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JCA                                                                                     
 

See Also JFAA, JFAB & JG 
 

CHANGE OF SCHOOL OR ASSIGNMENT –  
BEST INTERESTS AND MANIFEST HARDSHIP 

 
The Superintendent or their designee is charged with assigning students of the District to schools and 
classes consistent with Board policies and procedures. New Hampshire RSA 193:3 recognizes that there 
are limited instances when the school to which a student is assigned under a district's ordinary assignment 
policies and procedures, might not be in that student's best interest, or other factors might exist under 
which create a manifest educational hardship upon the student such that a change (referred to in this 
policy as "reassignment") in the school assignment is warranted. The Board has adopted this policy 
consistent with RSA 193:3 and to provide procedures for parents/guardians to follow when they believe a 
reassignment is appropriate. Under specified conditions and procedures as set forth below, reassignment 
may be made to another public school, public academy or "approved private school" within or outside the 
District.   
 
As used in this policy, “approved private school” means a school that has been approved by the State 
Board of Education as a nonpublic school  and contracted by the school board to provide students with the 
opportunity to acquire an adequate education. 
 
A.  Best Interest Re-Assignment - Determination by Superintendent or their designee. 
  

Consistent with RSA 193:3, I, and subject to the provisions below, the Superintendent or their 
designee is authorized to reassign a student residing in the District to a public school, public 
academy, or approved private school in another district. 
  
Authorization granted to the Superintendent or their designee to make reassignments under this 
policy applies only after application is made by the parent/guardian of the student or with the 
parent/guardian's consent, and upon a finding by the Superintendent or their designee that 
reassignment is in the student's best interest, after taking into consideration the student's academic, 
physical, personal, or social needs. 
  
This policy, however, does not limit the Superintendent or their designee's discretion to make other 
in-District assignments consistent with applicable Board policies and administrative rules. 
 

Procedures for Best Interest Reassignments to a School Outside the District. 
        
A change in assignment to a school/academy outside of the District under this section requires a 
finding by the Superintendent that reassignment is in the student’s best interests, after taking into 
consideration the student’s academic, physical, personal, or social needs. 
  

a. Change of Assignment Request. In order to initiate consideration of a reassignment to a 
public school, a public academy or approved private school outside of the District 
(“school outside the district”) based upon the child’s best interests, the parent/guardian 
shall submit to the Superintendent a written request stating why and/or how the child’s 
best interests warrant the change. To facilitate a determination, such application should 
also include any additional information described in paragraph biii below.  The written 
request should be mailed or hand-delivered to the SAU office or emailed to the 
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Superintendent at the email address provided on the District’s website. 
 

b. Reassignment Meeting and Review of Request. 
 

i. Upon receiving a request to change assignment to a school outside the District, 
the Superintendent will schedule a meeting (the “reassignment meeting”) with 
the parent/guardian, to be held within 10 days of receiving the written request. 
 

ii. Prior to or at the reassignment meeting, the parent/guardian shall make a specific 
request that the student be re-assigned to a specific school outside the District. 
 

iii. At the reassignment meeting, the parent/guardian may present documents, 
witnesses, or other relevant evidence supporting the parent/guardian's belief that 
reassignment is in the best interest of the student.  
 

iv. The Superintendent may present such information as he or she deems 
appropriate. 
 

v. In determining whether reassignment is in the student’s best interest, the 
Superintendent shall consider the student's academic, physical, personal, or social 
needs. 
 

c. Determination Whether Reassignment is in Best Interest 
 
Within five school days of the reassignment meeting, the Superintendent shall deliver to 
the parent/guardian a written determination explaining whether or not reassignment is in 
the child’s best interest.  Delivery of the written determination should be done in a 
manner to produce evidence of the delivery (e.g., courier, email, fax).  
 

i. Finding that Change is in Student’s Best Interest:  If the Superintendent finds it is 
in the best of the interest of the student to change the student's school or 
assignment, the Superintendent shall initiate the process to implement the 
student's transfer to a school outside the district. This shall require agreement of 
the other school/district.  

ii. No Finding that Change is in Student’s Best Interest:  If the Superintendent does 
not find that it is in the best interest of the student to change the student's school 
or assignment, the parent/guardian may request a hearing before the School 
Board to determine if the student is experiencing a manifest educational hardship 
as provided in Section B of this policy. The Superintendent shall assure that the 
reassignment approval is placed on the agenda for the next regularly scheduled 
Board meeting, or at a meeting convened for the purpose of acting on the request 
for a manifest educational hardship reassignment. 

