’s approach: 
 

Plagiarism Incidents  Consequence 
1st Incident ● Student receives a zero on the assignment 

● Family meeting / phone call occurs 
● Student completes an assignment on plagiarism 
● Student serves a two-hour Monday Detention 

2nd Incident ● Student receives a zero on the assignment 
● Family meeting / phone call occurs 
● Student completes an assignment on plagiarism 
● Student serves a two-hour Monday Detention 

3rd Incident ● Student receives a zero on the assignment 
● Family meeting occurs 
● Student apologizes to teacher, family, and advisor.  
● Student serves an out-of-school suspension 
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STUDENT AND FAMILY POLICIES 
 

Bullying Prevention and Intervention Plan 
 
Boston Prep is committed to proactively implementing strategies to prevent bullying and promptly and effectively 
addressing bullying if it does occur. Boston Prep developed a Bullying Prevention and Intervention Plan in 
accordance with M.G.L. 71, §37O, as added by An Act Relative to Bullying in Schools, Chapter 92 of the Acts of 2010. A 
complete copy of the plan has been included in Appendix A.  
 
Each year, the Boston Prep staff will participate in professional development aimed to create a school climate that 
promotes safety, civil communication, and respect for differences. Professional development will build the skills of 
staff members to prevent, identify, and respond to bullying. In addition, Boston Prep staff will review and prepare 
curricula to educate students in all grade levels to help them prevent, identify, and respond to bullying. Bullying 
prevention sessions and presentations will be integrated into the school’s Ethics curriculum throughout the school 
year. 
 
Summary of Reporting and Responding to Bullying and Retaliation: 
Reports of bullying or retaliation may be made by any member of the Boston Prep community, including students, 
parents/guardians, and staff. These reports may be made anonymously using a voicemail box, email address, or via 
postal mail, but no disciplinary action will be taken solely on the basis of an anonymous report. All reports should be 
directed to the Principal or designee. 
 
The Principal is responsible for the implementation and oversight of the Plan except when a reported bullying 
incident involves the Principal as the alleged aggressor.  In such cases, the Executive Director or designee shall be 
responsible for investigating the report, and other steps necessary to implement the Plan, including addressing the 
safety of the alleged victim.  If the Executive Director is the alleged aggressor, the Board of Trustees or its designee 
shall be responsible for investigating the report and other steps necessary to implement the Plan, including addressing 
the safety of the alleged victim.  
 
When responding to a report of bullying or retaliation, the Principal or designee will take all steps to ensure the safety 
of all community members.   

● The Principal or designee will conduct an investigation and will keep a written record of the investigation.  
● The Principal or designee will notify parents/guardians of all parties involved upon determining that bullying 

or retaliation has occurred.  
● The Principal or designee will determine the next set of actions based on the circumstances and will 

determine what action will be taken to prevent further acts of bullying or retaliation.  
 
Boston Prep seeks to engage and collaborate with students’ families in order to increase the capacity of the school to 
prevent and respond to bullying. Throughout the year, the school will offer resources and education programs 
focused on anti-bullying and cyber safety.  
 
 

Anti-Hazing Law 
 
Massachusetts anti-hazing law (M.G.L. c. 269, §§ 17-19) makes it a crime to engage in hazing activities.  Hazing means 
any conduct or method of initiation into any student organization, whether on public or private property, which 
willfully or recklessly endangers the physical or mental health of any student or other person.  
 
All Boston Prep student groups, including varsity sports teams, must comply with the law. A contact person from 
each student organization must sign a statement indicating that the organization has received a copy of the law, each 
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of its members, plebes, pledges, or applicants has received a copy of the law, and the organization understands and 
agrees to comply with the law. 
 
The law also requires anyone who knows that another person is the victim of hazing to report such an incident to an 
appropriate law enforcement official as soon as possible and provides criminal penalties for failure to do so. 
 
Commonwealth of Massachusetts: Anti-Hazing Law 
Chapter 269: Section 17. Hazing; organizing or participating; hazing defined  
 
Whoever is a principal organizer or participant in the crime of hazing, as defined herein, shall be punished by a fine of 
not more than three thousand dollars or by imprisonment in a house of correction for not more than one year, or 
both such fine and imprisonment.  
 
The term “hazing” as used in this section and in sections eighteen and nineteen, shall mean any conduct or method of 
initiation into any student organization, whether on public or private property, which willfully or recklessly endangers 
the physical or mental health of any student or other person. Such conduct shall include whipping, beating, branding, 
forced calisthenics, exposure to the weather, forced consumption of any food, liquor, beverage, drug or other 
substance, or any other brutal treatment or forced physical activity which is likely to adversely affect the physical 
health or safety of any such student or other person, or which subjects such student or other person to extreme 
mental stress, including extended deprivation of sleep or rest or extended isolation.  Notwithstanding any other 
provisions of this section to the contrary, consent shall not be available as a defense to any prosecution under this 
action.  
 
Chapter 269: Section 18. Failure to report hazing  
 
Whoever knows that another person is the victim of hazing as defined in section seventeen and is at the scene of such 
crime shall, to the extent that such person can do so without danger or peril to himself or others, report such crime to 
an appropriate law enforcement official as soon as reasonably practicable. Whoever fails to report such crime shall be 
punished by a fine of not more than one thousand dollars.  
 
Chapter 269: Section 19. Copy of Secs. 17 to 19; issuance to students and student groups, teams and organizations; 
report  
 
Each institution of secondary education and each public and private institution of post secondary education shall issue 
to every student group, student team or student organization which is part of such institution or is recognized by the 
institution or permitted by the institution to use its name or facilities or is known by the institution to exist as an 
unaffiliated student group, student team or student organization, a copy of this section and sections seventeen and 
eighteen; provided, however, that an institution’s compliance with this section’s requirements that an institution issue 
copies of this section and sections seventeen and eighteen to unaffiliated student groups, teams or organizations shall 
not constitute evidence of the institution’s recognition or endorsement of said unaffiliated student groups, teams or 
organizations.  
 
Each such group, team or organization shall distribute a copy of this section and sections seventeen and eighteen to 
each of its members, plebes, pledges or applicants for membership. It shall be the duty of each such group, team or 
organization, acting through its designated officer, to deliver annually, to the institution an attested acknowledgement 
stating that such group, team or organization has received a copy of this section and said sections seventeen and 
eighteen, that each of its members, plebes, pledges, or applicants has received a copy of sections seventeen and 
eighteen, and that such group, team or organization understands and agrees to comply with the provisions of this 
section and sections seventeen and eighteen.  
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Each institution of secondary education and each public or private institution of post secondary education shall, at 
least annually, before or at the start of enrollment, deliver to each person who enrolls as a full time student in such 
institution a copy of this section and sections seventeen and eighteen.  
 
Each institution of secondary education and each public or private institution of post secondary education shall file, at 
least annually, a report with the board of higher education and in the case of secondary institutions, the board of 
education, certifying that such institution has complied with its responsibility to inform student groups, teams or 
organizations and to notify each full time student enrolled by it of the provisions of this section and sections 
seventeen and eighteen and also certifying that said institution has adopted a disciplinary policy with regard to the 
organizers and participants of hazing, and that such policy has been set forth with appropriate emphasis in the student 
handbook or similar means of communicating the institution’s policies to its students. The board of higher education 
and, in the case of secondary institutions, the board of education shall promulgate regulations governing the content 
and frequency of such reports, and shall forthwith report to the attorney general any such institution which fails to 
make such report.  
 
 

Procedural Due Process and Parent Notification Policy 
 
A student will not be excluded from school without being afforded appropriate due process as set forth below. If, 
however, a student’s continued presence in school poses a danger to persons or property, or materially and 
substantially disrupts the order of the school, and, in the administrator’s judgment there is no alternative available to 
alleviate the danger or disruption, a student who is charged with a disciplinary offense may be removed temporarily 
from school before receiving due process pursuant to an Emergency Removal (see below for more information). 
 
Student and Parent/Guardian Rights under Massachusetts’ law, M.G.L. c. 71 §37H¾ 
This section governs all student offenses that may be subject to short- or long-term suspensions that do not involve 
dangerous weapons, controlled substances, assault on school staff, felony or felony delinquency charges, and/or 
felony delinquency findings or admissions, all of which are governed by M.G.L. c.71 §§37H and 37H½, as detailed 
above.   
 
In every case of student misconduct for which suspension may be imposed, the Principal is required to exercise 
discretion in deciding the consequence for the offense, consider ways to re-engage the student in learning, and avoid 
using long-term suspension from school as a consequence until alternatives have been tried. The following document 
outlines student and parent rights when the Principal is considering and/or decides to implement a removal from 
school (suspension or expulsion) as a consequence for student misconduct.  
 
Removal from Privileges and Extracurricular Activities 
The Principal or his/her designee may remove a student from privileges, such as extracurricular activities and 
attendance at school-sponsored events, based on the student's misconduct. A removal from privileges and/or 
extracurricular activities is not subject to the procedures set forth herein.  
 
I. In-School Suspension. An in-school suspension is a removal of a student from regular classroom activities, but not 
from the school premises.  The procedure for an in-school suspension of no more than (10) school days (consecutive 
or cumulatively for multiple infractions during the school year) will be as follows: 
 
The administrator will inform the student of the disciplinary offense charged, the basis for the charge, and provide the 
student an opportunity to respond.   If the administrator determines that the student committed the disciplinary 
offense, the administrator will inform the student of the length of the student’s in-school suspension, which may not 
exceed 10 days, cumulatively or consecutively, in a school year.  
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On the same day as the in-school suspension decision, the administrator will make reasonable efforts to notify the 
parent orally of the disciplinary offense, the reasons for concluding that the student committed the infraction, and the 
length of the in-school suspension. The administrator will also invite the parent to a meeting to discuss the student’s 
academic performance and behavior, strategies for student engagement, and possible responses to the behavior. Such 
meeting will be scheduled on the day of the suspension if possible, and if not, as soon thereafter as possible. If the 
administrator is unable to reach the parent after making and documenting at least (2) attempts to do so, such attempts 
will constitute reasonable efforts for purposes of orally informing the parent of the in-school suspension. 
 
The administrator will send written notice to the student and parent about the in-school suspension, including the 
reason and the length of the in-school suspension, and inviting the parent to a meeting with the Principal for the 
purpose set forth above, if such meeting has not already occurred.  The administrator will deliver such notice on the 
day of the suspension by hand-delivery, certified mail, first-class mail, email to an address provided by the parent for 
school communications, or by other method of delivery agreed to by the administrator and the parent. 
 
An in-school suspension of more than 10 cumulative days in a school year will be subject to the procedures for long-
term suspension.  
 
II. Short Term, Out-of-School Suspension. Except in the case of an Emergency Removal (see below), prior to 
imposing a short term out-of-school suspension (10 days or less in a school year) for conduct not covered by M.G.L. 
c. 71, §37H and 37H ½, an administrator will provide the student and his/her parent oral and written notice and an 
opportunity to participate in an informal hearing.   
 
1. Notice:  The written notice to the student and the parent will be in English and in the primary language of the 
home if other than English, or other means of communication where appropriate and will include the following: 

● the disciplinary offense; 
● the basis for the charge; 
● the potential consequences, including the potential length of the student’s suspension; 
● the opportunity for the student to have a hearing with the administrator concerning the proposed suspension, 

including the opportunity to dispute the charges and to present the student’s explanation of the alleged 
incident, and for the parent to attend the hearing; 

● the date, time, and location of the hearing; 
● the right of the student and the student’s parent to interpreter services at the hearing if needed to participate. 

 
Written notice to the parent may be made by hand delivery, first-class mail, certified mail, email to an address 
provided by the parent for school communications, or any other method of delivery agreed to by the school and 
parent.  
 
2. Efforts to Involve Parent:  The administrator will make reasonable efforts to notify the parent of the opportunity to 
attend the hearing. To conduct a hearing without the parent present, the administrator must be able to document 
reasonable efforts to include the parent.  The administrator is presumed to have made reasonable efforts if the 
administrator has sent written notice and has documented at least two (2) attempts to contact the parent in the 
manner specified by the parent for emergency notification. 
 
3. Format of Hearing:  The administrator will discuss the disciplinary offense, the basis for the charge, and any other 
pertinent information. The student also will have an opportunity to present information, including mitigating facts, 
that the administrator should consider in determining whether other remedies and consequences may be appropriate.  
The administrator will provide the parent, if present, an opportunity to discuss the student’s conduct and offer 
information, including mitigating circumstances, that the administrator should consider in determining consequences 
for the student. 
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4. Decision:  The administrator will provide written notice to the student and parent of his/her determination and the 
reasons for it, and, if the student is suspended, the type and duration of suspension and the opportunity to make up 
assignments and such other school work as needed to make academic progress during the period of removal.  The 
notice of determination may be in the form of an update to the original written notice of hearing. 
 
III. Long Term Suspension  
 
Except in the case of an Emergency Removal, prior to imposing a long-term suspension (more than 10 days of 
suspension, whether in-school or out-of-school, whether consecutive or cumulative for multiple offenses during a 
school year), an administrator will follow the procedures for short-term suspension plus additional procedures as 
follows: 
 
1. Notice:  The notice will include all of the components for a short-term suspension above, plus the following: 

● In advance of the hearing, the opportunity to review the student’s record and the documents upon which the 
administrator may rely in making a determination to suspend the student or not; 

● The right to be represented by counsel or a lay person of the student’s choice, at the student’s/parent’s 
expense; 

● The right to produce witnesses on his or her behalf and to present the student’s explanation of the alleged 
incident, but the student may not be compelled to do so; 

● The right to cross-examine witnesses presented by the school district; 
● The right to request that the hearing be recorded by the administrator, and a copy of the audio recording 

provided to the student or parent upon request; and 
● The right to appeal the administrator’s decision to impose long-term suspension to the Executive Director. 

