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0001
Equal Opportunity and NonDiscrimination
The Belmont Public Schools are committed to equal educational opportunity for all
students and equal employment opportunity for all employees. The Belmont Public
Schools does not discriminate against students, staff, the general public, or individuals
with whom it does business.
No child shall be excluded from or discriminated against in admission to, or in obtaining
the advantages, privileges and course of study of, the Belmont Public Schools, on
account of race, color, sex, religion, national origin, sexual orientation, gender identity
genetic information, active military or veteran status, age (other than with respect to
students), ancestry, disability or any other protected category as defined by state or
federal law. Every student will be given equal opportunity in school admission,
admissions to courses, course content, guidance services, and extracurricular and
athletic activities.
The Belmont Public Schools shall ensure that all personnel activities including
recruitment, employment, training, compensation, benefits and all Belmont Public
Schools conditions of employment are administered according to equal opportunity
principles and operate to eliminate practices that may result in inequities.
The Superintendent shall ensure the development of procedures to implement this
policy that comply with all federal and state law and regulations including the
appointment of compliance officer(s) and adoption and publication of grievance
procedures providing for prompt and equitable resolution of complaints.

REFERENCES:
Title VI, Civil Rights Act of 1964
Title VII, Civil Rights Act of 1964; 42 USC 2000e
Equal Pay Act, as amended
Title IX, Education Amendments of 1972; 20 USC 1681
34 CRF Part 106
Individuals with Disabilities Education Act: 20 USC 14001487
34 CFR Part 300
Section 504 of the Rehabilitation Act of 1973; 29 USC 794
34 CFR Part 104
MGL 71B: Children with Special Needs
603 CMR 28
M.G.L. 76:5 Access To Equal Educational Opportunity
603 CMR 26:00
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Harassment
The Belmont Public School District (“the District”) is committed to maintaining a school
environment that values civil discourse and diversity where all individuals are treated with
dignity and respect. Therefore, the District will take appropriate action to:



Prevent and/or otherwise respond to demeaning behavior and unlawful discrimination
or harassment of its employees or students, and
Define processes by which individuals can bring concerns about unlawful discrimination
or harassment to the School’s attention.

The District will not tolerate harassment of their employees or students. Harassment of staff or
students based on race, color, sex, sexual orientation, gender identity, religion, disability, age,
active military/veteran status, ancestry, or national or ethnic origin in the administration of its
educational policies, employment policies, and other administered programs and activities is
prohibited. In addition, students who are homeless or of limited English-speaking ability are
protected from discrimination in accessing the course of study and other opportunities
available through the schools.
It should be noted that while this policy sets forth the goal of promoting a work and educational
environment that are free of harassment, the policy is not designed or intended to limit the
authority of school officials to discipline or take remedial action for conduct which is deemed
unacceptable, regardless of whether that conduct satisfies the definition of unlawful
harassment.
Definition of Harassment
Harassment includes verbal or physical conduct which may offend, denigrate, or belittle any
person because of, or due to, any of the characteristics described above. Harassment may
include pictures, jokes, comments, innuendoes, slurs, derogatory remarks based on a protected
characteristic or any other behavior which creates an environment that is intimidating, hostile,
or offensive to anyone.
While all types of Harassment are prohibited, Sexual Harassment requires particular attention.
In Massachusetts, Sexual Harassment is defined as any unwelcome sexual conduct, including
sexual advances, requests for sexual favors, and/or other verbal or physical conduct of a sexual
nature when:




Submission to, acceptance of, or rejection of such advances, requests, or conduct is
made either explicitly or implicitly a term or condition of employment or education or a
basis for employment decisions affecting an employee or for educational, disciplinary,
or other decisions affecting a student; or
Such advances, requests, or conduct have the purpose or effect of unreasonably
interfering with an individual's work performance, education or participation in
extracurricular activities by creating an intimidating, hostile, humiliating, or offensive
work or school environment.
1
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Pursuant to Title IX of the Education Amendments of 1972, the District has grievance
procedures for responding to allegations of Sexual Harassment. Those procedures shall be
published to the school community. Title IX requires that schools use a separate, but similar
definition of Sexual Harassment. According to Title IX, Sexual Harassment is conduct on the
basis of sex that satisfies one or more of the following:




A District employee conditioning the provision of an aid, benefit, or service of the
recipient on an individual's participation in unwelcome sexual conduct;
Unwelcome conduct determined by a reasonable person to be so severe, pervasive, and
objectively offensive that it effectively denies a person equal access to the District's
education programs or activities; or
Sexual assault, dating violence, domestic violence, or stalking (all as defined by federal
laws.)