 
1. Tuition Determination 
 

a. Public School or Academy Outside the District:  If a student is to be reassigned to a 
public school or academy in another school district following a best interest 
determination, the Superintendent shall work with the Superintendent or senior education 
official of the receiving school district/academy to establish a tuition rate for such 
student. Pursuant to RSA 193:3, I(g), if the Superintendent has made a finding that it is in 
the best interest of the student to be reassigned, then the School Board shall approve the 
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tuition payment; such approval shall be consistent with the Board’s ordinary manifest 
approval procedures. 
 

b. Approved Private School Either Outside of the District:  If the student is reassigned to an 
approved private school under this policy, that school may charge tuition to the 
parent/guardian or may enter into an agreement for payment of tuition District in which 
the student resides. The Superintendent shall consult with counsel regarding tuition 
obligations in such an instance. Any such Agreement shall be subject to approval by the 
school board on behalf of the School District and shall be at the sole discretion of the 
School Board with due consideration given to the fiscal impact of such approval of the 
District, and shall not be granted if, in the opinion of the School Board, there are other 
viable public school options for reassignment. 
 

c. Tuition for Students Reassigned by Other Districts Pursuant to RSA 193:3, I. It is the 
general policy of the Board that the tuition amount to be charged to another district for 
any student reassigned by that district to a school within this District under the best 
interest standard of 193:3, I, shall be the lesser of the tuition charged for non-residential 
students under Board policy JFAB or as computed under the formula set out in RSA 
193:4. The Superintendent, however, is authorized to reduce the tuition amount below 
those thresholds or for other good cause shown (e.g., reciprocal assignments between the 
two districts). 
 

  
3.  Transportation: Transportation for a student reassigned to a school in another district under this 

Section A (best interest) shall be the responsibility of the parent/guardian. Transportation within 
the District will be consistent with the transportation policies of the District for the public, charter, 
and private schools located within the District. 
 
  

4. Annual Review of Decision:  A reassignment on the basis of best interest of the student shall be 
limited to no longer than the end of the ensuing school year, and shall be subject to review by the 
Superintendent prior to any subsequent school year to determine that the reassignment remains in 
the best interest of the student, with the understanding that the Superintendent may, at his/her 
discretion waive the review when he/she deems such to be appropriate. 

 
5. Review/Appeal of Decision:  The decision of the Superintendent relative to best interest 

reassignments shall be final and any appeal shall be limited to the process set forth in Section B, 
below.   
 

  
B.  Manifest Educational Hardship - Determination by School Board and Appeal to State Board. 
  

If, after following the procedure outlined in Section A of this policy, the Superintendent or their 
designee did not find that it was in the best interest of the student to reassign the student as 
requested by the student's parent/guardian, then the parent/guardian may request a hearing before 
the School Board to determine if the student is experiencing a manifest educational hardship. 

  

1. "Manifest Educational Hardship" Defined: As provided in RSA 193:3, II (a), "manifest 
educational hardship" means that a student has a documented hardship in their current educational 
placement; and that such hardship has a detrimental or negative impact on the student's academic 
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achievement or growth, physical safety, or social and emotional well- being. Such hardship must 
be so severe, pervasive, or persistent that it interferes with or limits the ability of the student to 
receive an education. 
  

2. Procedure for Determination of Manifest Educational Hardship. 

a. Within thirty (30) days after receipt of the Superintendent or their designee's written 
determination described that reassignment is not in a student's best interest as described in 
paragraph A, above, the parent/guardian requesting a manifest educational hardship hearing 
shall submit a written application to the Superintendent or their designee detailing the specific 
reasons why they believe that the current assignment constitutes a manifest educational 
hardship. 
  

b. The Superintendent or their designee shall duly notify the school board that the 
parent/guardian has requested a manifest educational hardship hearing, upon which the 
school board shall schedule a hearing to be held no more than 15 days after the request has 
been received by the Superintendent or their designee.  The Board shall provide at least two 
full days’ notice of the hearing. The Board will conduct the hearing in non-public session, 
unless the parent/guardian requests the hearing be held in public session, subject to RSA 91-
A:3, II(c). 
  

c. Prior to or at such hearing, the parent/guardian shall provide to the Superintendent or their 
designee a specific request in writing that the student attend a public school, public academy, 
or approved private school in another school district which can reasonably meet the student's 
educational needs. The Superintendent or their designee shall provide such request to the 
School Board at the hearing. Although not required, the parent/guardian may include this 
request as part of the original hearing request. 
  