 
2. Format of Hearing:  The Hearing will afford the rights set forth in the notice above.  The administrator will also 
provide the parent, if present, an opportunity to discuss the student’s conduct and offer information, including 
mitigating circumstances, that the administrator should consider in determining consequences for the student. 
 
3. Decision:  Based on the evidence, the administrator will determine whether the student committed the disciplinary 
offense, and, if so, after considering mitigating circumstances and alternatives to long-term suspension, what remedy 
or consequence will be imposed, in place of or in addition to a long-term suspension. The administrator will send the 
written determination to the student and parent by hand-delivery, certified mail, first-class mail, email to an address 
provided by the parent for school communications, or any other method of delivery agreed to by the school and the 
parent.  If the administrator decides to suspend the student on a long-term basis, the written determination will: 
 

● Identify the disciplinary offense, the date on which the hearing took place, and the participants at the hearing; 
● Set out the key facts and conclusions reached; 
● Identify the length and effective date of the suspension, as well as a date of return to school; 
● Include notice of the student’s opportunity to receive education services to make academic progress during 

the period of removal from school (if more than 10 cumulative days); 
● Inform the student of the right to appeal the administrator’s decision to the Executive Director or designee.  

Notice of the right of appeal will be in English and the primary language of the home if other than English, 
or other means of communication where appropriate, and will include the following information stated in 
plain language: 

 
the process for appealing the decision, including that the student or parent must file a 
written notice of appeal with the Executive Director within five (5) calendar days of the 
effective date of the long-term suspension; provided that within the five (5) calendar days, 
the student or parent may request and receive from the Executive Director an extension of 
time for filing the written notice for up to seven (7) additional calendar days; and that the 
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long-term suspension will remain in effect unless and until the Executive Director decides to 
reverse the administrator’s determination on appeal. 

 
No long-term suspension will extend beyond the end of the school year in which such suspension is imposed. 
 
IV. Expulsion  
Expulsion Pursuant to M.G.L. CH. 71, §37H AND §37H½ 
Students are subject to expulsion (i.e. permanent exclusion from school) pursuant to M.G.L. ch. 71, §37 and §37H½ 
by the Principal and/or the Executive Director, as set forth in detail below.  
 
Expulsion under M.G.L. ch. 71, §37H 
Students may be subject to expulsion for the following offenses:   

● Possession of a dangerous weapon 
● Possession of a controlled substance  
● Assault on staff member or other educational personnel 

 
Expulsion under M.G.L. ch. 71, §37H½    
Students may be subject to expulsion when convicted of a felony or upon an adjudication or admission in court of 
guilt with respect to such a felony or felony delinquency if the Principal determines that the student’s continued 
presence in school would have a substantial detrimental effect on the general welfare of the school.  
 
Due Process Procedures M.G.L. ch. 71, §37H and §37H½ 
When considering expulsion of a student from school for possession of a dangerous weapon, possession of a 
controlled substance, or assault on a staff member, pursuant to M.G.L. ch. 71, §37H, the student may be suspended 
for up to ten school days pending a hearing before the Principal to consider additional discipline, up to and including 
expulsion from school. 
 
The following Due Process Procedures apply to M.G.L. ch. 71, §37H and/or §37H½:  
 
1. First, the School Culture Staff or designee will have an informal hearing with the student. At this informal 

hearing, the student (1) shall be informed of the reason for the hearing, (2) shall be given the opportunity to 
present his or her side of the story, and (3) shall be informed if a formal hearing will take place to consider 
additional discipline. If the School Culture Staff designee deems delay of the hearing necessary to avoid danger or 
substantial disruption, this process may occur immediately after, rather than before, the suspension goes into 
effect.  
 

2. Following the informal hearing, the School Culture Staff shall make reasonable efforts to inform the student’s 
parent/guardian, first orally and then in writing, of the suspension and the scheduling of a formal hearing with the 
Principal. The written notice shall include the following:  
− Charges and a brief statement of the evidence; 
− Date, time, and place of a hearing; 
− Notice of the right at the hearing to: 

o Be represented by their parents, legal, or other representative (at the student’s/parent’s own 
expense.) 

o Present evidence. 
o Confront and cross-examine witnesses. 

− The hearing will be conducted by the Principal. 
− A written decision shall be sent to the student and parents following the hearing.  

 
3. If a student is charged with the misconduct detailed above, the student and the Parent/Guardian will have an 

opportunity for a formal hearing before the Principal. Following the hearing, the Principal may, in his or her 
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discretion, decide to suspend rather than expel a student who has committed the misconduct detailed above. The 
written determination will be sent to the student and parent/guardian before the suspension or expulsion takes 
effect and will include the following:  
− Identify the disciplinary offense, the date on which the hearing took place, and the participants at the hearing; 
− Set out the key facts and conclusions reached; 
− Identify the length and effective date of the suspension or expulsion; 
− Include notice of the student’s opportunity to receive educational services to make academic progress during 

the period of removal from school as well as the available options for such educational services; 
− Inform the student of the right to appeal the Principal’s decision to the Executive Director and the process 

for such appeal (see below). 
 

Appeals to Expulsions under §37H 
Any student who has been expelled pursuant to MGL c. 71 §37H shall have the right to appeal the decision to the 
Executive Director. The expelled student shall have ten days from the date of the expulsion in which to notify the 
Executive Director, in writing, of his or her request for an appeal. An appeal hearing will be scheduled before the 
Executive Director with the student and the student’s parent/guardian within three calendar days of the student’s 
request for an appeal. At the appeal hearing, the student has the right to present oral and written testimony on his/ 
her behalf, shall have the right to counsel at his/her own expense and the right to confront and cross examine 
witnesses presented by the school. The subject matter of the appeal shall not be limited solely to a factual 
determination of whether the student has violated any provisions of this section. The Executive Director shall render 
a written decision on the appeal within five calendar days of the hearing. Such decision shall be the final decision of 
the school. 
 
Appeals to Expulsions under §37H1/2 
Any student who has been expelled pursuant to MGL c. 71 §37H½ shall have the right to appeal the decision to the 
Executive Director. The expelled student shall have five days from the date of the expulsion in which to notify the 
Executive Director, in writing, of his or her request for an appeal. An appeal hearing will be scheduled before the 
Executive Director with the student and the student’s parent/guardian within three calendar days of the student’s 
request for an appeal. At the appeal hearing, the student shall have the right to present oral and written testimony on 
his/her behalf, shall have the right to counsel at his/her own expense and the right to confront and cross examine 
witnesses presented by the school. The Executive Director shall have the authority to overturn or alter the decision of 
the Principal, including recommending an alternate educational program for the student. The Executive Director shall 
render a written decision on the appeal within five calendar days of the hearing. Such decision shall be the final 
decision of the school.  
 
Continuation of Educational Services under M.G.L. Ch. 71, §37H and §37H½  
Any student who is expelled from school for a disciplinary offense under G.L. c. 71, §37H or §37H½ will have an 
opportunity to receive educational services and make academic progress during the period of removal under a school-
wide education service plan, and will be so informed at the time of the expulsion. If the student moves to another 
school district during the period of expulsion, the new district of residence shall either admit the student to its schools 
or provide educational services to the student under the new school or district’s education service plan. Notice shall 
be provided in English and in the primary language spoken in the student’s home if other than English, or other 
means of communication where appropriate. The notice shall include a list of the specific education services that are 
available to the student and contact information for a specific school district staff member to arrange services. 
 
Exception for Emergency Removal 
Notwithstanding the provisions for short or long-term suspension set forth above, a student who is charged with a 
disciplinary offense may be removed temporarily from school if the continued presence of the student poses a danger 
to persons or property, or materially and substantially disrupts the order of the school, and, in the administrator’s 
judgment, there is no alternative available to alleviate the danger or disruption.   
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The administrator will immediately notify the Executive Director in writing of the removal and the reason for it, and 
describe the danger or disruption by the student.  
 
The temporary removal will not exceed two (2) school days following the day of the emergency removal, during which 
time the administrator will provide the following, as applicable to the length of suspension: 
 

● Make immediate and reasonable efforts to orally notify the student and the student’s parent of the emergency 
removal, the reason for the need for emergency removal, and other applicable matters; 

● Provide written notice to the student and parent as provided in above sections, as applicable; 
● Provide the student an opportunity for a hearing with the administrator, as applicable, and the parent an 

opportunity to attend the hearing, before the expiration of the two (2) school days, unless an extension of 
time for hearing is otherwise agreed to by the administrator, student, and parent.  

● Render a decision orally on the same day as the hearing, and in writing no later than the following school day. 
 
An administrator may not remove a student from school on an emergency basis for a disciplinary offense until 
adequate provisions have been made for the student’s safety and transportation.  
 
The following apply: 
The Executive Director will make a good faith effort to include the parent in the hearing. The Executive Director will 
be presumed to have made a good faith effort if he or she has made efforts to find a day and time for the hearing that 
would allow the parent and Executive Director to participate. The Executive Director will send written notice to the 
parent of the date, time, and location of the hearing. 
 
The Executive Director will conduct a hearing to determine whether the student committed the disciplinary offense 
of which the student is accused, and if so, what the consequence will be.  The Executive Director will arrange for an 
audio recording of the hearing, a copy of which will be provided to the student or parent upon request. The Executive 
Director will inform all participants before the hearing that an audio record will be made of the hearing and a copy 
will be provided to the student and parent upon request. 
 
The student will have all the rights afforded the student at the administrator’s hearing for long-term suspension as 
described above. 
 
The Executive Director will issue a written decision within five (5) calendar days of the hearing which meets the 
requirements for a long-term suspension as described above.  If the Executive Director determines that the student 
committed the disciplinary offense, the Executive Director may impose the same or a lesser consequence than the 
administrator, but will not impose a suspension greater than that imposed by the administrator’s decision. 
 
The decision of the Executive Director constitutes the final decision of the school district.  
 
Students with Special Needs 
All students are expected to follow the Boston Prep Code of Conduct, unless otherwise determined by the Team and 
written in the student’s IEP.  Federal and state law provide certain procedural rights and protections relating to 
discipline of students who have been identified under such laws as having special needs based upon a disability.  A 
copy of these rights may be obtained from the Director of Support Services or the Principal. 
 
 

Boston Prep Policy on Medical Records and Health Services 
 
Massachusetts state law requires all students enrolling in a new school to have a physical examination before entering 
the school.  Before a student can enroll in the school, the school must have on file the following forms: 
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● Massachusetts School Health Record.  This form contains records showing that the student has: 1) had a 
physical exam in the twelve months prior; 2) up-to-date immunizations; and 3) had screening for vision, 
hearing, and scoliosis.  

● Authorization for Dispensing Medication in School Form.  If a child must receive medication during the 
school day, this form must contain the instructions and signature of the physician who ordered the 
medication and be signed by a parent or guardian. 

● Physician Information Release Form.  This form must be filled out and signed by a parent or guardian, so 
that the school may contact a student's physician in case of an emergency. 

● Office/Health Emergency Card.  This form provides important information about a student's emergency 
contacts, health care providers, and insurance.  Most importantly, it gives the school permission to initiate 
emergency medical treatment in the event that a parent or guardian cannot be reached.   

 
Parents/guardians have the primary responsibility for the administration of medication to their children.  The 
administration of medication to students during the regular school hours and during school related activities is 
discouraged unless necessary for the critical health and well-being of the student. 
 
Medication Authorization Form 
School personnel shall not administer to any student, nor shall any student possess or consume any prescription or non-
prescription medication except after filing complete medication authorization information.  The school nurse reviews the 
written authorization and consults with the parent/guardian or physician for additional information as necessary.  
Authorization and any subsequent changes include: 

● Physician’s written permission 
● Student’s name, medication name, dosage, and date of order 
● Administration instructions (route, time or intervals, duration of prescription) 
● Reason/intended effects and possible side effects 
● Parent/guardian written permission 

 
Appropriate Containers 
Medication and refills are to be provided in containers, which are: 

 Prescription labeled by a pharmacy or licensed prescriber displaying Rx number, student name, medication, 
dosage, and directions for administration, date and refill schedule and pharmacist name. 

 Manufacturer labeled non-prescription over-the-counter medication. 
 
Administration of Medication 
Medication will be administered by the school nurse or a school administrator.  Parents must provide advance notice 
to the school nurse of field trips or other off-campus activities.  Other certificated school personnel may also 
volunteer to assist in medication administration and may be given instructions by the nurse.  If no volunteer is 
available, the parent/guardian must make arrangements for administration.  The school nurse or administration 
retains the discretion to deny requests for administration of medication. 
 
Self-Administration 
A student may self-administer medication at school and activities if so ordered by his/her medical provider.  Daily 
documentation will be provided as described below for such health office supervised self-administration.  For “as 
needed” medications such as those taken by students with asthma or allergies, the physician may also order that the 
student carry the medication on his or her person for his/her own discretionary use according to medical instructions 
when the student is off-campus for school related activities.  However, no daily documentation will be possible if this 
is the case.  Self-administration privileges may be withdrawn if a student exhibits behavior indicating lack of personal 
responsibility toward self or others with regards to medication. 
 