While it is not possible to list all circumstances that may constitute Sexual Harassment, the
following are examples of prohibited conduct:








Unwelcome sexual advances -- whether they involve physical touching or not;
Sexual epithets, jokes, written or oral references to sexual conduct, gossip regarding
one's sex life; comments about an individual's body, sexual activity, deficiencies, or
prowess;
Displaying sexually suggestive objects, pictures, cartoons;
Unwelcome leering, whistling, touching, brushing against the body, sexual gestures,
suggestive or insulting comments;
Inquiries into one's sexual experiences, and
Discussion of one's sexual activities
Taking or posting of photographs, videos or images of a sexual nature without consent

The Title IX Coordinator is responsible for ensuring compliance with the District’s policy on
Sexual Harassment, its procedures, and compliance with federal regulations. Any District
employee with knowledge of an allegation of sexual harassment must report it to the Title IX
Coordinator. The District will promptly respond to all reports alleging Sexual Harassment to
ensure a fair and equitable resolution to the report, provide support to the victim, eliminate
harassment, and impose discipline if necessary. Discipline may range from verbal to suspension
or termination, in the case of an employee.
Title IX Coordinator
Janice Darias
Assistant Superintendent
617-993-5410
Contact Information for State & Federal Agencies
The District urges all individuals in the school community to bring any concerns or complaints of
harassment to the attention of school personnel so that they can be addressed. If either party
2
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to the complaint is dissatisfied with the results or progress of the District’s investigation, they
may discuss this directly with the Superintendent of Schools.
The state agency responsible for enforcing laws that prohibit harassment in the workplace is
the Massachusetts Commission Against Discrimination (MCAD), One Ashburton Place, Suite
601, Boston, MA 02108-1518; telephone (617) 994-6000; TTY Users (617) 994-6196. The time
frame for filing a complaint with the MCAD is within 300 days from the date of the most recent
incident of alleged harassment. The state agency responsible for ensuring that Massachusetts
public schools do not discriminate on the basis of protected characteristics is the Massachusetts
Department of Elementary and Secondary Education (DESE), 75 Pleasant Street, Malden, MA
02148-4906; telephone (781) 338-3300; TTY Users (800) 439-2370. The MA DESE's Program
Quality Assurance Services (PQA) accepts complaints when the alleged violation occurred no
more than one year before PQA received the written complaint.
The Equal Employment Opportunity Commission (EEOC) is the federal agency that enforces
federal laws prohibiting employment discrimination. The deadline for filing a complaint with
the EEOC is within 300 days from the day of the alleged discrimination The EEOC is located at
JFK Federal Bldg., 475 Government Center, Boston, MA 02203; (617) 565-3200 or (800) 6694000; TTY Users (800) 669-6820. The US Department of Education's Office for Civil Rights (OCR)
is a federal agency that enforces five federal civil rights laws that prohibit discrimination on the
basis of race, color, national origin, sex, disability and age in programs or activities that receive
federal financial assistance from the US Department of Education. In most cases, a complaint
must be filed with OCR within 180 calendar days of the date of the alleged discrimination. OCR
is located on the 8th Floor, 5 Post Office Square, Boston, MA 02109-3921; telephone (617) 2890111, fax (617) 289-0150.

LEGAL REF.: M.G.L. 151B:3A
Title IX of the Education Amendments of 1972
BESE 603 CMR 26:00
34 CFR 106.44 (a), (a)-(b)
34 CFR 106.45 (a)-(b) (1)
34 CFR 106.45 (b)(2)-(b)(3,4,5,6,7)
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Uniform Complaint Procedures for Harassment or Discrimination Claims
These procedures cover complaints alleging discrimination or harassment as described in Belmont Public
School District’s Harassment Policy. Please note that the District has separate procedures for
responding to Sexual Harassment.
A. Compliance Coordinators
The following people have been designated to handle inquiries regarding these laws and may be
contacted at 644 Pleasant Street, Belmont, MA 02478.
Coordinator of Title VI and Title IX:
Janice Darias
Assistant Superintendent
(617) 993-5410
Coordinator of Section 504 for Students:
Kenneth Kramer
Director of Student Services
(617) 993-5440
Coordinator of Section 504 for Employment:
Michael McAllister
Director of Human Capital
(617) 993-5425
B. Reporting
A member of the Belmont Public School Community (student, employee, volunteer, intern, student
teacher or visitor) who believes that he or she has been the target of harassment or discrimination, or
who has knowledge of harassment or discrimination, should report incident(s) to any teacher, guidance
counselor, or school administrator.
Any employee who witnesses, overhears, or receives information concerning an incident of harassment
of or discrimination against students at school or during school-sponsored activities shall report it to the
principal. If the incident involves the principal, the employee shall make the report directly to the
Superintendent at 644 Pleasant Street, Belmont, (617) 993-5401.
Complaints will be kept confidential to the extent possible given the District’s legal reporting
requirements, and the need to respond to harassment.
C. Informal Resolution Procedure
Before initiating the formal procedure, a complainant has the option to resolve any complaint on an
informal basis. The appropriate school administrator shall attempt within his/her authority, to work
with the individual to resolve the complaint fairly and expeditiously within ten (10) working days of
receiving the complaint.