d. At such hearing, the parent/guardian may present documents, witnesses, or other relevant 
evidence supporting their belief that the student is experiencing a manifest educational 
hardship. The Superintendent or their designee may present such information as he or she 
may deem appropriate to assist the School Board in reaching its decision. The parties (or their 
appointed designee) shall have the right to examine all evidence and witnesses. The formal 
rules of evidence shall not apply. The Superintendent or their designee will assure the means 
for the Board to establish an adequate record of the hearing. 
  

e. The parent/guardian shall have the burden of establishing the presence of a manifest 
educational hardship by clear and convincing evidence, which means that the evidence is 
highly and substantially more likely to be true than untrue, and the Board must be convinced 
that the contention is highly probable. 
  

f. The Board will render its decision in writing within seven (7) days after the hearing and will 
forward its written decision to the parent/guardian via means producing proof of delivery 
(e.g., courier, email, etc.). The decision will conform to the requirements of NH Dept. of 
Education Rule RSA 193:3, II and Ed 317. 

3. Finding of Manifest Educational Hardship: If the School Board finds that the student has a 
manifest educational hardship, the School Board shall grant the parent's or guardian's request to 
reassign the student to a public school, public academy, or approved private school in another 
district which can reasonably meet the student's educational needs. 
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4. Finding that Manifest Educational Hardship Was Not Established- Appeal to the New 
Hampshire State Board of Education: If the School Board finds that the parent/guardian has 
not met their burden of proof, the parent/guardian may appeal the local Board decision to the 
New Hampshire State Board of Education ("SBOE"), within thirty (30) days of receipt of the 
Board's written decision in accordance with NH Dept. of Ed. Rule Ed 204.01(g). It is within the 
state board’s discretion to decide whether or not to accept the appeal. RSA 193:3, II(g). 
  

5. Tuition for Students Reassigned Upon Finding of Manifest Educational Hardship: If, after a 
finding of a manifest educational hardship - by either the School Board or the State Board - a 
student of the District is assigned to attend school in another district, or a student from another 
district is assigned to a school in this District, the district in which the student resides shall pay 
tuition to the district to which the child is reassigned. 

Such tuition shall be computed according to RSA 193:4. The school board of the district in which 
the student resides shall approve the tuition payment consistent with its ordinary manifest 
approval process. 

6. Transportation: Transportation for a student reassigned to schools in another district under this 
section B (manifest educational hardship) shall be the responsibility of the Parent unless 
otherwise ordered by the SBOE. 

7. Annual Review of Manifest Hardship Determination:  A reassignment on the basis of manifest 
educational hardship shall be limited to no longer than the end of the ensuing school year and 
shall be subject to review by the School Board prior to any subsequent school year to determine 
that the manifest educational hardship still exists, with the understanding that the Board may, at 
its discretion, waive the review when it deems such to be appropriate 

 
C.  Admission Requirements 
  
Students reassigned under this Policy shall meet the admission requirements of the school to which the 
student is to be reassigned. 
  
D.  Statutory Reassignment Limit  
 
Pursuant to RSA 193:3, III-a(d), the total reassignments or transfers made under this policy in any one 
school year will not exceed one (1) percent of the average daily membership in residence of a school 
district, or five (5) percent of the average daily membership in residence of any single school, whichever 
is greater, unless the School Board votes to exceed this limit. 
  
E.  Count of Reassigned Pupils, Tuition Payment and Rate, and Transportation. 
  
Pupils reassigned under this policy will be counted in the average daily membership in residence of a 
given pupil's resident school district. Said pupil's resident district will forward any tuition payment due to 
the District to which the pupil was assigned. 
  
F.  Notice to the Department of Education. 
  
The Superintendent or their designee of the pupil's resident SAU will notify the Department of Education 
within thirty (30) days of any reassignment made under this policy. 

Page 6 of 35



 

 

  
G.  Special Education Placements. 
  
A placement made relative to a student's special education needs and services shall not be deemed a 
change of school assignment for purposes of this section. 
  