Stock Medications 
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Tylenol, Motrin, Benadryl, Sudafed, Tums, Mylanta, Midol, throat lozenges, Pepto-Bismol, saline nose and eye drops, 
antibiotic ointment, hydrocortisone anti-itch topical ointment, and swimmers ear drops are kept in stock at school as a 
courtesy to students.  However, a completed Medication Authorization Form must be provided for their use.  In an 
emergency, a one-time dose may be given with phoned parent permission.  A Medication Authorization Form will 
then be sent home for completion, and no further doses will be provided without the completed form on file. 
 
Storage and Record Keeping 
Medication will be stored in a locked cabinet.  Medication requiring refrigeration will be stored in a secure area.  Each 
dose will be recorded in the student’s individual health record.  In the event a dose is not administered, the reason 
shall be entered in the record.  Parents may be notified if indicated, and it shall be entered in the record.  To assist in 
safe monitoring of side effects and/or intended effects of the treatment with medication, faculty and staff may be 
informed regarding the medication plan.  For long-term medication, written feedback may be provided at appropriate 
intervals or as requested by the licensed prescriber and/or parent/guardian. 
 
Documentation, Changes, Renewals, and Other Responsibilities 
To facilitate required documentation, medical orders, changes in medical orders, and parent permissions may be faxed 
to the Boston Prep School Nurse.  It is the responsibility of the parent/guardian to be sure that all medication orders 
and permissions are brought to school, refills provided when needed, and to inform the nurse of any significant 
changes in the student’s health.  Medication remaining at the end of the school year must be released to a 
parent/guardian or it will be discarded within one week.  Every prescription order must be renewed each school year. 
 
First Aid Provision and Medical Emergencies 
Minor accidents, cuts, scrapes, and bruises will generally be treated at the school by the school nurse or by selected 
teachers and administrators.  The school is not equipped to handle medical services beyond basic first aid.  In the 
event that a child requires emergency medical care, a parent or guardian will be notified as soon as possible.  If a 
parent, guardian, or other emergency contact cannot be reached, the school may need to initiate medical treatment.  
Thus, it is essential that we have on file each student's Office/Health Emergency Card, which provides up-to-date 
contact information for parents and guardians, and which gives the school permission to initiate emergency medical 
treatment if a parent or guardian cannot be reached.  
 
Health and Illness  
The school requests that children do not come to school if they are ill.  If school staff believes that a child needs to 
see a doctor, is contagious, increases the risk of illness to other children, or requires prolonged individual staff 
attention that interferes with the safety and regular functioning of the classroom, the school will contact families and 
ask them to pick up and take their child home.  Parents will be contacted if a child has a moderate to high fever; is 
experiencing vomiting or diarrhea; shows signs of contagious diseases; and/or has an illness that prevents the child 
from participating in activities. 
 
Home and Hospital Services 
The purpose of this policy is to outline how students who have extended medical absences will be provided with 
educational services.  This policy is written according to 603 CMR 28.03 (3)© and 28.04(4):  
 
When students are ordered to remain at home or in a hospital due to a medical reason for at least 14 school days in a 
single year, the Principal shall acquire a written order from the student’s physician.  Additionally, the Principal of 
Boston Prep will ensure that educational services are provided to this student, at their home or in the hospital, for this 
time period.  These services will be available to students as long as they do not interfere with the student’s medical 
care.  If a student in question is on an Individualized Educational Plan, the Principal will coordinate services with the 
Director of Support Services.   
 
Once the student’s personal physician has determined a home or hospital stay of at least 14 days is necessary, the 
physician will submit a signed statement to the Principal at Boston Prep. The physician’s notice must include the 
following: 
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● the date the student was admitted to a hospital or was confined to home;  
● the medical reason(s) for the confinement;  
● the expected duration of the confinement; and  
● what medical needs of the student should be considered in planning the home or hospital education services. 

 
Students with chronic illnesses whose time out of school due to their illness might add up to at least 14 days are also 
eligible for home/hospital educational services.  These educational services will be provided by the school without 
delay as soon at Boston Prep receives written notice from the student’s physician that the services are necessary.   
 
The educational services will be provided to the student in question by a member of the district or by a contracted 
employee who has been hired to deliver these services.  The number of hours of services provided is dependent on 
the individual child’s educational and medical needs.  If the child is on an IEP, all parts of the IEP will be followed 
during this service provision.   
 
If services are to be provided in the home, Boston Prep requires that an adult family member be present when 
educational services are provided.  If this is not possible because of scheduling conflicts, Boston Prep will either 
reschedule the time when services are provided to a time when an adult can be present, or Boston Prep will send an 
additional staff member to provide the services.  This will be determined separately for each case.   
 
Students at Boston Prep who become pregnant will be permitted to remain in regular classes and participate in 
extracurricular activities with non-pregnant students throughout their pregnancy.  After giving birth, students are 
permitted to return to the same academic and extracurricular program as before the leave.  Boston Prep does not 
require a pregnant student to obtain the certification of a physician to be able to continue in school.   
 
Students who miss a substantial amount of school during their pregnancy or after delivery will be provided access to 
at-home tutoring or other academic supports to ensure they do not fall substantially behind in their academic work.   
 
 

School Breakfast and Lunch Policy 
 
The school will adhere to applicable state and federal regulations for nutrition programs and food services.  The 
school has arranged for a caterer to bring in hot lunches and cold breakfast each day.  The school participates in the 
National School Lunch Program and the Community Eligibility Program, which provides breakfast and lunch to all 
students free of charge.  Breakfast is served each day between 7:00 a.m. and 7:25 a.m.  No breakfast will be served 
after 7:25 a.m.   
 
 

Local Wellness Policy 
 
Boston Prep is committed to providing school environments that promote and protect children's health, well-being, 
and ability to learn by supporting healthy eating and physical activity. Therefore, it is the policy of Boston Prep that: 

● The school district will engage students, parents, teachers, food service professionals, and health professionals 
in developing, implementing, monitoring, and reviewing school-wide nutrition and physical activity policies.  

● All students in grades 6-12 will have opportunities, support, and encouragement to be physically active on a 
regular basis.  

● Foods and beverages sold or served at school will meet the nutrition recommendations of the U.S. Dietary 
Guidelines for Americans.  

● Qualified professionals will provide students with access to a variety of nutritious foods that meet the health 
and nutrition needs of students; will accommodate the religious, ethnic, and cultural diversity of the student 
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body in meal planning; and will provide clean, safe, and pleasant settings and adequate time for students to 
eat.  

● Schools will provide nutrition education and physical education to foster lifelong habits of healthy eating and 
physical activity and will establish linkages between health education and school meal programs. 

 
To achieve these policy goals: 
 
I. Nutritional Quality of Foods and Beverages Sold and Served in School 
Meals served through the National School Lunch and Breakfast Programs will: 

● be appealing and attractive to children;  
● be served in clean and pleasant settings;  
● meet, at a minimum, nutrition requirements established by local, state, and federal statutes and regulations;  
● offer fruits and vegetables. 

 
Breakfast. To ensure that all children have breakfast, either at home or at school, in order to meet their nutritional 
needs and enhance their ability to learn, Boston Prep will: 

● To the extent possible, operate the School Breakfast Program.  
● To the extent possible, arrange bus schedules and utilize methods to serve school breakfasts that encourage 

participation.  
● Notify parents and students of the availability of the School Breakfast Program.  
● Encourage parents to provide a healthy breakfast for their children through newsletter articles, take-home 

materials, or other means.  
 
Free and Reduced-Priced Meals. Boston Prep will make every effort to eliminate any social stigma attached to, and 
prevent the overt identification of, students who are eligible for free and reduced-price school meals.  
 
Meal Times and Scheduling. Boston Prep will:  

● provide students with at least 10 minutes to eat after sitting down for breakfast and 15 minutes after sitting 
down for lunch;  

● schedule meal periods at appropriate times, e.g., lunch should be scheduled between 11 a.m. and 1 p.m.  
(Note: Monday, being a shortened day, requires that lunch starts 10 minutes before 11am);  

● not schedule tutoring, club, or organizational meetings or activities during mealtimes, unless students may eat 
during such activities;  

● provide students access to hand washing or hand sanitizing before they eat meals. 
 
Qualifications of School Food Service Staff. Qualified professionals will administer the school meal programs. Staff 
development programs should include appropriate certification and/or training programs for child nutrition directors, 
school nutrition managers, and cafeteria workers, according to their levels of responsibility. 
 
Sharing of Foods and Beverages. Boston Prep will discourage students from sharing their foods or beverages with one 
another during meal or snack times, given concerns about allergies and other restrictions on some children's diets. 
 
Fundraising Activities. Boston Prep will limit fundraising activities involving food and will encourage fundraising 
activities that promote physical activity.  
 
Rewards. Schools will limit the use of foods or beverages, especially those that do not meet the nutrition standards for 
foods and beverages sold individually (above), as rewards for academic performance or good behavior, and will not 
withhold food or beverages (including food served through school meals) as a punishment.  
 
Celebrations. Boston Prep will limit celebrations that involve food during the school day.  
 



Boston Prep Family and Student Handbook 2017-2018 | Page 53 

Healthy Snacks. To promote healthy eating, the middle school requires that students bring ONLY fruit and yogurt for 
their a.m. snack. All other snacks must be saved for lunch or after school.  
 
II. Nutrition and Physical Activity Promotion and Food Marketing 
Nutrition Education and Promotion. Boston Prep aims to teach, encourage, and support healthy eating by students. 
Boston Prep will provide nutrition education and engage in nutrition promotion that: 

● is part of a sequential, comprehensive, standards-based program designed to provide students with the 
knowledge and skills necessary to promote and protect their health;  

● promotes fruits, vegetables, whole grain products, low-fat and fat-free dairy products, healthy food 
preparation methods, and health-enhancing nutrition practices;  

● emphasizes caloric balance between food intake and energy expenditure (physical activity/exercise).  
 
Integrating Physical Activity into the Classroom Setting. For students to receive the nationally-recommended amount 
of daily physical activity (i.e., at least 60 minutes per day) and for students to fully embrace regular physical activity as a 
personal behavior, students need opportunities for physical activity beyond physical education class. Toward that end, 
classroom health education will complement physical education by reinforcing the knowledge and self-management 
skills needed to maintain a physically-active lifestyle and to reduce time spent on sedentary activities, such as watching 
television. 
 
Communications with Parents. The school will support parents' efforts to provide a healthy diet and daily physical 
activity for their children. Boston Prep will encourage parents to pack healthy lunches and snacks and to refrain from 
including beverages and foods that do not meet the above nutrition standards for individual foods and beverages. The 
school will provide information about physical education and other school-based physical activity opportunities 
before, during, and after the school day and support parents' efforts to provide their children with opportunities to be 
physically active outside of school. Such supports will include sharing information about physical activity and physical 
education through a website, newsletter, or other take-home materials, special events, or physical education 
homework. 
 
Food Marketing in Schools. Boston Prep will not allow food marketing.  
 
Staff Wellness. Boston Prep highly values the health and well-being of every staff member and will plan and 
implement activities and policies that support personal efforts by staff to maintain a healthy lifestyle. 
 
III. Physical Activity Opportunities and Physical Education 
Daily Recess. Middle school students will have daily, supervised recess, preferably outdoors, during which Boston 
Prep will encourage moderate to vigorous physical activity verbally and through the provision of space and 
equipment. 
 
Physical Activity Opportunities. Boston Prep will offer interscholastic sports programs. Schools will offer a range of 
activities that meet the needs, interests, and abilities of all students, including boys, girls, students with disabilities, and 
students with special health-care needs. 
 
Safe Routes to School. Boston Prep will assess and, if necessary and to the extent possible, make needed 
improvements to make it safer and easier for students to walk and bike to school. When appropriate, Boston Prep will 
work together with local public works, public safety, and/or police departments in those efforts. Boston Prep will 
encourage students to use public transportation when available and appropriate for travel to school and will work with 
the local transit agency to provide transit passes for students.  
 
IV. Monitoring and Policy Review 
Monitoring.  The Executive Director will ensure compliance with established school nutrition and physical activity 
wellness policies. School food service staff will ensure compliance with nutrition policies within school food service 
areas and will report on this matter to the Directors of Operations.  The Director of Operations will develop a 
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summary report every three years on school compliance with the established nutrition and physical activity wellness 
policies. That report will be provided to the Board of Trustees and also distributed to the parent committee, Principal, 
and school health services personnel. 
 
In compliance with the U.S. Environmental Protection Agency (EPA) Asbestos Hazard Emergency Response Act 
(AHERA), we are required to notify families that there are asbestos containing building materials (ACBM) at 885 
River Street.  Inspections are performed regularly to ensure the safety of students and staff.  A management plan is on 
file at the school and available for viewing between 8:00 AM and 4:00 PM on school days.  Families may also contact 
the Director of Operations with questions. 

 

Anti-Discrimination Policy 
 
Boston Prep does not discriminate in admission to, access to, treatment in, or employment in its services, programs 
and activities, on the basis of race, color, national origin, religion, age, gender, sexual orientation, gender identity, 
disability, genetic history, military status, or marital status, in accordance with all state and federal laws.   
 
In addition, no person shall be discriminated against in admission to Boston Prep on the basis of race, sex, color, 
creed, sex, ethnicity, sexual orientation, mental or physical disability, age, ancestry, athletic performance, special need, 
proficiency in the English language or a foreign language, or prior academic achievement, as required by M.G.L. c. 71, 
§89(l); 603 CMR 1.06(1). Boston Prep does not discriminate in making employment decisions based on race, religion, 
creed, national origin, political affiliation, sexual orientation, sex, veteran status, color, age, genetics or disability, as 
prohibited by M.G.L.c.151B and other federal laws. 
 