If the complainant is not satisfied with the resolution, or if s/he/they does not choose informal
resolution, the formal complaint process will be utilized.
D. Formal Resolution Procedure
Complainants are encouraged to report the incidents to the Compliance Coordinator, listed above, or to
one of the following:
Students: to the Principal
Employees: to the Director of Human Capital
Other Community members: to the Superintendent
If the complaint concerns the Superintendent, a formal complaint may be directed to the Chair of the
School Committee.
The complaint should state the name of the individual and the location where the alleged harassment or
discriminatory practice occurred, the basis for the complaint and the corrective action sought. The
complaint should be in writing or may be taken orally and reduced to writing by a designated staff
member. All complaints, if not initially directed to the Superintendent shall be forwarded to the
Superintendent within 24 hours of receipt.
E. Investigation
The administrator designated to receive and investigate complaints alleging harassment or
discrimination shall promptly conduct an investigation which will include interviews with the individuals
involved. The investigator may also contact any other persons who may have knowledge of the
circumstances giving rise to the complaint, and may review all other relevant evidence.
The investigation shall be completed as soon as practicable and no later than thirty (30) calendar days
following receipt of the complaint. The thirty (30) days may be extended for just cause. In such event,
the investigator shall document the investigation’s progress, the reason for extending the process
beyond thirty (30) calendar days and an estimated number of additional days required to complete the
investigation. The complainant shall be notified of the extension.
Upon completion of the investigation, the investigator shall decide if a violation of any District policy on
harassment or discrimination has occurred and report that decision in writing, along with the evidence
supporting it, to the Superintendent, or if the complaint involves the Superintendent, directly to the
chair of the school committee, for appropriate action in accordance with school district disciplinary
policy. The results of the District’s investigation of each complaint filed under these procedures will be
reported in writing to the complainant and other parties in accordance with state and federal laws
regarding data or records privacy, and consistent with the privacy rights of the alleged harasser.
F. Resolution
The District shall impose disciplinary or remedial action as appropriate in order to ensure that further
harassment does not occur. Such action may include, but is not limited to:




For Students: counseling, awareness training, parent-teacher conferences, warning, suspension
and /or expulsion
For Employees: counseling, awareness training, transfer, suspension and or/termination
For volunteers or others: Restriction of activities and/or termination from position

In determining an appropriate response to a finding that harassment in violation of this policy has
occurred, the School District shall consider:







What response is most likely to end any ongoing harassment?,
Whether a particular response is likely to deter similar future conduct by the harasser or others,
The amount and kind of harm suffered by the victim of the harassment,
Past incidents or past continuing patterns of behavior;
The relationship of the parties involved,
The identity of the party who engaged in the harassing conduct, whether the harassment was
engaged in by school personnel, and if it was, how the District can best remediate the effects of
the harassment.

Action taken for violation of this policy will be consistent with the requirements of Massachusetts and
federal law, School District policies and applicable collective bargaining agreements.
G. Retaliation
Retaliation for reporting harassment or cooperating in an investigation of harassment is a violation of
Massachusetts law. Any person who retaliates against any individual who reports, testifies, assists, or
participates in an investigation or hearing related to a harassment or discrimination complaint will be
subject to appropriate action and /or discipline.
H. Record Keeping
A record of any complaint and investigation of harassment or discrimination as well as the disposition of
the complaint and any disciplinary or remedial action will be maintained by the School District in a
confidential file.
State & Federal Agencies
If a satisfactory resolution cannot be reached through either the informal or formal resolution
procedures detailed above, the complainant has the right to take the complaint to an appropriate state
or federal agency. Use of the District’s complaint process does not prohibit the filing of a complaint with
the agencies.
The District urges all individuals in the school community to bring any concerns or complaints of
harassment to the attention of school personnel so that we can address them. If either party to the
complaint is dissatisfied with the results or progress of the District’s investigation, they may discuss this
directly with the Superintendent of Schools.
The state agency responsible for enforcing laws that prohibit harassment in the workplace is the
Massachusetts Commission Against Discrimination (MCAD), One Ashburton Place, Suite 601, Boston, MA
02108-1518; telephone (617) 994-6000; TTY Users (617) 994-6196. The time frame for filing a complaint
with the MCAD is 300 days from the date of the most recent incident of alleged harassment. The state
agency responsible for ensuring that Massachusetts public schools do not discriminate on the basis of
protected characteristics is the Massachusetts Department of Elementary and Secondary Education
(DESE), 75 Pleasant Street, Malden, MA 02148-4906; telephone (781) 338-3300; TTY Users (800) 4392370. The MA DESE’s Program Quality Assurance Services (PQA) accepts complaints when the alleged
violation occurred no more than one year before PQA received the written complaint.
The Equal Employment Opportunity Commission (EEOC) is the federal agency that enforces federal laws
prohibiting employment discrimination. The deadline for filing a complaint with the EEOC is within 300