 
  
  
Legal References: 
  

Ed RSA 193:3, Change of School Assignment 
RSA 193:14-a, Change of School Assignment; Duties of State Board of Education  
N.H. Dept. of Education Administrative Rule Ed. 317 

  
  
 
 
1st Reading:     November 3, 2005 
Adopted:          May 21, 2008 
  
  
1st Reading:     January 19, 2022 (as amended) 
2nd Reading:    February 16, 2022 
3rd Reading      February 16, 2022 (Waived) 
Adopted:          February 16, 2022 
 
1st Reading: June 19, 2024 (as amended) 
2nd Reading:   August 21, 2024 
3rd Reading: September 18, 2024 
Adopted: September 18, 2024 
            
 
1st Reading:  April 1, 2026 (as amended) 
2nd Reading:  May 6, 2026 (as amended) 
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GBEBB 

Category Required 
See also JICDAA, RSA 186:11, IX-f 

EMPLOYEE-STUDENT RELATIONS 
Staff members are expected to maintain courteous and professional relationships with students, maintain an atmosphere 
conducive to learning, through consistently and fairly applied discipline and established professional boundaries. For 
purposes of this policy, “professional boundaries” is defined as acceptable professional behavior by staff while interacting 
with a student, in a manner consistent with the New Hampshire Department of Education Code of Conduct and Code of 
Ethics, federal and state law, and District policies. 
 
For purposes of this policy, "staff member" and "staff" includes every person identified as a "covered individual" under 
Board policy GBCD, i.e., employee, stipend position (e.g., coach, trainer, drama coach, etc.), designated volunteer 
(whether direct or through a volunteer organization), or any contractor or person working on behalf of a contractor when 
the contractor provide services directly to students of the District.    

A. Prohibited Interactions 
 
The Board understands that Staff may interact with and have activities, friendships or natural relationships with 
students or the families of students outside of school. This Policy is not intended to prohibit such interactions, 
provided that professional boundaries are maintained. 
 
The below types of interactions with District students are prohibited unless necessary to serve an educational or 
health-related purpose. Note that many of the interactions listed are also prohibited under other policies or laws 
(harassment, abuse/neglect, Code of Conduct for NH Educators, etc.), and this policy in no way limits the application 
of those policies or laws, including any reporting requirements. 
 
1. Staff members shall not make derogatory comments to students regarding the school and/or its staff. 

 
2. The exchange of purchased gifts from staff members to individual students is discouraged and prohibited when 

the gift is of more than de minimis value ($50).  This does not include prize boxes, classroom supplies, etc. 
 

3. Staff members shall not communicate with students in an unprofessional or developmentally inappropriate 
manner. 
 

4. Staff members shall not associate with students in any school related situation or activity which could be 
considered sexually suggestive or involve the presence or use of tobacco, alcohol or drugs. 
 

5. Dating between staff members and students is strictly prohibited. 
 

6. Staff members shall not use insults or sarcasm against students as a method of forcing compliance with 
requirements or expectations. 
 

7. Staff members shall maintain a reasonable standard of care for the supervision, control and protection of students 
commensurate with their assigned duties and responsibilities. 
 

8. Staff members shall not send students on personal errands. 
 

9. Staff members shall, pursuant to law and Board policy, immediately report any suspected signs of child abuse or 
neglect. 
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10. All staff members are expected to have professional and supportive relationships with students, however, staff 
members shall not attempt to clinically counsel, assess, diagnose or treat a student’s personal problem relating to 
sexual behavior, substance abuse, mental or physical health and/or family relationships but, instead, should refer 
the student to the appropriate 
licensed/certified individual or agency for assistance. 
 

11. Staff members shall not disclose information concerning a student to any person not authorized to receive such 
information. This includes, but is not limited to, information concerning assessments, ability scores, grades, 
behavior, mental or physical health and/or family information. Any request for this information shall come 
through the school office.. 
 

12. Unless necessary to serve an educational, health-related, or security purpose, staff members will not be alone in a 
windowless room with a student with the door closed, locked, or with the lights off. 
 

13. Staff members are prohibited from socializing with students outside of school on social networking websites, 
consistent with the provisions of related Board policies.. 
 

14. Unless following a published District emergency health or medical emergency protocol or policy, staff shall not 
accompany or transport a minor to any medical appointment, mental health appointment or visit that includes any 
type of mental health evaluation, treatment, or counseling, or any other health-related appointment or visit, 
without the knowledge and written approval of the minor's parent or guardian.  
 

B. Violations and Reporting Violations 
 
Staff members who violate this policy may face disciplinary measures, up to and including termination, consistent 
with state law and applicable provisions of a collective bargaining agreement. 
 