Finally, no person shall be discriminated against in obtaining the advantages, privileges or access to the courses of 
study offered by Boston Prep on the basis of race, sex, color, religion, national origin, or sexual orientation as required 
by M.G.L. c. 76, § 5.   
 
The Director of Human Capital shall coordinate compliance under these policies. 
 
Our mission statement reflects our value of empowering students of all backgrounds to achieve their full potential.  
The adult community of Boston Prep will model the best practices and professional behavior of a diverse team. 
 
Any grievance regarding discrimination shall be handled through the Executive Director of Boston Prep.  The 
complainant should contact the compliance coordinator (the Director of Human Capital), who shall provide 
information and assistance on filing and pursuing the complaint.  
 
Specifically, no person within Boston Prep will commit any of the following acts for reasons prohibited by this policy. 
● Discriminate in the recruitment, hiring, training, compensation, benefits, promotion, transfer termination, lay-off, 

reduction in workforce, or any other terms or conditions of employment. 
● Make any comments, display, or distribute any materials that constitute harassment based on an individual's 

membership in a legally protected class. 
● Deny a person any service, other program benefits, or financial aid based on the individual’s legally-protected 

classification. 
● A Boston Prep employee who has become aware of violations of this provision has the affirmative obligation to 

report the conduct to their immediate supervisor, or if the supervisor is engrossed in the conduct, to another 
member of the management team.  
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Anti-Harassment Policy (May, 2010) 
 
Boston Prep is committed to equal employment and educational opportunity for all applicants, employees, students, 
and members of the school community without regard to race, color, religion, sex, national origin, age, sexual 
orientation, gender identity, military status, genetic history, marital status, or handicap in all aspects of employment 
and education.  The members of the school community include the school committee, administration, staff, students, 
and volunteers working in the schools, while they work and study subject to school authorities. 
  
Boston Prep is also committed to maintain a school and work environment that is free from harassment based on 
race, color, religion, national origin, age, sex, sexual orientation, gender identity, military status, genetic history, marital 
status, handicap, or any other classification protected by law.  Boston Prep expects all employees, students and other 
members of the school community to conduct themselves in an appropriate and professional manner.  Harassment on 
the basis any protected classification in any form is unlawful and will not be tolerated.   
 
Harassment includes verbal or physical conduct that may offend, denigrate, or belittle any person because of or due to 
any of the characteristics described above.  Such conduct includes unwelcome remarks, gestures or physical contact, 
display or circulation of written materials, derogatory pictures, or any other behavior that creates an environment that 
is intimidating, hostile, or offensive. 
 
It is unlawful to retaliate against, or punish, any staff person who files a complaint of harassment or discrimination or 
cooperates in an investigation of such complaint.  Boston Prep will not tolerate such retaliation. 
 
Definition of sexual harrassment 
For purposes of this policy, sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, 
and other verbal or physical conduct of a sexual nature when: 
 

● submission to or rejection of such advances, requests, or conduct is made either explicitly or implicitly a term 
or condition of employment or as a basis for employment decisions; or, 

● such advances, requests, or conduct have the purpose or effect of unreasonably interfering with an 
individual’s work performance by creating an intimidating, hostile, humiliating or sexually offensive work 
environment.        

 
Examples of sexual harassment include, but are not limited to:  unwanted sexual advances; demands for sexual favors 
in exchange for favorable treatment or continued employment; repeated sexual jokes, flirtation, advances or 
propositions; verbal abuse of a sexual nature; graphic, verbal commentary about an individual's body, sexual prowess, 
or sexual deficiencies; leering, whistling, touching, pinching; suggestive, insulting, or obscene comments or gestures of 
a sexual nature; display in the work place of sexually-suggestive objects or pictures. 
 
Guidelines 
This policy covers all employees of Boston Prep.  Boston Prep encourages reporting of all incidents of harassment 
regardless of who the offender may be.  
 
All supervisory personnel within Boston Prep are responsible for eliminating any and all forms of harassment of 
which they are aware.  While Boston Prep encourages individuals who believe they are being harassed to firmly and 
promptly notify the offender that his or her behavior is unwelcome, Boston Prep also recognizes that power and 
status disparities between an alleged person harassing and a target may make such a confrontation impossible.  In the 
event that such informal, direct communication between individuals is either ineffective or impossible, concerns 
should be directed to the Principal or Executive Director. 
 
Harassment complaint procedures 



Boston Prep Family and Student Handbook 2017-2018 | Page 56 

● Any grievance or complaint regarding harassment shall be handled through the Executive Director of Boston 
Prep and in consultation with the Board of Trustees when appropriate.  The complainant should contact the 
EEOC officer, his or her supervisor, or the Executive Director who shall provide information and assistance 
on filing and pursuing the complaint. 

● An investigation of the alleged harassment will be handled promptly through the Executive Director or the 
Principal with as much confidentiality as possible without compromising the thoroughness of the 
investigation.    

● Typical steps in an investigation include separate interviews with those involved, putting statements from 
each party in writing, identifying and questioning witnesses, and other appropriate actions. 

● If it is determined that harassment has occurred, Boston Prep will act promptly to stop the offending conduct 
and ensure that it is not repeated. 

● If Boston Prep determines that one or more employees has engaged in harassment or has retaliated against 
another employee for complaining of harassment or participating in an investigation, Boston Prep will take 
appropriate corrective action.  Depending on the severity of the circumstances, such corrective action may 
include counseling, training, a warning, or other discipline up to and including termination. 

 
ALTERNATIVES: 
The following governmental agencies are responsible for enforcing the laws regarding harassment: 
 
Equal Employment Opportunity Commission (EEOC) 
John F. Kennedy Federal Building  
475 Government Center  
Boston, MA 02203  
617-565-3200 
 
Massachusetts Commission Against Discrimination (MCAD) 
Boston, MA 02114 
One Ashburton Place 
Boston, MA 02108 
(617) 994-6000 

 
Restraint Policy1 
CR 17:  RESTRAINT PREVENTION AND BEHAVIOR SUPPORT POLICY AND PROCEDURES 
 
Overview 
Boston Preparatory Charter School (“Boston Prep”) believes that all students have the right to a safe and secure 
environment when they attend school. Accordingly, the following policy (the “Policy”) applies to Boston Prep, 
pursuant to the Massachusetts Department of Elementary and Secondary Education (the “Department”) restraint 
regulations, 603 CMR 46.00 et seq. (the “Regulations”), which provide that physical restraint shall be used only as a 
last resort in emergency situations and with extreme caution. This policy shall not limit the protection afforded to 
students under other state or federal laws, nor should it preclude any teacher, employee, or agent of Boston Prep 
from using reasonable force to protect students, other persons, or themselves from assault or imminent, serious, 
physical harm, as permitted by this Policy and Massachusetts law. 
 
The Executive Director will serve as the “Principal” for the purpose of effectuating the Regulations and this Policy. 
The Executive Director may appoint a designee to carry out the responsibilities assigned to him or her by this 
Policy and the Regulations. 
 

                                                 
1 Restraint policy taken from Roxbury Preparatory Charter Public School 
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Methods and Conditions for Implementation 
 
Training. Only school personnel who have received “in-depth” or “basic” training in accordance with this 
Policy may administer physical restraint on students in accordance with this Policy.  
 
In-Depth Training. At the beginning of each school year, the Executive Director shall identify staff members who 
will act as a school-wide resource, in order to assist with the proper administration of physical restraint. Those 
persons identified by the Executive Director must participate in an in-depth training regarding the use of 
physical restraint, in accordance with Massachusetts law. The in-depth training will be competency-based, and 
will be at least sixteen (16) hours in duration. Those persons who participate in the in-depth training should 
participate in one refresher training course annually. 
 
Basic Training. All staff members will receive basic training on the use of physical restraint in accordance with 
Massachusetts law. All staff members must receive this training within the first month of each school year, 
except staff members hired after the school year begins, who will receive training within one month of their 
employment start date.  
 
The content of these training programs are described in Appendix A. 
 
Mechanical Restraint, Medication Restraint, Prone Restraint, and Seclusion Prohibited. “Mechanical 
restraint,” which means the use of any device or equipment to restrict a student’s freedom of movement, is expressly 
prohibited. Similarly, “medication restraint,” which means the administration of medication for the purpose of 
temporarily controlling a student’s behavior, is also expressly prohibited. The use of medication which is prescribed by 
a physician and authorized by the student’s parents for use in the school setting is not medication restraint.  
 
“Prone restraint,” which is a type of physical restraint whereby the student is placed face down on a surface and 
physical pressure is applied to the student’s body in an effort to keep the student in the face-down position, is also 
prohibited at Boston Prep. 
 
“Seclusion,” which is the involuntary confinement of a student alone in a room or area from which the student is 
physically prevented from leaving, is expressly prohibited. However, the use of a “time-out,” which is a behavioral 
support strategy used to calm a student by temporarily separating the student from the learning activity or the 
classroom, is permitted under certain circumstances in accordance with this Policy and Massachusetts law.  
 
Administration of Physical Restraint. 
 
When the Use of Physical Restraint is Permitted. Physical restraint, which is the use of direct physical contact to prevent or 
significantly restrict a student’s freedom of movement, may only be executed in accordance with Massachusetts law 
and this Policy. The use of physical restraint is prohibited unless: 
 

(a) The student’s behavior poses a threat of assault or imminent, serious, physical harm to him or herself or 
others; and 

(b) The student does not respond to verbal directives, or other lawful, less intrusive, or non-physical alternatives 
have failed or been deemed inappropriate.  

 
Physical restraint is an emergency procedure that should only be administered as a last resort, when the above criteria 
are met. Physical restraint shall never be used: 
 

(a) As a means of discipline or punishment; 
(b) When the student cannot be safely restrained because restraint is medically contraindicated;  
(c) As a response to property destruction, disruption of a school order, a student’s failure to comply with a rule 

or staff directive, or verbal threats when those actions do not constitute a threat of assault, or imminent, 
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serious, physical harm; or 
(d) As a standard response for any individual student.  

 
When possible, an adult who is not involved in the administration of physical restraint shall witness the administration 
of physical restraint. 
 
Extent of Restraint Permitted. When deemed necessary and lawful to administer physical restraint, the administrator of 
the restraint (the “Restrainer”) must limit restraint to such reasonable force as is necessary to protect the student, 
staff, and other persons from assault or imminent, serious physical injury or harm. The Restrainer must discontinue 
the use of physical restraint upon the earliest of: 
 

(a) A determination that the student is no longer an immediate danger to himself or herself or others;  
(b) An indication by the student that he or she is having difficulty breathing; or 
(c) An observation that the student is in significant physical distress. 

 
If the Restrainer deems it necessary to physically restrain a student for more than 20 minutes, a staff member 
must obtain approval from the Executive Director before continuing the restraint beyond 20 minutes. The 
Executive Director must base this approval on the student’s continued agitation during the physical restraint 
justifying the need for continued physical restraint. 
 
Safety of the Student During Physical Restraint. Physical restraint must be administered using the safest method 
available and appropriate in the situation, in a way that prevents or minimizes physical harm to the student. The 
Restrainer shall not administer physical restraint in such a way that prevents the student from breathing or 
speaking. For the duration of the physical restraint, the Restrainer, or another staff member, must monitor the 
physical status of the student, including skin temperature, skin color, and respiration. A member of the staff 
must review and consider any known medical or psychological limitations of the student being restrained, 
including, but not limited to, known or suspected trauma history or behavioral intervention plans. 
 
Reporting and Follow-Up Procedures 
 
Reporting Procedures. After the use of any physical restraint, the Restrainer shall: 

 
(a) Verbally inform the Executive Director of the restraint as soon as possible; and 
(b) Provide the Executive Director a written report detailing the incident (a “Report”) no later than the next 

school working day. 
 
If the Restrainer is the Executive Director, the Executive Director-Restrainer shall prepare a Report and submit 
it to an individual or team designated by the Board of Trustees for review.  
 
A form of Report is attached as Appendix B. 
 
The Executive Director shall collect and annually report data to the Department regarding the use of physical 
restraints, in a manner and form directed by the Department. 
 
Parental Notification. The Executive Director shall verbally inform the student's parent(s)/guardian(s) of the 
use of physical restraint as soon as possible, but no later than 24 hours after the use of physical restraint. The 
Executive Director shall also send the student’s parent(s)/guardian(s) the Report, which shall be sent no later 
than three school working days following the use of such restraint. The Report may be sent to an email address 
provided by the parent for the purpose of communicating about the student, or may be sent by regular mail to 
the parent. If the Report is sent by regular mail, it must be postmarked within three school working days of the 
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use of physical restraint. The Report must be provided to the parent or guardian in the language in which report 
cards and other necessary school-related information are customarily provided to that parent or guardian. 
 
Review Procedures. The Executive Director shall maintain an ongoing record of all reported instances of 
physical restraint, which, upon request, shall be made available for review by the Department, and of which the 
Executive Director shall conduct a weekly review. 
 
If the Executive Director’s weekly review of physical restraint data reveals that any student was subject to 
physical restraint more than once in the week, the Executive Director shall convene one or more review teams 
as the Executive Director deems appropriate to assess each student’s progress and needs. If applicable, this 
assessment must include: 
 

(a) Review and discussion of any Reports submitted pertaining to the student, and any comments provided 
by the student and parent about the Reports and the use of restraints;  

(b) Analysis of the circumstances leading up to each restraint, including factors such as time of day, day of 
the week, antecedent events, and individuals involved; 

(c) Consideration of factors that may have contributed to escalation of behaviors, consideration of 
alternatives to restraint, including de-escalation techniques and possible interventions, and such other 
strategies and decisions as appropriate, with the goal of reducing or eliminating the use of restraint in the 
future; and 

(d) Agreement on a written plan of action by the program. 
 