days from the day of the alleged discrimination The EEOC is located at JFK Federal Bldg., 475
Government Center, Boston, MA 02203; (617) 565-3200 or (800) 669- 4000; TTY Users (800) 669-6820.
The US Department of Education’s Office for Civil Rights (OCR) is a federal agency that enforces five
federal civil rights laws that prohibit discrimination on the basis of race, color, national origin, sex,
disability and age in programs or activities that receive federal financial assistance from the US
Department of Education. In most cases, a complaint must be filed with OCR within 180 calendar days of
the date of the alleged discrimination. OCR is located on the 8th Floor, 5 Post Office Square, Boston, MA
02109-3921; telephone (617) 289-0111, fax (617) 289-0150.
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Title IX Procedures
Belmont Public School’s Response to Sexual Harassment
A student or any individual wishing to report sexual harassment may inform the Title IX
Coordinator or any other employee. Any District employee with knowledge of an allegation of
sexual harassment, must report it, whether they personally witness the sexual harassment,
learn of it from a third party or the alleged victim directly.
Once the Title IX Coordinator learns of an allegation of sexual harassment, they will contact the
alleged victim, or “the Complainant,” to gather preliminary information, offer “Supportive
Measures,” and inform that person of the right to file a “Formal Complaint” against the alleged
perpetrator, or “the Respondent,” that initiates the Title IX “Grievance Process.”
A “Formal Complaint” is a document filed by the Complainant or signed by the Title IX
Coordinator alleging sexual harassment against a respondent and requesting that the District
investigate the allegation of sexual harassment and initiate the Grievance Process. Formal
Complaints may be filed with the Title IX Coordinator in person, by mail, or electronic mail. To
file a Formal Complaint, the alleged sexual harassment must have occurred in the school’s
district educational programming or activity, and within the United States.
In some circumstances, the District will dismiss a Formal Complaint. The District has discretion
to dismiss a Formal complaint where the passage of time results in an inability to gather
sufficient evidence for a determination of responsibility or the District lost responsibility over
the Respondent. The District must dismiss the Formal complaint if it does not constitute sexual
harassment as contemplated by Title IX. However, the school may investigate the conduct as it
pertains to other school policies.
“Supportive Measures” are non-disciplinary, non-punitive individualized services offered as
appropriate, as reasonably available, and without fee or charge to the complainant or the
respondent before or after the filing of a formal complaint or where no formal complaint has
filed. Such Measures are designed to restore or preserve equal access to the District’s
education and activities, including measures designed to protect the safety of all or the
educational environment, or deter sexual harassment.
The District will maintain the confidentiality of any Supportive Measures to the extent possible
and document the supportive measures offered by the Title IX Coordinator to the Complainant
and Respondent. Examples of supportive measures include, but are not limited to the
following: counseling, deadline extensions, course adjustments, work or schedule
modifications, and increased security.
Grievance Process
Once the Formal Complaint is filed, the “Grievance Process” commences. The District is
committed to treating all parties equitably during the Grievance Process. The District is
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committed to completing the Grievance Process as soon as possible with the goal of completion
within 60 days. However, if required, by good cause, such as the absence of a party, a party’s
advisor, or a witness; law enforcement or DCF involvement; or the need for accommodations,
the parties will be notified of the need for delay. The Respondent is presumed not responsible
for the alleged conduct until a determination of responsibility has been made.

The District will provide the Complainant and Respondent with written notice of the allegations
and the Grievance Process. This notice will include specific detail of the allegations against the
Respondent. The parties will be informed at this time of their right to have an advisor of their
choice, who may be, but is not required to be, an attorney, and may accompany them at any
point during the process. They will also be informed of their right to inspect and review
evidence. The District will remind the parties of the school’s prohibition against knowingly
making false statements during this process. Supportive measures are available to all parties
during the Grievance Process.
The Title IX Grievance Process requires the involvement of several different employees that
fulfill separate roles. As noted earlier, the Title IX Coordinator oversees Title IX compliance and
the Grievance Process. Additionally, each Formal Complaint will be assigned an “Investigator,”
who could be a Principal, Vice-Principal, or other employee that is properly trained in
investigations. Each Title IX investigation will be assigned a “Decision-Maker,” which similarly
could be a Principal, Vice-Principal, or other employee that is properly trained. All appeals will
be reviewed by someone who was not involved in the underlying Title IX investigation.
The District will ensure that Title IX coordinators, investigators, Decision-Makers, and any
person who facilitates an informal resolution process, receives training on this policy and his or
her respective role.
Informal Resolution of Sexual Harassment
If appropriate, the Title IX Coordinator will offer the parties the option of an informal resolution
process, but, pursuant to Title IX, not until a Formal Complaint has been filed and the parties
have been fully advised of their Title IX rights. Before beginning an informal resolution process,
the District will obtain written consent from the Complainant and Respondent. At any time, the
parties can withdraw from the informal resolution and the Grievance Process will resume.
Informal Resolution shall not be offered in the event the Respondent is a District employee.
Investigation of Sexual Harassment
A properly trained Investigator will complete an investigation into the Formal Complaint. Both,
the Respondent and Complainant, will have an equal opportunity to offer witnesses and other
evidence. Prior to any interviews with a witness, the District will provide the witness with
notice of the date, time, location, participants, and sufficient time to prepare for that interview.
Both parties will have an equal opportunity to examine and inspect evidence. Unless waived by
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one of the parties, the investigation will not intrude on any information that is legally
privileged. Information about a person’s sexual predisposition or prior sexual behavior are not
relevant, unless it is offered to prove that someone other than the Respondent committed the
alleged act, or the information concerns specific incidents of sexual behavior between the
parties and it is offered to prove consent. At the conclusion of the investigation, the
Investigator will create an Investigative Report that summarizes the relevant evidence and send
it to each party and the party’s advisor.
The parties will have at least 10 days before any hearing or determination of responsibility to
review and respond to the report if they so choose. Time periods may be extended or delayed
for good cause, including the absence of a party, a party’s advisor, or a witness; concurrent law
enforcement activity; or the need for language assistance or accommodations of disabilities.