Any employee who witnesses or learns of any of the above behaviors shall report it to the building Principal or 
Superintendent immediately.  
 
Additionally, if the alleged violation of the above would also constitute a violation of the Code of Conduct for New 
Hampshire Educators, and the reporting employee is also a Credential Holder, then the Credential Holder must also 
make such reports as are required by the Code of Conduct and related Board policies. 
 
Additional reporting is required if the conduct constitutes abuse or neglect prohibited by RSA 169-C (see Board 
policy JLF), or is required under some other Board policy, statute or regulation. 

C. Dissemination of Policy 
 
The Superintendent shall ensure that all staff members are provided a copy of this policy each year by way of 
handbooks, or other appropriate means. 

 

Adoption:   March 9, 2006 
 
1st Reading: August 10, 2016 
2nd Reading:   September 7, 2016 
3rd Reading: Waived 
Adopted: September 7, 2016 
 
1st Reading:  April 1, 2026 (as amended) 
2nd Reading:  May 6, 2026 (as amended) 
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JLCE/EBBC 

See also, EBBB, JLCE & JLCD
Status: Required by Law

EMERGENCY CARE AND FIRST AID

All school personnel have responsibilities in connection with injuries and emergencies occurring 
in school and at school-sponsored events, which may be classified as follows: 

(1) administering first aid;
(2) summoning medical assistance;
(3) notifying administration;
(4) notifying legal guardians; and 
(5) filing accident/injury reports.

School personnel must use reasonable judgment in handling injuries and emergencies.  Caution 
should be exercised not to minimize or maximize any injury or illness.  All personnel will 
understand the proper steps to be taken in the event of an injury or emergency.

The Superintendent will ensure that at least one other person on staff, aside from the school 
nurse, has current first aid and cardiopulmonary certification (CPR).  If the school nurse or 
licensed practical nurse is not available, the person(s) who have current first aid and CPR 
certification is authorized to administer first aid and CPR as needed.

The school will obtain at the start of each school year emergency contact information of legal 
guardians for each student and staff member.

The school nurse or specially trained staff members shall assist in the treatment of injuries or 
emergency situations. Such individuals have the authority to administer oxygen in case of a 
medical emergency, if available and if appropriate.  This authorization extends to administering 
oxygen to students without prior notification to legal guardians.

The school nurse or other designated personnel may administer other medications to students in 
emergency situations, provided such personnel has all training as is required by law. Such 
medication may also be administered in emergency situations if a student's medical action plan 
has been filed and updated with the school district to the extent required by law. 

If the nurse determines that administering a particular emergency medication exceeds their scope 
or presents a safety concern, the nurse will work collaboratively with the student’s family, 
healthcare provider, and administration to develop an appropriate alternative plan that ensures 
continuous student safety and aligns with state law and district policy.  

Consistent with state law, the school nurse may maintain a supply of asthma related rescue 
medication and the emergency medication epinephrine. The school nurse, or specially trained 
staff members, may also administer epinephrine to any student in case of a medical emergency, 
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if appropriate.  This authorization extends to administering epinephrine without prior notification 
to legal guardians.  The school nurse or other designated personnel may administer or make 
available to self-administer a bronchodilator, spacer, or nebulizer to a student who has been 
diagnosed with asthma for use in emergency or other situations as determined by the school 
nurse.

The district will maintain all necessary records relative to the emergency administration of 
medication and will file all such reports as may be required under Board policy JLCD, or 
applicable laws or regulations. 

Accident reports must be prepared and filed consistent with Board policy EBBB.

The District makes it possible for legal guardians to subscribe to student accident insurance at 
low rates.  This program is offered each year during September. The District does not provide 
student accident insurance.

Records related to the emergency administration of any medication under this policy shall be 
made and maintained by the school nurse as provided in Board policy JLCD. The school nurse 
will follow other first aid reporting protocols, as may be determined by other Board policy or 
administrative directive. 

Naloxone/Narcan and Opioid Antagonists

The Board authorizes the District to obtain, store and administer naloxone/Narcan and/or other 
opioid antagonists for emergency use in schools.

The school nurse or other properly trained staff member may administer such medication in 
emergency situations.  Opioid antagonists can be available during the regularly scheduled school 
day.  They may be available at other times at the discretion of the Superintendent.

The Superintendent is authorized to procure such medication on behalf of the District.

All such medication will be clearly marked and stored in a secure space in the school nurse's 
office or other appropriate location.  The school nurse is responsible for storing the medication 
consistent with the manufacturer's instructions and Board policy JLCD and other applicable 
policies.