The Executive Director must ensure that a record of each individual student review is maintained, and made 
available, upon request, to the parent and the Department. 
 
The Executive Director shall conduct a monthly review of school-wide restraint data to reveal patterns, if any, of 
the use of physical restraint (e.g., time of day, day of the week, the number and duration of physical restraints 
school-wide, and for individual students, the duration of restraints, and the number and type of injuries resulting 
from restraint). Accordingly, the Executive Director shall determine whether it is necessary or appropriate to 
modify this Policy, conduct additional training, or take other necessary action to reduce or eliminate the use of 
physical restraint. 
 
When an administration of physical restraint results in an injury to a student or staff member, the Executive 
Director must send a copy of the Report to the Department, postmarked within three school working days of 
the administration of the restraint. The Executive Director must also send the Department a copy of the record 
of physical restraints maintained by Boston Prep. 
 
Follow-Up Procedures. After the administration of any physical restraint, the appropriate staff shall:  

 
(a) Review the incident with the student to address the behavior that precipitated the restraint;  
(b) Determine whether any follow-up is appropriate for students who witnessed the incident; and 
(c) Review the incident with the Restrainer to discuss whether proper restraint procedures were followed. 

 
Alternatives to Physical Restraint 
 
Physical restraint is only permissible as a last resort in emergency situations. Therefore, staff members must first 
engage in alternative methods when seeking to prevent violence, self-injurious behavior, and/or when seeking to 
de-escalate potentially dangerous behavior, either amongst a group, or groups, of students, or with an individual 
student. If, after these less intrusive alternatives have failed, or the alternatives have been deemed inappropriate, 
in an emergency situation, a trained staff member may use physical restraint in accordance with Massachusetts 
law and this Policy. 
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Interventions and Methods Less Intrusive than Physical Restraint. Examples of interventions and less 
intrusive methods that may preclude the need for the use of physical restraint include, but are not limited to: 
 

(a) Active listening; 
(b) Using a low, non-threatening voice;  
(c) Limiting the number of adults providing direction to the student(s);  
(d) Offering the student(s) a choice;  
(e) Keeping the student’s access to an escape route clear; 
(f) Suggesting possible resolutions to the student(s); 
(g) Avoiding dramatic gestures (e.g., waiving arms, pointing, blocking motions, etc.);  
(h) Issuing a verbal prompt, such as communicating to the student the behavioral expectations of that 

student and offering instructions as to how to meet the expectations; 
(i) Engaging in a full or partial physical cue by temporarily placing one or both hand(s) on a student in 

order to redirect the student; 
(j) Physically escorting an agitated student to a safe location by temporarily touching or holding, 

without the use of force, the student’s hand, wrist, arm, shoulder, or back; 
(k) Physically redirecting the student by temporarily placing one hand on each of the student’s 

shoulders, without force, to redirect the student to the learning activity, a classroom, or another safe 
location; and 

(l) Issuing a time-out, which is a behavioral support strategy in which a student is temporarily separated 
from the learning activity or classroom for the purpose of calming, in accordance with this Policy. 

 
General De-Escalation Guidelines. General guidelines for de-escalating potentially dangerous behavior 
occurring among groups of students, or with an individual student, involve the following: 
 

(a) Remaining calm –  using a neutral and level tone of voice, controlling facial expressions, and using 
supportive, non-threatening body language may prevent a student experiencing distress from 
escalating his/her behavior;  

(b) Obtaining assistance – if a situation may become dangerous, staff members should take immediate 
steps to notify other school personnel; 

(c) Limiting the number of persons speaking – having one person provide overall direction to a 
distressed student will minimize the likelihood of confusion, and minimize the likelihood of 
behavior escalation;  

(d) Removing student from area – removing a student who is experiencing distress, if feasible, to 
another more private and safe area should be considered; and 

(e) Removing other students from area – if it is not feasible to remove the distressed student from the 
area, staff members should consider the feasibility of having other staff assist and monitor the 
removal of the other students to another area until the distressed student de-escalates. 

 
Issuing a Time-Out as a Behavior Support Strategy. Because seclusion is expressly prohibited, staff 
members must ensure that when issuing a time-out, it is in accordance with Massachusetts law and this Policy. 
Seclusion means involuntary confinement of a student alone in a room or area from which the student is 
physically prevented from leaving. 
 
Two types of time-outs are permissible, and may be used as an alternative to physical restraint: inclusionary and 
exclusionary. An inclusionary time-out is when a student is removed from positive reinforcement, or from full 
participation in classroom activities while remaining in the classroom, which allows the student to remain fully 
aware of the learning activities ongoing in the classroom. Permissible and effective methods of an inclusionary 
time-out include, but are not limited to: planned ignoring, asking the student to put his/her head down, placing a 
student in a different location in the classroom, that is not walled-off or otherwise separated from the classroom. 
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An exclusionary time-out is when a staff member directs the student to separate from the learning environment. 
Exclusionary time-outs are only permissible when:  
 

(a) The student is displaying behaviors that present, or threaten to present, an unsafe or overly 
disruptive situation in the classroom; 

(b) It is not being used as a form of punishment for noncompliance or for incidents of behavior that are 
no longer occurring;  

(c) The student is continuously observed by a staff member; 
(d) A staff member is with the student, or immediately available to the student, at all times; and 
(e) The space used for the time-out is clean, safe, sanitary, and appropriate for the purpose of calming. 

 
If an exclusionary time-out may last longer than 30 minutes, a staff member must seek approval from the 
Executive Director for the continuation of the exclusionary time-out prior to the expiration of the preceding 30 
minutes. If it appears as though an exclusionary time-out is exacerbating a student’s behavior, or an exclusionary 
time-out extended beyond 30 minutes fails to calm the student, alternate support strategies must be attempted. 
 
Preventing Student Violence and Self-Injurious Behavior. In emergency situations, staff members must act in 
a manner that ensures the safety of him or herself, and other students and personnel. A staff member responding to 
an emergency situation must adhere to the requirements of this Policy and must only use physical restraint as a last 
resort and with extreme caution, in accordance with this Policy. If a student is in danger, the staff member must first 
attempt to verbally redirect the student. If verbal redirection does not stop or prevent the student from the danger, 
the staff member must attempt to block the student by taking a supportive stance first to prevent the student from 
entering any dangerous situation, such as running into a street or jumping from a high perch. If the staff member 
cannot block the student, the staff member should then attempt to hold the student from danger until emergency 
assistance or help arrives. 
 
Boston Prep will provide school-wide professional development that is focused on identifying and preventing student 
violence, self-injurious behavior, and suicide, including individual behavior crisis planning and de-escalation of 
potentially dangerous behavior among groups of students or with an individual student. Staff members should utilize 
Boston Prep’s various tools to help students who are exhibiting aggressive behavior. 
 
Complaint Process 
 
Informal Resolution. If a student, or his/her parent/guardian has concerns (the “Complainant”) regarding a 
specific use of physical restraint, then before initiating a formal complaint procedure, the Complainant may seek 
to resolve his/her concerns by raising the issue with the Executive Director. The Complainant should direct 
his/her concerns regarding a specific use of physical restraint to the Executive Director within ten (10) days of 
the parent/guardian’s receipt of the Report. The Executive Director shall attempt, within his/her authority, to 
work with the Complainant and achieve resolution fairly and expeditiously. If the Complainant is not satisfied 
with the resolution, or if the Complainant does not seek such informal resolution of the issue, then the 
Complainant may proceed with the formal complaint process detailed below. 
 
Formal Resolution. In accordance with Massachusetts law, a Complainant may file a complaint with the Board 
of Trustees of Boston Prep. The Board of Trustees shall respond, in writing, to the Complainant within 45 days 
of receiving the complaint. Upon receipt of a complaint, the Board of Trustees shall conduct a review to ensure 
compliance with Massachusetts law. Boston Prep, and all involved individuals, shall cooperate to the fullest 
extent with such review. 
 
Parental Engagement 
 
The Executive Director shall provide all families and students with information about behavioral supports and 
restraint prevention efforts that are used at Boston Prep. The Executive Director shall follow this Policy, and the 
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policy information distributed to parents and students, with respect to identifying students who may be at risk of 
restraint. The Executive Director shall work with such identified students, their families, and school personnel to 
identify and work on behavioral support strategies in an effort to prevent the use of physical restraint. If a student is 
restrained, the Executive Director must follow this Policy, and the policy information distributed to parents and 
students, regarding the use of the restraint, the report regarding the restraint, any disciplinary sanctions that may be 
imposed, and/or any other related matters. Additionally, school personnel must follow up with the student and 
his/her family regarding behavioral support strategies. 
 
Review and Availability of Policy 
 
This policy shall be: 
 

(a) Reviewed annually; 
(b) Provided to school staff, and 
(c) Made available to parents of enrolled students. 

 
Legal Authority: 603 C.M.R. §1.09; 603 C.M.R. §46.00; Massachusetts Department Technical Assistant Advisory 
SPED 2016-1 (July 31, 2015). 
 
 

Policy on Parent Communication 
 
Both the school and the Board work in conjunction with one another to hear and resolve any complaints.  If a 
problem arises, both the school and the Board encourage the complainant to address the problem directly with the 
staff member(s).  If the complainant is dissatisfied with the proposed resolution by the appropriate faculty or staff 
member, a meeting should be scheduled with the school Principal.  If the situation has still not been resolved, a 
meeting should be scheduled with the Executive Director. 
  
If this meeting does not resolve the relevant complaint, the complainant should follow the guidelines set by M.G.L. c. 
71, § 89(jj) and 603 CMR 1.10.  If an individual believes that the school has violated any provision of the charter 
school law or regulations, he or she may file a formal complaint with the Board of Trustees.  After receiving the 
complaint, the Board must send a written response to the individual within 30 days.  603 CMR 1.10(2).  If the Board 
does not address the complaint to the individual’s satisfaction, the individual may submit the complaint to the 
Commissioner of Education.  603 CMR 1.10(4).  A parent/guardian may file a complaint with the Department of 
Elementary and Secondary Education at any time if he or she believes that the school has violated any federal or state 
law or regulation.  603 CMR 1.10(6). 
 
 

Student Transportation Policy 
 
The school only uses Boston Public Schools (BPS) buses for eligible sixth grade students. Eligible sixth grade students 
are those students who live 1½ miles or more away from the school. Seventh and eighth grade students as well as all 
high school students must arrive at school on public transportation or via private transportation. A Monthly Student 
MBTA pass is available for all seventh and eighth grade students and high school students who live more than 2 miles 
from Boston Prep. All other students may purchase a monthly pass from the Director of Operations. 
 
Buses and vans will drop sixth grade students off at the school between 7:00 and 7:35 a.m. in the morning and will 
leave the school at 4:20 p.m. on Tuesday -Thursday afternoons.  On Fridays and Mondays, students are dismissed at 
2:45 p.m. 
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All questions, comments, or concerns regarding BPS transportation for middle school students should be directed to 
the BPS Transportation Department at 617-635-9520.   
 
It should be clear to all middle school students and their families that a BPS bus is a form of school-sponsored 
transportation.  Therefore, appropriate behavior as laid out in the Student Code of Conduct is expected at all times. 
After the first incident of inappropriate behavior aboard the bus, a student may receive a detention, a suspension, 
and/or the loss of bus privileges for one week. If a second incident occurs, a student may receive a detention, a 
suspension, and/or the loss of bus privileges for one month.  Should a third incident occur, or if the first or second 
incident was sufficiently egregious, the student may lose bus privileges for the entire school year. 
 

Technology and Internet Policy 
 
Acceptable Use 
The Internet is a global network linking computers around the world. Internet use provides valuable opportunities for 
research, curriculum support, and career development. Boston Prep offers Internet access to its students and staff. 
The primary purpose of providing access to the Internet is to support the educational mission of Boston Prep. Boston 
Prep expects that students and staff will use this access in a manner consistent with this purpose. 
 
While the Internet is a tremendous resource for electronic information, it has the potential for abuse. Boston Prep 
makes no guarantees, implied or otherwise, regarding the factual reliability of data available over the Internet. Users of 
Boston Prep’s Internet service assume full responsibility for any costs, liabilities, or damages arising from the way they 
choose to use their access to the Internet. Boston Prep has installed special filtering software in an effort to block 
access to material that is not appropriate for children. 
 