The designated Decision-Maker will afford each party the opportunity to submit written,
relevant questions that a party wants asked of any party or witness, provide each party with the
answers, and allow additional, limited follow-up questions. However, before presenting the
question, the Decision-Maker will determine if it is relevant. In the event that the DecisionMaker decides to exclude a question, he/she will provide a written decision explaining their
reasoning.
Hearings
Though it is not required, the District reserves the right to conduct a full-live hearing as part of
the Grievance Process. At such a hearing, the Decision-Maker will permit each party’s Advisor
to ask the other party and any witnesses relevant questions. If a party does not have an
advisor, the District will provide one at no cost. Upon the request of the Complainant or
Respondent, the District will utilize technology to separate the parties during the hearing
process. If a party or witness does not submit to cross-examination at the live hearing, the
Decision-Maker will not consider any statement of that party or witness in determining
responsibility.
Finding of Responsibility
Any Respondent found, by a preponderance of the evidence, to have committed Sexual
Harassment shall be subject to a range of discipline, including, but not limited to: detention,
exclusion of extracurricular activities, suspension, and expulsion, or in the case of an employee
termination of employment
The Decision-Maker will simultaneously issue a written determination of responsibility that
includes a description of the allegations, the procedural steps of the grievance process, the
findings of facts, the conclusions reached, and a statement and rationale of responsibility and
related discipline. If applicable, it will also include remedies designed to restore or preserve
equal access to education and activities at the District.
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Appeal
Both the Complainant and Respondent shall have the right to appeal the decision of the
Grievance Process by notifying the Title IX coordinator in writing within 10 business days of
receiving the decision. The grounds for appeal are limited to: procedural irregularity, new
evidence that was not reasonably available at the time of the determination or dismissal, or an
alleged conflict of interest. Both parties shall have an opportunity to provide a written
statement supporting their position on Appeal. The Appeal shall be reviewed by a person who
is not the original decision-maker, investigator, or Title IX Coordinator. That person shall issue a
written decision and rationale simultaneously to the parties.
Retaliation
The District strictly prohibits retaliation in any form against persons seeking protection under or
participating in an investigation related to this policy. As such, the District will investigate any
reports of retaliation and take separate disciplinary action against those found to have
retaliated against someone.

Update: October 1, 2020

0003
Tobacco, Drugs and Alcohol

The Belmont Public Schools prohibits the use, possession, or distribution of tobacco,
tobacco products, illegal drugs, alcoholic beverages and intoxicants, prescription drugs
not prescribed for the individual, or drug paraphernalia on school property, in
connection with any schoolsponsored activity, on school buses or in cars going to or
from any place where students are present at an activity sponsored by the Belmont
Public Schools. Use and/or possession of all other medication is governed by the
Belmont Public School Nursing Protocols and Procedures.
Individuals violating this policy will face disciplinary action, and those who violate state
law will be reported to local police.
The Superintendent shall insure that this policy is promulgated to all staff and students
in appropriate handbook(s) and publications. Signs shall be posted in all school
buildings informing the general public of the district policy and the requirements of
state law.
The Superintendent shall develop procedures to implement this policy.
References:
M.G.L. 71:2A; Student use of tobacco products
71: 37H; Conduct of teachers or students –controlled substances
270: 22; Smoking in public places
272:40A; Alcoholic beverages on school premises
Drug-Free Workplace Act of 1988; 21 USC 1501
Belmont School Nursing Protocols and Procedures, as amended from time to time,
available from school nurses and the office of the Superintendent of Schools.
Policy 5013: Student Discipline
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Technology Use and Internet Safety
The Belmont Public Schools shall provide technological resources to support its
instructional program. The Superintendent shall ensure the development of procedures
for the acceptable use of technology and internet safety, including instruction to ensure
that students and staff are aware of the dangers associated with internet access
including interacting with other individuals on social networking sites and in chat rooms,
protecting personal information, appropriate online behavior and cyber bullying
awareness and response.
Appropriate procedures shall be provided to all users, shall be published in all applicable
handbooks and shall be available on the Belmont Public Schools web site.
The Superintendent shall ensure that the district complies with all federal and state laws
and regulations concerning internet safety and technology protection measures.

References:
20 USC 6777
Education Technology – Internet safety
47 USC 254(h) Children’s Internet Protection Act
47 CFR 54.520(e)(1)(i)
MGL 71:93 Policy regarding internet safety measures for students

General Policies 5-1-12

Page 10 �

0005
Criminal Offender Record Information
The Belmont Public Schools, in accordance with the provisions of Massachusetts law,
shall conduct criminal background checks (“CORI checks”) at least every three (3) years
on employees, service providers, volunteers and other individuals who may have direct
and unmonitored contact with children. CORI checks will be conducted on prospective
employees and service providers prior to employment and on any volunteer prior to
acceptance as a volunteer.
The Superintendent shall develop procedures to implement this policy that comply with
all applicable requirements of Massachusetts law and regulations of the Criminal History
Systems Board.

References:
M.G.L.c. 71, §38R School Access to Criminal Offender Records
M.G.L.c. 6, §172I, Schools to obtain criminal records of taxicab employees
803 CMR: Criminal History Systems Board
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BELMONT PUBLIC SCHOOLS
PROTOCOL GOVERNING
FINGERPRINT-BASED CRIMINAL HISTORY RECORD
INFORMATION (CHRI) CHECKS
MADE FOR NON-CRIMINAL JUSTICE PURPOSES