Unacceptable Use 
The following is a list of prohibited behaviors. The list is not exhaustive but illustrates unacceptable uses of Boston 
Prep’s Internet Service:  

● accessing personal e-mail correspondence; 
● accessing websites during class other than those identified by the teacher as appropriate for class; 
● disclosing, using, or disseminating personal identification information about self or others;  
● accessing, sending, or forwarding materials or communications that are defamatory, pornographic, obscene, 

sexually explicit, threatening, harassing, or illegal; 
● using the Internet service for any illegal activities such as gaining unauthorized access to other systems, 

arranging for the sale or purchase of drugs or alcohol, participating in criminal gang activity, threatening 
others, transferring obscene material, or attempting to do any of the above; 

● using the Internet service to receive or send information relating to dangerous instruments such as bombs or 
other explosive devices, automatic weapons or other firearms, or other weaponry;  

● vandalizing school computers by causing physical damage, reconfiguring the computer system, attempting to 
disrupt the computer system, or destroying data by spreading computer viruses or by any other means; 

● copying or downloading of copyrighted material without authorization from the copyright holder, unless the 
copies are used for teaching (including multiple copies for classroom use), scholarship, or research. Users 
shall not copy and forward or copy and upload any copyrighted material without prior approval of the teacher 
or Principal; 

● plagiarizing material obtained from the Internet. Any material obtained from the Internet and included in 
one's own work must be cited and credited by name or by electronic address or path on the Internet. 
Information obtained through E-mail or news sources must also be credited as to sources; 

● using the Internet service for commercial purposes; 
● downloading or installing any commercial software, shareware, freeware or similar types of material onto 

network drives or disks without prior permission of the teacher; and 
● overriding the Internet filtering software. 
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Student Technology, Google Apps and Chromebook Terms of Use and Policies Agreement 
 
Boston Prep utilizes a 1:1 Chromebook model for all students and recognizes the importance of building technology 
skills in 21st century classrooms and to support college readiness and completion.  However, students are required to 
use school-sponsored technology responsibly and adhere to the following terms of use: 
 

● I agree to the following policies and agree that these policies work in coordination with any Boston Prep rules 
provided in the student handbook.  

● I understand that my Boston Prep Google account should only be used for Boston Prep use and not personal 
use.  

● I understand that my Boston Prep account can be deactivated at any moment and subject to search if there is 
suspicion of improper use of the technology.  

● I understand I will have access to my Chromebook per school leadership or teacher direction. Students can 
only access their Chromebooks when instructed by a teacher.   

● I understand that I am unable to use YouTube.  
● I understand that my personal devices should not be connected to Boston Prep Wi-Fi. 
● I understand it is my responsibility to return Chromebooks to the cart and plug them in.   
● I understand that if a Chromebook becomes lost or stolen, the student will be assessed a fee up to $270 to 

replace the device.  
● I understand that students may only use the Chromebook assigned to them, and using another student’s 

Chromebook will come with increasing consequences and/or loss of Chromebook use.  
● I understand if a Chromebook becomes defective due to hardware or software malfunction, the student will 

notify a teacher or communicate directly with the Director of Technology.   
● I understand that if a Chromebook becomes damaged due to malicious actions by the student, the device will 

be taken away from the student and the student will be referred to the office.  
● I understand if I am aware of a student damaging a Chromebook intentionally, I should report this to an 

educator.   
● At any point, the Director or Technology, school level principal, or assistant principal may withhold a 

Chromebook.   
● If a student’s Chromebook is damaged, students will be assessed a fee of $39 to cover the cost of shipping.  

This payment is due to the school before gaining access to technology again.  If damaged beyond repair, the 
student will be responsible for paying the replacement fee up to the cost of the full replacement of a 
Chromebook.   

● If a student maliciously damages a Chromebook multiple times, he or she may lose the use of technology for 
the remainder of the year, at the discretion Director of Technology, school level principal, or assistant 
principal.   

● I understand that my Chromebook can never leave the school unless permission is explicitly given by 
Director of Technology or principal. If I am permitted to bring computer home, all other technology 
agreements remain in place.   

 
Personal Technology Use:  

● Students may use approved personal computer after applying to use computer with Director of Technology, 
please note the guest network is slower and less efficient. 
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Family Involvement Policy 
 
Family involvement is defined as the participation of families in regular, two-way, and meaningful communication 
involving student academic learning and other school activities.  To support this involvement, the school will: 

● include Boston Prep families in planning activities for the school.   
● ensure that family involvement policies include all required components. 
● provide opportunities for all Boston Prep families to participate in school events and meetings and will ensure 

that documents are available in languages and formats families can readily understand.   
● include parents in the planning of Title I activities and ensure that any concerns regarding Title I 

programming are submitted to the Massachusetts Department of Elementary and Secondary Education.   
 
Boston Prep will implement our Family Involvement Policy by: 

● allowing Boston Prep families the annual opportunity to have input in editing and revising the Family 
Involvement Policy. 

● holding an annual informational meeting on Title I programming, including its family involvement 
components. 

● reviewing the policy requirements with the Boston Prep Parent Committee and seeking suggestions from 
families about how to fulfill them. 

● drafting the policy and seeking further input from the Boston Prep Parent Committee and other families. 
● incorporating feedback before finalizing the policy to be formally adopted by the Boston Prep Parent 

Committee. 
 
A small group of family volunteers will participate in our annual process of school review and improvement.  This will 
include a review of academic data, planning of Title I services, and revision and evaluation of policies. 
 
Boston Prep will build families’ capacity for strong involvement, through the following activities: 

● offering a half-day orientation for new families. 
● communicating frequently via mail and telephone on students’ grades and other assessment data. 
● providing a Student and Family Handbook describing how to monitor student progress and contact faculty. 
● providing an advisor who serves as the primary school contact for the family. 

 
Boston Prep will provide materials and training to help families work with their children to improve their student’s 
academic achievement by 

● holding parent conferences yearly for struggling students, during which families meet with each of their 
student’s teachers, and learn specific course expectations as well as how they can support their student. 

● providing an advisor who is assigned to each student who serves as the primary school contact and academic 
liaison for the family. 

● offering college information workshops for families of students in each high school grade. 
 
Boston Prep will—with the assistance of families—educate its staff in how to communicate with families by holding 
annual trainings for faculty on the role of families.  The school will also provide individual teachers with related 
professional development. 
 
Boston Prep will ensure that information related to the school and family programs is sent to families in an 
understandable and uniform format, including alternative formats upon request, and, to the extent practicable, in a 
language all families can understand: 
 
Boston Prep will clearly describe all family activities and opportunities in our quarterly newsletter. 
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Boston Prep will inform families of their right to request translated versions of school communication and will 
provide them accordingly. 
 
Boston Prep will translate all recruitment materials into the primary languages other than English spoken in the 
community. 
 

Parent Right to Know Policy 
 
Title I and No Child Left Behind (NCLB) are federal laws that have specific expectations of family involvement in 
schools with the goal of having families be partners in their student’s education.  Boston Prep actively supports these 
expectations and strives to fully involve families in the school.   
 
As a parent or guardian of a student at this school, you have the right to be notified of the following:   

● Teachers’ qualifications and “highly qualified” status. 
● If the school is identified as in need of improvement. 
● If students are taught by non-highly qualified teachers for more than 4 weeks. 

 
If any parent or guardian would like information about the qualifications of their child’s teachers, they may contact the 
school for this information.  In the event that our school is identified as in need of improvement or if students are 
taught by non-highly qualified teachers for more than 4 weeks the school will notify the family in writing.   
 
 

The Family Education and Privacy Act  
 
Massachusetts Student Records Regulations 
The Family Educational Rights and Privacy Act (FERPA) and the Massachusetts Student Records Regulations 
(“Regulations”) together provide parents and eligible students (those who have reached the age of 14 or who have 
entered ninth grade) certain rights with respect to the student's education records.  A general overview of those rights 
is provided below.  Parents and students may obtain a complete copy of their rights under the Massachusetts Student 
Record Regulations by contacting the school’s Principal.   
 
The right to access the student's education records.  Parents or eligible students should submit their request for 
access to the Principal.  Access is generally provided within ten days of a request.  However, Massachusetts General 
Laws c. 71, §34H provide specific procedures that must be followed prior to release of records to a parent who does 
not have physical custody of a child.  Information about these procedures can be obtained from the Principal. 
 
The right to request amendment of the student's education records.  Parents or eligible students should direct their 
request to the appropriate Principal, clearly identifying the part of the record they wish to have amended, and why. 
 
The right to consent to disclosures of personally identifiable information contained in the student's education 
records, except to the extent that FERPA and the Massachusetts regulations authorize disclosure without consent.  
One exception that permits disclosure without consent is disclosure to school officials with legitimate educational 
interests in the records.  Such school officials include professional, administrative and clerical staff who are employed 
by or under agreement with Boston Prep and who need access to a record in order to fulfill their duties.  Boston Prep 
also discloses student records without parent/eligible student consent to officials of other elementary or secondary 
schools in which a student enrolls, or seeks, intends, or is instructed to enroll upon receipt of a request from such 
school officials.    
 
As required by federal law, Boston Prep routinely releases the name, address and telephone listing of secondary school 
students to military recruiters and to institutions of higher learning upon request.  In the event a parent or eligible 
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student objects to the release of any of the above information, the parent/eligible student may state that objection in 
writing to the Executive Director.  Absent receipt of a written objection for the parent or eligible student by two 
weeks from the date of the notice, this information will be released without further notice or consent.      
 
The right to file a complaint concerning alleged failures by the District to comply with the regulations and laws 
governing student records.  Complaints may be filed at the Massachusetts Department of Elementary and Secondary 
Education, 350 Main Street, Malden, MA  02148.  In addition, complaints relative to federal statutes and regulations 
governing student records may be filed with the Family Policy Compliance Office, U.S. Department of Education, 
400 Maryland Avenue SW, Washington DC.  
 
 

Title IX 
 
Boston Prep is committed to ensuring that all of its programs and facilities are accessible to all members of the public. 
We do not discriminate on the basis of age, color, disability, national origin, race, religion, sex or sexual orientation. 
Inquiries concerning the school’s compliance with Title IX and other civil rights laws may be directed to the 
Executive Director. 

 

Family Involvement Opportunities 
 
Advisory Calls 
Frequently, the child’s advisor will call the family at home.  Parents should use this method of communication as a 
venue to ask questions and clarification about issues affecting their student(s).  This is also a venue through which 
parents can stay informed of their student’s ongoing academic record and information regarding their behavior at 
school.  Families are encouraged to contact the advisor as needed throughout the school year. 
 
Parent Committee 
Frequently, parents of Boston Prep students meet at the school.  During these meetings, parents discuss the state of 
the school, services provided to students, and plan activities for the staff, students, and parents of the school.  All 
meeting dates are listed on the school’s calendar on the website and will be advertised in newsletters and on social 
media.  Any parents/guardians interested in joining the Parent Committee should contact the Family and Enrichment 
Coordinator. 
 
Parent Action Committee (PAC) 
The PAC is a committee for parents of students who receive special education services.  The purpose of this 
committee is to provide information relating to students with special learning needs as well as to provide a forum for 
these parents to discuss issues related to the school.   
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APPENDICES 

Bullying Prevention and Intervention Plan 
 
I. LEADERSHIP 
 
Leadership at Boston Prep will play a critical role in developing and implementing Bullying Prevention and Intervention Plans (“the 
Plan”) in the context of other whole school and community efforts to promote positive school climate.  Leaders have a primary role in 
teaching students and staff to be civil to one another and promoting understanding of and respect for diversity and difference. The Leadership 
team should include, but is not limited to the following: Executive Director and Principals. Leadership is responsible for setting priorities 
and for staying up-to-date with current research on ways to prevent and effectively respond to bullying. Leaders will work to involve 
representatives from the greater school and local community in developing and implementing the Plan. 
 
A.   Public involvement in developing the Plan.  As required by M.G.L. c. 71, § 37O, the Plan will be developed in 
consultation with teachers, school staff, professional support personnel, school volunteers, administrators, community 
representatives, local law enforcement agencies, students, parents, and guardians.  Consultation will include, at a 
minimum, notice and a public comment period before the Plan is adopted by the school committee or equivalent 
authority.   Teachers, school staff, professional support personnel, school volunteers, and administrators will review 
the plan before each school year begins and will provide feedback to leadership. Community representatives and local 
law enforcement agencies will be given notice and a deadline for providing feedback to Boston Prep leadership. 
Students, parents and guardians will be notified of the draft plan and will be given an opportunity to provide feedback 
to the Executive Director or Principal. 
 
B.   Assessing needs and resources.  The Plan will be our blueprint for enhancing capacity to prevent and respond 
to issues of bullying within the context of other healthy school climate initiatives.  As part of the planning process, 
school leaders, with input from families and staff, will assess the adequacy of current programs; review current policies 
and procedures; review available data on bullying and behavioral incidents; and assess available resources including 
curricula and training programs. This “mapping” process will assist us in identifying resource gaps and the most 
significant areas of need.  Based on these findings, we will revise or develop policies and procedures; establish 
partnerships with community agencies, including law enforcement; and set priorities. 
 
The Principals of Boston Prep will collaborate to conduct a needs assessment using the following techniques: 1) 
surveying students, staff, parents, and guardians on school climate and school safety issues; and 2) collecting and 
analyzing building-specific data on the prevalence and characteristics of bullying (e.g., focusing on identifying 
vulnerable populations and “hot spots” in school buildings, on school grounds, or on school buses).  This 
information will help to identify patterns of behaviors and areas of concern, and will inform decision-making for 
prevention strategies including, but not limited to, adult supervision, professional development, age-appropriate 
curricula, and in-school support services.  Needs assessment analysis will be conducted through leadership team 
meetings in the spring and early summer, allowing the team adequate time to respond to the data and implement new 
strategies before the next school year. The Executive Director and Principals will take ownership of conducting and 
responding to this needs assessment. 
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C. Planning and oversight.  Responsibility for various aspects of the Plan will be taken by the following 
members of the leadership team:   
 

Executive Director or designee Principals or designee Associate Deans or designee 
developing new or revising 
current policies and protocols 
under the Plan, including an 
Internet safety policy, and 
designating key staff to be in 
charge of implementation of 
them; and leading the parent or 
family engagement efforts and 
drafting parent information 
materials. 

receiving reports on bullying; 
planning for the ongoing 
professional development that is 
required by the law;  
planning supports that respond 
to the needs of targets and 
aggressors; choosing and 
implementing the curricula that 
the school or district will use;  
amending student and staff 
handbooks and codes of 
conduct; and reviewing and 
updating the Plan each year, or 
more frequently. 

collecting and analyzing building- 
and/or school-wide data on 
bullying to assess the present 
problem and to measure 
improved outcomes; and 
creating a process for recording 
and tracking incident reports, 
and for accessing information 
related to targets and aggressors. 

 
D. Priority statement.  The mission of Boston Prep is to prepare students to succeed in four-year colleges and 
embody, in thought and action, lifelong ethical growth.  The school is committed to providing all students with a safe 
learning environment that is free from bullying and cyberbullying.  This commitment is an integral part of our 
comprehensive efforts to promote learning and to prevent and eliminate all forms of bullying and other harmful and 
disruptive behavior that can impede the learning process.     
 
 
II. TRAINING AND PROFESSIONAL DEVELOPMENT 
 
Under M.G.L. c. 71, § 37O we are required to provide ongoing professional development for all staff, including but not limited to 
educators, administrators, counselors, school nurses, cafeteria workers, custodians, bus drivers, athletic coaches, advisors to extracurricular 
activities, and paraprofessionals.  
 
Annual staff training on the Plan.  During August staff orientation, Boston Prep will provide annual training for all 
school staff on the Plan, which will include staff duties under the Plan, an overview of the steps that the Principal or 
designee will follow upon receipt of a report of bullying or retaliation, and an overview of the bullying prevention 
curricula to be offered at all grades throughout the school.  Staff members hired after the start of the school year are 
required to participate in training during the school year in which they are hired, unless they can demonstrate 
participation in an acceptable and comparable program within the last two years.   
 
Ongoing professional development.  The goal of professional development is to establish a common understanding 
of tools necessary for staff to create a school climate that promotes safety, civil communication, and respect for 
differences.  Professional development will build the skills of staff members to prevent, identify, and respond to 
bullying.  As required by M.G.L. c. 71, § 37O, the content of school wide professional development will be informed 
by research and will include information on: 
 

(i)  developmentally (or age-) appropriate strategies to prevent bullying;  
(ii)  developmentally (or age-) appropriate strategies for immediate, effective interventions to stop 

bullying incidents;  
(iii)  information regarding the complex interaction and power differential that can take place between and 

among an aggressor, target, and witnesses to the bullying;  
(iv)  research findings on bullying, including information about specific categories of students who have 

been shown to be particularly at risk for bullying in the school environment;  
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(v)  information on the incidence and nature of cyberbullying; and  
(vi)  Internet safety issues as they relate to cyberbullying.   

 
Professional development will also address ways to prevent and respond to bullying or retaliation for students with 
disabilities that must be considered when developing students’ Individualized Education Programs (IEPs).  This will 
include a particular focus on the needs of students with autism or students whose disability affects social skills 
development.  
 
C. Written notice to staff.  The leadership team will provide all staff with an annual written notice of the Plan by 
publishing information about it, including sections related to staff duties, in the employee handbook. 
 
III. ACCESS TO RESOURCES AND SERVICES  
 
A key aspect of promoting positive school climates is ensuring that the underlying emotional needs of targets, aggressors, families, and others 
are addressed.   The following sections outline strategies we will use to provide support and services necessary to meet those needs. 
 
A. Identifying resources.  Annually, the leadership team will review the current staffing and programs that 
support the creation of positive school environments by focusing on early interventions and intensive services.  Once 
this mapping of resources is complete, the team will develop recommendations and action steps to fill resource and 
service gaps for the upcoming year.  These recommendations may include adopting new curricula, reorganizing staff, 
establishing safety planning teams, and identifying other agencies that can provide services.  
 
B. Counseling and other services.  Counseling will be provided by contracted licensed professionals. When 
necessary, the leadership team will build partnerships with community based organizations to provide culturally and 
linguistically appropriate resources. The Principal, along with counselors or other staff members, will develop safety 
plans for students who have been targets of bullying or retaliation. As the need arises, the school will provide social 
skills programs to prevent bullying and will also offer education and/or intervention services for students exhibiting 
bullying behaviors.  In addition, the leadership team may consider using tools including, but not limited to, behavioral 
intervention plans, social skills groups, and individually focused curricula. 
 
Students with disabilities.  As required by M.G.L. c. 71B, § 3, as amended by Chapter 92 of the Acts of 2010, when 
the IEP Team determines the student has a disability that affects social skills development or the student may 
participate in or is vulnerable to bullying, harassment, or teasing because of his/her disability, the Team will consider 
what should be included in the IEP to develop the student's skills and proficiencies to avoid and respond to bullying, 
harassment, or teasing.   
 
Other students who may be at risk. Boston Prep recognizes that students may be more vulnerable to bullying based 
upon actual or perceived differences related to race, color, religion, ancestry, national origin, sex, socio-economic 
status, homelessness, academic status, gender identity or expression, physical appearance, pregnant or parenting status, 
sexual orientation, mental, physical, developmental or sensory disability or by associations with other people who may 
have one or more of these characteristics. Boston Prep staff shall provide additional support to vulnerable students, as 
necessary, to provide them with the skills, knowledge and strategies needed to prevent or respond to bullying or 
harassment.  
 
Referral to outside services.  When the leadership team, with the guidance of licensed professionals, determines that 
school resources are insufficient to address a specific bullying situation, students and families may be referred to 
outside services. Referrals will comply with relevant laws and policies.  
 
IV. ACADEMIC AND NON-ACADEMIC ACTIVITIES 
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Age-appropriate instruction on bullying prevention in each grade will be incorporated into the school’s Ethics curriculum.  The curriculum 
will be evidence-based.  Effective instruction will include classroom approaches, whole school initiatives, and focused strategies for bullying 
prevention and social skills development.   
 
A.  Specific bullying prevention approaches.  Bullying prevention curricula will be informed by current research, 
which, among other things, emphasizes the following approaches: 
 

● using scripts and role plays to develop skills; 
● empowering students to take action by knowing what to do when they witness other students engaged in acts 

of bullying or retaliation, including seeking adult assistance; 
● helping students understand the dynamics of bullying and cyberbullying, including the underlying power 

imbalance; 
● emphasizing cyber safety, including safe and appropriate use of electronic communication technologies; 
● enhancing students’ skills for engaging in healthy relationships and respectful communications; and 
● engaging students in a safe, supportive school environment that is respectful of diversity and difference. 

 
The Plan will be reviewed with students during Ethics classes annually in September.  
 
B. General teaching approaches that support bullying prevention efforts.  The following approaches are integral 
to establishing a safe and supportive school environment.  These underscore the importance of our bullying 
intervention and prevention initiatives: 
 

● setting clear expectations for students and establishing school and classroom routines; 
● creating safe school and classroom environments for all students, including for students with disabilities, 

lesbian, gay, bisexual, transgender students, and homeless students; 
● using appropriate and positive responses and reinforcement, even when students require discipline; 
● using positive behavioral supports; 
● encouraging adults to develop positive relationships with students; 
● modeling, teaching, and rewarding pro-social, healthy, and respectful behaviors; 
● using positive approaches to behavioral health, including collaborative problem-solving, conflict resolution 

training, teamwork, and positive behavioral supports that aid in social and emotional development;  
● using the Internet safely; and 
● supporting students’ interest and participation in non-academic and extracurricular activities, particularly in 

their areas of strength. 
 
 
V. POLICIES AND PROCEDURES FOR REPORTING AND RESPONDING TO BULLYING AND 
RETALIATION 
 
The following outlines the procedure at Boston Prep for reporting and responding to bullying and retaliation.  
 
A. Reporting bullying or retaliation.  Reports of bullying or retaliation may be made by staff, students, parents or 

guardians, or others, and may be oral or written.  Oral reports made by or to a staff member shall be recorded in 
writing.  A school staff member is required to report immediately to a Principal any instance of bullying or 
retaliation the staff member becomes aware of or witnesses.  If the Principal is the alleged aggressor, the staff 
member shall report it to the Executive Director.  Reports made by students, parents or guardians, or other 
individuals who are not school staff members, may be made anonymously; however, no formal disciplinary action 
shall be taken solely on the basis of an anonymous report.  A variety of reporting resources are available to the 
school community including, but not limited to, an Incident Reporting Form,2 a voicemail box, a dedicated 

                                                 
2 See Appendix for Incident Reporting Form. 
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mailing address, and an email address. 
 

Use of an Incident Reporting Form is not required as a condition of making a report.  Boston Prep will: 1) 
include a copy of the Incident Reporting Form in the Family Handbook distributed to students and parents or 
guardians at the beginning of the year; 2) include a copy of it in the staff handbook distributed to all staff 
members in August; 3) make it available in the school’s main office, the Dean’s office, and other locations 
determined by the leadership team; and 4) post it on the school’s website.  The Incident Reporting Form will be 
made available in the most prevalent language(s) of origin of students and parents or guardians.   
 
At the beginning of each school year, the leadership team will provide the school community, including 
administrators, staff, students, and parents or guardians, with written notice of the policies for reporting acts of 
bullying and retaliation.  A description of the reporting procedures and resources, including the name and contact 
information of the Principals, will be incorporated in student and staff handbooks, on the school website, and in 
information about the Plan that is made available to parents or guardians. 
 

1. Reporting by Staff. A staff member will report immediately to a Principal when he/she witnesses or 
becomes aware of conduct that may be bullying or retaliation.  If the Principal is the alleged aggressor, 
the staff member shall report the conduct to the Executive Director.  The requirement to report to a 
Principal does not limit the authority of the staff member to respond to behavioral or disciplinary 
incidents consistent with school policies and procedures for behavior management and discipline. 

 
2. Reporting by Students, Parents or Guardians, and Others.  The school expects students, parents or 

guardians, and others who witness or become aware of an instance of bullying or retaliation involving a 
student to report it to a Principal.  If the Principal is the alleged aggressor, the staff member shall report 
the conduct to the Principal. Reports may be made anonymously, but no disciplinary action will be taken 
against an alleged aggressor solely on the basis of an anonymous report.  Students, parents or guardians, 
and others may request assistance from a staff member to complete a written report.  Students will be 
provided practical, safe, private and age-appropriate ways to report and discuss an incident of bullying 
with a staff member, or with a Principal. 

 
B. Responding to a report of bullying or retaliation.   
 

1. Safety.  Before fully investigating the allegations of bullying or retaliation, the Principal or other 
administrator will take steps to assess the need to restore a sense of safety to the alleged target and/or to 
protect the alleged target from possible further incidents.  Responses to promote safety may include, but 
not be limited to, creating a personal safety plan; pre-determining seating arrangements for the target 
and/or the aggressor in the classroom, at lunch, or on the bus; identifying a staff member who will act as 
a “safe person” for the target; and altering the aggressor’s schedule and access to the target.  The 
Principal will take additional steps to promote safety during the course of and after the investigation, as 
necessary. 

 
The Principal will implement appropriate strategies for protecting a student or staff member who has 
reported bullying or retaliation, a student or staff member who has witnessed bullying or retaliation, a 
student or staff member who provides information during an investigation, or a student or staff member 
who has reliable information about a reported act of bullying or retaliation.   

 
2. Obligations to Notify Others 

 
a.  Notice to parents or guardians.  Upon determining that bullying or retaliation has occurred, the 

Principal will promptly notify the parents or guardians of the target and the aggressor of this, and of 
the procedures for responding to it.  There may be circumstances in which the Principal contacts 
parents or guardians prior to any investigation.  Notice will be consistent with state regulations at 603 
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CMR 49.00.   
 

b. Notice to Another School or District.  If the reported incident involves students from more than one 
school district, charter school, non-public school, approved private special education day or 
residential school, or collaborative school, the Principal first informed of the incident will promptly 
notify by telephone the Principal or designee of the other school(s) of the incident so that each 
school may take appropriate action.  All communications will be in accordance with state and federal 
privacy laws and regulations, and 603 CMR 49.00. 
 

c. Notice to Law Enforcement.  At any point after receiving a report of bullying or retaliation, including 
after an investigation, if the Principal has a reasonable basis to believe that criminal charges may be 
pursued against the aggressor, the Principal will notify the local law enforcement agency.  Notice will 
be consistent with the requirements of 603 CMR 49.00 and locally established agreements with the 
local law enforcement agency.  Also, if an incident occurs on school grounds and involves a former 
student under the age of 21 who is no longer enrolled in school, the Principal shall contact the local 
law enforcement agency if he or she has a reasonable basis to believe that criminal charges may be 
pursued against the aggressor. 

 
 In making this determination, the Principal will, consistent with the Plan and with applicable school 

policies and procedures, consult with other members of the leadership team.   
 
C. Investigation.  The Principal or other administrator will investigate promptly all reports of bullying or retaliation 

and, in doing so, will consider all available information known, including the nature of the allegation(s) and the 
ages of the students involved.   

 
During the investigation, the Principal or other administrator will, among other things, interview students, staff, 
witnesses, parents or guardians, and others as necessary. The Principal will remind the alleged aggressor, target, 
and witnesses that retaliation is strictly prohibited and will result in disciplinary action.   
 
Interviews may be conducted by the Principal or other staff members as determined by the Principal or other 
administrator, and in consultation with the school counselor, as appropriate.  To the extent practicable, and given 
his/her obligation to investigate and address the matter, the Principal/administrator will maintain confidentiality 
during the investigative process. The Principal/administrator will maintain a written record of the investigation.   
 
Procedures for investigating reports of bullying and retaliation will be consistent with school policies and 
procedures for investigations.  If necessary, the Principal will consult with legal counsel about the investigation. 