This protocol is applicable to any fingerprint-based state and national criminal history record
check made for non-criminal justice purposes and requested under applicable federal authority
and/or state statute authorizing such checks for licensing or employment purposes. Where such
checks are allowable by law, the following practices and procedures will be followed.
I. Requesting CHRI checks
Fingerprint-based CHRI checks will only be conducted as authorized by the Massachusetts
Department of Elementary and Secondary Education (DESE), in accordance with all applicable
state and federal rules and regulations, and in compliance with M.G.L. c. 6, §§ 167-178 and 803
CMR §§ 2.00, et seq. If an applicant or employee is required to submit to a fingerprint-based
state and national criminal history record check, he/she shall be informed of this requirement and
instructed on how to comply with the law. Such instruction will include information on the
procedure for submitting fingerprints. In addition, the applicant or employee will be provided
with all information needed to successfully register for a fingerprinting appointment (e.g.,
IdentoGO web site address, Provider Identification Number (Provider ID)
II. Access to CHRI
All CHRI is subject to strict state and federal rules and regulations in addition to Massachusetts
CORI laws and regulations. CHRI cannot be shared with other entities for any purpose, including
subsequent hiring determinations. All receiving entities are subject to audit by the Massachusetts
Department of Criminal Justice Information Services (DCJIS) and the FBI, and failure to comply
with such rules and regulations could lead to sanctions. Title 28, U.S.C, § 534, Pub. L. 92-544,
and Title 28 C.F.R. 20.33(b) provide that the exchange of records and information is subject to
cancellation if dissemination is made outside of the receiving entity or related entities.
Furthermore, an entity can be charged with federal and state crimes for the willful, unauthorized
disclosure of CHRI.
III. Storage of CHRI
CHRI shall only be stored for extended periods of time when needed for the integrity and/or
utility of an individual’s personnel file. Administrative, technical, and physical safeguards,
which are in compliance with the most recent FBI CJIS Security Protocol. Protocol, have been
implemented to ensure the security and confidentiality of CHRI. Each individual involved in the
handling of CHRI is to familiarize himself/herself with these safeguards.
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In addition to the above, each individual involved in the handling of CHRI will strictly adhere to
the protocol on the storage and destruction of CHRI.
IV. Retention of CHRI
Federal law prohibits the repurposing or dissemination of CHRI beyond its initial requested
purpose. Once an individual’s CHRI is received, it will be securely retained in internal agency
documents for the following purposes only:
•
•
•

Historical reference and/or comparison with future CHRI requests
Dispute of the accuracy of the record
Evidence for any subsequent proceedings based on information contained in the CHRI.

CHRI will be kept for the above purposes in:
•
•

hard copy form in the BPS School Administration Building, Human Resources
locked files
electronic form on the Human Resources Iron Key (password-protected USB
storage), stored within a locked cabinet in the Human Resources office.

IV. CHRI Training
An informed review of a criminal record requires training. Accordingly, all personnel authorized
to receive and/or review CHRI at Belmont Public Schools will review and become familiar with
the educational and relevant training materials regarding SAFIS and CHRI laws and regulations
made available by the appropriate agencies, including the DCJIS.
In addition to the above, all personnel authorized to receive and/or review CHRI must undergo
Security Awareness Training on a biennial basis. This training will be accomplished using the
training materials made available by the DCJIS along with the web-based training system known
as CJIS Online (www.CJISonline.com).
V. Determining Suitability
In determining an individual’s suitability, multiple factors will be considered, including but not
limited to:
•
•
•

fingerprint-based national criminal history record information (CHRI) checks
Massachusetts Criminal Offender Record Information (CORI) checks
Reference interviews

VI. Adverse Decisions Based on CHRI
If inclined to make an adverse decision based on an individual’s CHRI, Belmont Public Schools
will take the following steps prior to making a final adverse determination:
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•
•
•
•

Provide the individual with a copy of his/her CHRI used in making the adverse
decision;
Provide the individual with a copy of the Belmont Public Schools CHRI Protocol;
Provide the individual the opportunity to complete or challenge the accuracy of
his/her CHRI; and
Provide the individual with information on the process for updating, changing, or
correcting CHRI.

A final adverse decision based on an individual’s CHRI will not be made until the individual has
been afforded a reasonable time to correct or complete the CHRI.
VII. Secondary Dissemination of CHRI
If an individual’s CHRI is released to another authorized entity, a record of that dissemination
must be made in the secondary dissemination log. The secondary dissemination log is subject to
audit by the DCJIS and the FBI.
The following information will be recorded in the log:
(1)
(2)
(3)
(4)
(5)
(6)
(7)

Subject Name;
Subject Date of Birth;
Date and Time of the dissemination;
Name of the individual to whom the information was provided;
Name of the agency for which the requestor works;
Contact information for the requestor; and
The specific reason for the request.
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VIII. Local Agency Security Officer
Each NCJA receiving CHRI is required to designate a Local Agency Security Officer (LASO).
An individual designated as LASO is:
•
•
•

An individual who will be considered part of the NCJA’s “authorized personnel” group.
An individual that has completed a fingerprint-based background check and found
appropriate to have access to CHRI.
An employee directly involved in evaluating an individual’s qualifications for
employment or assignment.

The Belmont Public Schools LASO is the BPS Director of Human Resources (HR).
The LASO is responsible for the following:
•
•
•
•
•

Identifying who is using or accessing CHRI and/or systems with access to CHRI.
Identifying and documenting any equipment connected to the state system.
Ensuring that personnel security screening procedures are followed as stated in this
protocol.
Ensuring the approved and appropriate security measures are in place and working as
expected.
Supporting protocol compliance and ensuring the DCJIS Information Security Officer
(ISO) is promptly informed of security incidents.

When changes in the LASO appointment occur, the Belmont Public Schools shall complete and
return a new LASO appointment form. The most current copy of the LASO appointment form
will be maintained on file indefinitely by the agency.
IX. Personnel Security
All Personnel
All personnel requiring access to CHRI must first be deemed “Authorized Personnel.” Prior to
being allowed access to CHRI, such individuals shall complete a fingerprint-based CHRI
background check. The DCJIS will review and determine if access is appropriate. Access is
denied if the individual has ever had a felony conviction, of any kind, no matter when it
occurred. Access may be denied if the individual has one or more recent misdemeanor
convictions.
In addition to the above, an individual believed to be a fugitive from justice, or having an arrest
history without convictions, will be reviewed to determine if access to CHRI is appropriate. The
DCJIS will take into consideration extenuating circumstances where the severity of the offense
and the time that has passed would support a possible variance.
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Persons already having access to CHRI and who are subsequently arrested and/or convicted of a
crime will:
a. Have their access to CHRI suspended until the outcome of an arrest is determined and
reviewed by the DCJIS in order to determine if continued access is appropriate.
b. Have their access suspended indefinitely if a conviction results in a felony of any kind.
c. Have their access denied by the DCJIS where it is determined that access to CHRI by the
person would not be in the public’s best interest.
Whenever possible, access to CHRI by support personnel, contractors, and custodial workers
will be denied. If a need should arise for such persons to be in an area(s) where CHRI is
maintained or processed (at rest or in transit); they will be escorted by, or be under the
supervision of, authorized personnel at all times while in these area(s).
Personnel Termination
The LASO shall terminate access to CHRI immediately upon notification of an individual’s
termination of employment. Personnel termination will be addressed as follows:
a. Terminated individual will be notified by the LASO (Director of HR) that their access to
CHRI data and systems will be revoked as of their last working day.
b. Disconnection of the individual’s CHRI access will be completed within 24 hours of the
individual’s last working day.
c. The LASO will revoke the individual’s access to physical CHRI media by obtaining the
return of his/herkey to the locked HR files.
d. The individual’s access to electronic CHRI media will be revoked by the LASO
obtaining the return of his/her Iron Key, and by the BPS Information Technology (IT)
department’s shut-down of the individual’s BPS email account.
In addition to the above, the LASO shall notify the DCJIS of the termination of any individual
authorized to access CHRI who is also a SAFIS-R User. This notification shall be made
immediately upon the termination of the user and shall be accomplished by emailing a SAFIS-R
User Designation Form with the “Remove” checkbox checked to the DCJIS SAFIS Unit at
safis@state.ma.us
Personnel Transfer
Individuals with access to CHRI who have been reassigned or transferred shall have their access
reviewed by the LASO to ensure access is still appropriate. If continued access is determined to
be inappropriate, the LASO shall immediately suspended access following the steps below:
a. The LASO (Director of HR) will review access to CHRI.
b. Thie review will be initiated when HR is notified of the employee’s impending
reassignment/transfer.
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c. If the LASO determines the employee’s CHRI access is no longer appropriate,
disconnection of CHRI access will be completed within 24 hours of the individual’s last
day in the former position.
d. If it is determined the employee no longer requires access to physical CHRI media to
perform his/her daily job responsibilities, the LASO will obtain the return of his/her key
to the locked HR files.
e. If it is determined the employee no longer requires access to electronic CHRI media to
perform their daily job responsibilities, the LASO will obtain the return of his/her Iron
Key.
In addition to the above, the LASO shall notify the DCJIS of the transfer of any individual
authorized to access CHRI who is also a SAFIS-R User and for whom it is determined that CHRI
access is no longer appropriate. This notification shall be made immediately upon the
termination of the user and shall be accomplished by emailing a SAFIS-R User Designation
Form with the “Remove” checkbox checked to the DCJIS SAFIS Unit at safis@state.ma.us
Sanctions
Persons found non-compliant with state or federal laws, the current FBI CJIS Security
ProtocolProtocol, DCJIS policies or regulations, or other applicable rules or regulations,
including Belmont Public Schools Information Security Protocol, will be formally disciplined.
Discipline can include, but may not be limited to, counseling, the reassignment of CHRI
responsibilities, dismissal, civil penalties, or prosecution. Discipline will be based on the severity
of the infraction and the discretion of Belmont Public Schools and/or the CSO of the MSP.
When an individual is sanctioned for such non-compliance, the LASO shall notify the DCJIS
CSO in writing of the infraction(s) and of the discipline imposed within 5 business days.
Additionally, if the discipline imposed includes denying access to CHRI and the individual is
also a SAFIS-R User, the LASO shall immediately notify the DCJIS by emailing a SAFIS-R
User Designation Form with the “Remove” checkbox checked to the DCJIS SAFIS Unit at
safis@state.ma.us.
X. Media Protection
All media containing CHRI is to be protected and secured at all times. The following is
established and to be implemented to ensure the appropriate security, handling, transporting, and
storing of CHRI media in all its forms.
Media Storage and Access
Electronic and physical CHRI media shall be securely stored within physically secured locations
or controlled areas. Access to such media is restricted to authorized personnel only and shall be
secured at all times when not in use or under the supervision of an authorized individual.
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Physical CHRI media:
a. Is to be stored within employee records when feasible or by itself when necessary.
b. Is to be maintained within a lockable filling cabinet, drawer, closet, office, safe, vault, or
other secure container.
Electronic CHRI media:
a. Is to be secured through encryption as specified in the FBI CJIS Security Protocol.
b. Electronic storage media devices (such as discs, CDs, SDs, thumb drives, DVDs, etc.) are
to be maintained within a lockable filling cabinet, drawer, closet, office, safe, or vault, or
other secure container.
Media in Transit (Electronic and/or Physical)
Should the need arise to move any form of CHRI media, including physical CHRI media
(paper/hard copies) and electronic CHRI media (e.g., laptops, computer hard drives, or any
removable, transportable digital memory media, such as magnetic tape or disk, optical disk, flash
drives, external hard drives, or digital memory card), outside of the secured location or
controlled area, the transport of the CHRI media will be conducted by authorized personnel only.
Belmont Public Schools has established and implemented the following security controls to
prevent compromise of the data while in transit:
CHRI media will be handled and transported by the LASO or other CHRI-authorized employee.
a. Transport will occur only upon justification and approval by the LASO)
b. Physical CHRI media will be transported by use of a locked container orsealed envelope.
Electronic CHRI media will be transported on the password-protected Iron Key.
c. The media is to remain in the physical possession of the designated authorized employee
until the CHRI media is delivered to its intended destination.
Electronic Media Sanitization and Disposal
Once electronic CHRI media is determined to be no longer needed by the agency, it shall be
sanitized and disposed of appropriately. This includes, but is not limited to, devices used to store
electronic CHRI and/or used for dissemination (fax machines, scanners, computers, laptops,
etc.). The devices shall be sanitized prior to disposal, recycling, or reuse by other non-authorized
personnel.
The sanitization of CHRI media will be conducted in the following manner:
a. The LASO or the BPS Director of IT shall witness or conduct sanitization of the media. .
b. Destruction of the media
c. This is to occur when the media has been approved by the SC for surplus and disposal
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Disposal of Physical Media
Once physical CHRI media (paper/hard copies) is determined to be no longer needed by the
agency, it shall be destroyed and disposed of appropriately. Physical CHRI media shall be
destroyed by shredding, cross cut shredding, or incineration. Belmont Public Schools will ensure
such destruction is witnessed or carried out by authorized personnel:
a. The LASO or other CHRI-authorized member of the BPS HR staff shall witness or
conduct disposal.
b. Physical CHRI media will be destroyed by shredding.
c. Physical CHRI media will be destroyed as soon as no longer needed for employment
suitability determination.
XI. Incident Response protocol
The security of information and systems in general, and of CHRI in particular, is a top priority
for Belmont Public Schools. Therefore, we have established appropriate operational incident
handling procedures for instances of an information security breach. It is each individual’s
responsibility to adhere to established security guidelines and policies and to be attentive to
situations and incidents which pose risks to security. Furthermore, it is each individual’s
responsibility to immediately report potential or actual security incidents to minimize any breach
of security or loss of information. The following security incident handling procedures must be
followed by each individual:
a. Security-breach incidents are to be reported directly to the Director of HR (LASO).
b. Report to the Superintendent of Schools.
In addition to the above, the LASO shall report all security-related incidents to the DCJIS ISO
within 48 hours. The LASO shall complete an NCJA Security Incident Report Form and shall
email it to the DCJIS ISO at safis@state.ma.us
XII. Controlled Area
As required by DCJIS and FBI regulations and policies, controls have been established an
implemented in order to ensure a physically secured location for CHRI media. Belmont Public
Schools has designated the School Administration Building Human Resources Office (644
Pleasant Street, Belmont MA) as a controlled area for the purpose of day to day access and
storage of CHRI.
In addition, the following security controls are in place:
a. Access is limited to the controlled area during CHRI processing times to authorized
personnel approved by the agency to access or view CHRI.
b. CHRI will be locked and secured to prevent unauthorized access to the extent possible
when unattended.
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c. Information system devices and documents containing CHRI will be positioned in such a
way as to prevent access or viewing by unauthorized individuals.
d. Appropriate encryption has been implemented for electronic storage of CHRI.