 
D. Determinations.  The Principal/administrator will make a determination based upon all of the facts and 

circumstances.  If, after investigation, bullying or retaliation is substantiated, the Principal/administrator will take 
steps reasonably calculated to prevent recurrence and to ensure that the target is not restricted in participating in 
school or in benefiting from school activities.  The Principal/administrator will: 1) determine what remedial 
action is required, if any, and 2) determine what responsive actions and/or disciplinary action is necessary. 

 
Depending upon the circumstances, the Principal/administrator may choose to consult with the students’ 
teacher(s) and/or school counselor, and the target’s or aggressor’s parents or guardians, to identify any underlying 
social or emotional issue(s) that may have contributed to the bullying behavior and to assess the level of need for 
additional social skills development. 
 
The Principal/administrator will promptly notify the parents or guardians of the target and the aggressor about 
the results of the investigation and, if bullying or retaliation is found, what action is being taken to prevent further 
acts of bullying or retaliation.  All notice to parents will comply with applicable state and federal privacy laws and 
regulations.  Because of the legal requirements regarding the confidentiality of student records, the Principal 
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cannot report specific information to the target’s parent or guardian about the disciplinary action taken unless it 
involves a “stay away” order or other directive that the target must be aware of in order to report violations. 
 
If the Principal/administrator is investigating alleged bullying by a staff member, both the target and aggressor 
will be notified of the results of the investigation and if bullying or retaliation is found, what action is being taken 
to prevent further acts of bullying or retaliation.  All notice to staff members will comply with applicable state 
laws regarding privacy of personnel records.   
 
 

E. Responses to Bullying.   
 

1. Teaching Appropriate Behavior Through Skills-Building.  Upon the Principal determining that bullying 
or retaliation has occurred, the law requires that the school use a range of responses that balance the need 
for accountability with the need to teach appropriate behavior.  M.G.L. c. 71, § 37O(d)(v).  Skill-building 
approaches that the Principal may consider include:  

 
▪ offering individualized skill-building sessions based on the school’s/district’s anti-bullying curricula; 
▪ providing relevant educational activities for individual students or groups of students, in consultation 

with guidance counselors and other appropriate school personnel; 
▪ implementing a range of academic and nonacademic positive behavioral supports to help students 

understand pro-social ways to achieve their goals; 
▪ meeting with parents and guardians to engage parental support and to reinforce the anti-bullying 

curricula and social skills building activities at home; 
▪ adopting behavioral plans to include a focus on developing specific social skills; and 
▪ making a referral for evaluation. 

  
2. Taking Disciplinary Action  If the Principal decides that disciplinary action is appropriate, the disciplinary 

action will be determined on the basis of facts found by the Principal, including the nature of the 
conduct, the age of the student(s) involved, and the need to balance accountability with the teaching of 
appropriate behavior.  Discipline will be consistent with the Plan and with the school’s Code of Conduct. 

  
Discipline procedures for students with disabilities are governed by the federal Individuals with 
Disabilities Education Improvement Act (IDEA), which should be read in cooperation with state laws 
regarding student discipline.   

 
If the Principal determines that a student knowingly made a false allegation of bullying or retaliation, that 
student may be subject to disciplinary action. 
 
Any disciplinary action with respect to staff members who engaged in bullying conduct or made a false 
claim will be disciplined appropriately. 

 
3. Promoting Safety for the Target and Others.  The Principal will consider what adjustments, if any, are 

needed in the school environment to enhance the target's sense of safety and that of others as well.  One 
strategy that the Principal may use is to increase adult supervision at transition times and in locations 
where bullying is known to have occurred or is likely to occur.   

 
Within a reasonable period of time following the determination and the ordering of remedial and/or 
disciplinary action, the Principal will contact the target to determine whether there has been a recurrence 
of the prohibited conduct and whether additional supportive measures are needed.  If so, the Principal 
will work with appropriate school staff to implement them immediately. 
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VI. COLLABORATION WITH FAMILIES 
 
Boston Prep seeks to engage and collaborate with students’ families in order to increase the capacity of the school to prevent and respond to 
bullying.  Resources for families and communication with them are essential aspects of effective collaboration.  The law requires the district 
or school Plan to include provisions for informing parents or guardians about the bullying prevention and intervention curricula used by the 
school district or school including:  
 
A. Parent education and resources.  The school will offer education programs for parents and guardians that are 
focused on the parental components of the anti-bullying curricula and any social competency curricula used by the 
school.  Topics will include, but are not limited to, the following: (i) how parents and guardians can reinforce the 
curricula at home and support the school plan; (ii) the dynamics of bullying; and (iii) online safety and cyberbullying. 
The programs will be offered in collaboration with the Parent Committee.  
 
B. Notification requirements.  Each year Boston Prep will inform parents or guardians of enrolled students 
about the anti-bullying curricula that are being used. This notice will include information about the dynamics of 
bullying, including cyberbullying and online safety.  The school will send parents written notice each year about the 
student-related sections of the Plan and the school's Internet safety policy.  All notices and information made available 
to parents or guardians will be in hard copy and electronic formats, and will be available in the language(s) most 
prevalent among parents or guardians.  Boston Prep will post the Plan and related information on its website.    
 
 
VII. PROHIBITION AGAINST BULLYING AND RETALIATION 
 
Acts of bullying, which include cyberbullying, are prohibited:  
(i)  on school grounds and property immediately adjacent to school grounds, at a school-sponsored or school-
related activity, function, or program whether on or off school grounds, at a school bus stop, on a school bus or 
other vehicle owned, leased, or used by a school district or school; or through the use of technology or an electronic 
device owned, leased, or used by a school district or school, and  
(ii) at a location, activity, function, or program that is not school-related through the use of technology or an 
electronic device that is not owned, leased, or used by a school district or school, if the acts create a hostile 
environment at school for the target or witnesses, infringe on their rights at school, or materially and substantially 
disrupt the education process or the orderly operation of a school.   
 
Retaliation against a person who reports bullying, provides information during an investigation of bullying, or 
witnesses or has reliable information about bullying is also prohibited. 
 
As stated in M.G.L. c. 71, § 37O, nothing in this Plan requires the district or school to staff any non-school related 
activities, functions, or programs.   
 
 
VIII. DEFINITIONS  
 
Aggressor is a student or staff member who engages in bullying, cyberbullying, or retaliation. 

  
Bullying, as defined in M.G.L. c. 71, § 37O, is the repeated use by one or more students or staff members of a written, 
verbal, or electronic expression or a physical act or gesture or any combination thereof, directed at a target that:  

i. causes physical or emotional harm to the target or damage to the target’s property;  
ii. places the target in reasonable fear of harm to himself or herself or of damage to his or her property; 
iii. creates a hostile environment at school for the target;  
iv. infringes on the rights of the target at school; or  
v. materially and substantially disrupts the education process or the orderly operation of a school.   
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Cyberbullying, is bullying through the use of technology or electronic devices such as telephones, cell phones, 
computers, and the Internet.  It includes, but is not limited to, email, instant messages, text messages, and Internet 
postings.  See M.G.L. c. 71, § 37O for the legal definition of cyberbullying. 

 
Hostile environment, as defined in M.G.L. c. 71, § 37O, is a situation in which bullying causes the school environment 
to be permeated with intimidation, ridicule, or insult that is sufficiently severe or pervasive to alter the conditions of a 
student’s education. 
 
Retaliation is any form of intimidation, reprisal, or harassment directed against a student or staff member who reports 
bullying, provides information during an investigation of bullying, or witnesses or has reliable information about 
bullying.  
 
Staff includes, but is not limited to, educators, administrators, counselors, school nurses, cafeteria workers, custodians, 
bus drivers, athletic coaches, advisors to extracurricular activities, support staff, or paraprofessionals. 
 
Target is a student or staff member against whom bullying, cyberbullying, or retaliation has been perpetrated. 
 
 
IX. RELATIONSHIP TO OTHER LAWS 
 
Consistent with state and federal laws, and the policies of the school, no person shall be discriminated against in 
admission to a public school of any town or in obtaining the advantages, privilege and courses of study of such public 
school on account of race, color, sex, gender identity, religion, national origin, or sexual orientation.  Nothing in the 
Plan prevents the school from taking action to remediate discrimination or harassment based on a person’s 
membership in a legally protected category under local, state, or federal law, or school policies.     
 
In addition, nothing in the Plan is designed or intended to limit the authority of the school to take disciplinary action 
or other action under M.G.L. c. 71, §§ 37H or 37H½, other applicable laws, or school policies in response to violent, 
harmful, or disruptive behavior, regardless of whether the Plan covers the behavior. 
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Bullying Incident Report Form 
 
1.   Name of Reporter/Person Filing the Report: _________________________________________________________ 
(Note: Reports may be made anonymously, but no disciplinary action will be taken against an alleged aggressor solely on the 
 basis of an anonymous report.) 
 
2.   Check whether you are the:  ___ Target of the behavior    ___ Reporter (not the target)  
  
3.   Check whether you are a(n):    ___ Student ___ Staff member (specify role) __________________________ 
  
___ Parent ___ Administrator         ___ Other (specify) _____________________________ 
  
Your contact information/telephone number:_______________________________________________________ 
 
4.   If student, state your school: _________________________________________________   Grade: _____________   
  
5.   If staff member, state your school or work site: ______________________________________________________ 
 
 
6.   Information about the Incident:         
             
 Name of Target (of behavior): __________________________________________________________________   
 
 Name of Aggressor (Person who engaged in the behavior): _____________________________________________ 
   
 Date(s) of Incident(s):  ________________________________________________________________________ 
 
 Time When Incident(s) Occurred: ______________________________________________________________ 
 
 Location of Incident(s) (Be as specific as possible): __________________________________________________ 
 
 
7.   Witnesses (List people who saw the incident or have information about it): 
 
Name: _________________________________________     • Student  • Staff  • Other ________________________ 
 
Name: _________________________________________     • Student  • Staff  • Other ________________________ 
 
Name: _________________________________________     • Student  • Staff  • Other ________________________ 
 
 
8.  Describe the details of the incident (including names of people involved, what occurred, and what each person 
did and said, including specific words used).  Please use additional space on back if necessary. 
 
 
 
 
 
 
 
FOR ADMINISTRATIVE USE ONLY 
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9.  Signature of Person Filing this Report: ___________________________________________ Date: ______________ 
 (Note: Reports may be filed anonymously.) 
 
10:  Form Given to: __________________________________   Position: __________________  Date: _____________ 
 
Signature: ______________________________________________________ Date Received: ___________________ 
 
II. INVESTIGATION 
Investigator(s):________________________________________________  Position(s):________________________ 
Interviews: 
□ Interviewed aggressor Name: ___________________________________ Date: ___________________  
□ Interviewed target   Name: ___________________________________ Date: ___________________ 
□ Interviewed witnesses  Name: ___________________________________ Date: ___________________ 
    Name: ___________________________________ Date: ___________________ 
Any prior documented Incidents by the aggressor? □ Yes □ No 
If yes, have incidents involved target or target group previously?     □ Yes  □ No 
Any previous incidents with findings of BULLYING, RETALIATION        □ Yes □ No 
Summary of Investigation: 

 
 

(Please use additional paper and attach to this document as needed) 
 
III. CONCLUSIONS FROM THE INVESTIGATION 
 

1.  Finding of bullying or retaliation:  

□ YES  □ NO 

           □ Bullying    □ Incident documented as ___________________________ 

□ Retaliation     □ Discipline referral only_____________________________   

2.  Contacts: 

              □ Target’s parent/guardian    Date:______________ □ Aggressor’s parent/guardian    Date: _________________ 

□ Law Enforcement     Date: ___________________    [ADD IN CONTACT STAFF MEMBER] 

3.  Action Taken: 

       □ Suspension         □ Education      □ Support Services or Counseling Referral     

             □ Community Service     □ Other ________________________________   

4.  Describe Safety Planning:  _____________________________________________________________________________ 

Follow-up with Target:  scheduled for __________________________   Initial and date when completed: _________ 

Follow-up with Aggressor:  scheduled for _______________________   Initial and date when completed: _________ 
 
 
Report forwarded to Executive Director: Date_______________   
Report forwarded to Associate Dean:  Date______________  

 
Signature and Title: _________________________________________________________   Date: _________________ 
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Student Directory Information Release 
 
 
 
Dear Parents, 
 
Boston Prep shares student directory information, including names, addresses, and phone numbers, with 
mission-aligned partner organizations, including charter school advocacy organizations in Massachusetts. 
One purpose of this information sharing is to help keep families up to date regarding statewide issues that 
could impact charter public schools in Massachusetts, including but not limited to: 
 

• Raising the charter cap to allow more students to attend charter schools 
• Protecting charter school funding from budget cuts 
• Preventing rules and regulations from being passed that would make it hard for our schools to operate 

 
If you wish to opt out of this information sharing and have the school withhold all or part of your student 
information, please fill out the form below. 
 
-------------------------------------------------------------------------------------------------------------------------------------- 
 
 
TO: Boston Prep 
 
By checking the box below, I hereby request that the school withhold my student directory information 
from its information sharing: 
 
□ CHECK HERE TO OPT OUT OF ALL STUDENT DIRECTORY INFORMATION 
SHARING  
 
If you do not express your preference and return this form to Boston Prep, 885 River Street, by October 31, 
2017 you are giving the school permission to share your student directory information.  
 
 
Parent’s Name(s) (printed) _________________________________________________  
 
Parent’s Signature(s)______________________________________________________ 
 

 