0006
Bullying and Hazing
The Belmont Public Schools is committed to maintaining a school environment free of
behavior that infringes on the physical and emotional safety and wellbeing of any
student. The Belmont Public Schools shall not tolerate bullying or cyber bullying as
defined by Massachusetts Law Chapter 71, section 37 O (Chapter 92 of the Acts of
2010). The Superintendent shall ensure the development of a Bullying Prevention and
Intervention Plan as required by Massachusetts law and regulations.
No student, employee or school organization under the control of the Belmont Public
Schools shall engage in the activity of hazing, as defined in Massachusetts law, of a
student while on or off school property, or at a school sponsored event, regardless of
the location. No student organization that uses the facilities or grounds under the
control of the Belmont Public Schools shall engage in the activity of hazing any person
while on school property. The Superintendent shall ensure that all requirements of
Massachusetts General Laws prohibiting hazing are acknowledged and enforced.

References: Chapter 92 of the Acts of 2010, An Act Relative to Bullying in Schools
MGL 71:37O School Bullying prohibited
MGL 269: 17, 18 &19 Hazing
Title VII, Section 703, Civil Right Act of 1964, as amended, (78 Stat.
255; 42 U.S.C. 2000e
Title IX, of the Education Amendments of 1972, 20 U.S.C. §1681 et
seq
603 CMR 26.00 Access to Equal Educational Opportunity
603 CMR 33.00 Anti Hazing Reporting
603 CMR 49.00 Notification of Bullying and Retaliation
Policy: Students 5010 – Freedom of Expression
Belmont Schools’ Student Handbooks available at each school and
at/or The Belmont Schools Website, www.belmont.k12.ma.us
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