Local law enforcement and emergency medical service personnel will be notified if such 
medication is administered by the District.

NH Statutes Description

RSA 153-A:28-33
Automated External 
Defibrillation

RSA 200:40 Emergency Care
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NH Statutes Description

RSA 200:40-a

Administration of 
Oxygen by School 
Nurse

RSA 200:40-c
Emergency Plans for 
Sports Related Injuries

RSA 200:44-a
Anaphylaxis Training 
Required

RSA 200:54

Supply of 
Bronchodilators, 
Spacers or Nebulizers

RSA 200:55

Administration of 
Bronchodilator, Space 
or Nebulizer

NH Dept of Ed Regulation Description

N.H. Code Admin. Rules Ed 306.11
School Health 
Services

1st Reading: April 1, 2026 (as amended)

2nd Reading: May 6, 2026 (as amended)
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EHB-R LOCAL RECORDS RETENTION SCHEDULE

See Board Policy: EHB
Related Policies: EH, EHAB, JRA, and GBJ  

Type of Record Statute, Rule, or other legal authority – if 
none listed the retention period is a 
recommendation

Retention Period

Business Records
Accident Reports:

● Employee Term of 
employment, plus 20 
years

● Student Age of majority, 
plus 6 years

Accounts Receivable RSA 33-A:3-a Until audited, plus 1 
year

Annual Audit RSA 33-A:3-a (10 years) Permanent
Annual Report (District), 
Warrants, Annual Meeting 
Minutes, Budgets (District 
& SAU)

RSA 33-A:3-a Permanent

Application for Federal 
Grants

20 U.S.C. 1232f., (three years after the 
completion of the activity for which the 
funds are used) other authorities may 
apply

5 years

Architectural Plans Permanent
Asbestos Removal Permanent
Bank Deposit Slips RSA 33-A:3-a 6 years
Bonds and continuation 
certificates

RSA 33-A:3-a (expiration plus 2 years) Permanent

Budget Worksheets End of budget year, 
plus 1 year

Cash receipts, disbursement 
records, checks

RSA 33-A:3-a Until Audited and at 
least 6 years after 
last entry

Child Labor Permits 1 year

Work-study 29 C.F.R. §570.37 3 years from date of 
enrollment

● Construction 
Contracts, Capital 
projects, fixed assets 
that require 
accountability after 
acquired*

RSA 33-A:3-a (Life of project/asset) Life of contract, 
building, asset plus 
20 years 
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EHB-R LOCAL RECORDS RETENTION SCHEDULE

● Engineering Surveys Permanent

● Unsuccessful bids RSA 33-A:3-a (Completion of project, 
plus one year)

Life of contract plus 
3 years

Certified Educator Permanent
COBRA Notices 42 U.S.C. 300bb-1, et. seq.(3 years)

ERISA 29 U.S.C. §1027 ( 6 years) 
6 years from date of 
issue

Collective Bargaining 
Agreements

Permanent

Correspondence for 
Business transactions*

Life of subject 
matter plus 4 years

Correspondence - General 3 years or longer 
when historic/useful

Correspondence Transitory RSA 33-A:3-a As needed for 
reference

Deeds Permanent
District Meeting Minutes & 
Warrant

Permanent

Insurance policies RSA 33-A:3-a Permanent
Notes (loan documents) RSA 33-A:3-a Until paid, Audited, 

plus 3 years
Student Activities 
Records/Accounts

RSA 33-A:3-a (bank deposit slips and 
statements 6 years) 

Until Audited, plus 
6 years

Enrollment Reports:

● Fall Reports A12A 
(RSA 189:28)

Permanent

● Pupil Registers RSA 189:27-b Permanent

● Resident Pupil 
Membership Forms

14 years

● School Opening 
Reports

3 years

● Statistical Report A-
3 (RSA 189:28)

Permanent

Federal Projects Documents Review specific project/grant program 
requirements.  20 U.S.C. 1232f, (three 
years after the completion of the activity 
for which the funds are used), other 
authorities may apply

5 years after 
submission of final 
audit report and 
documentation for 
expenditures, unless 
there is an ongoing 
audit

FICA Reports – monthly 7 years
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EHB-R LOCAL RECORDS RETENTION SCHEDULE

Fixed Trip 
Requests/Confirmation

1 year

Fixed Assets Schedule Permanent/as 
updated

Form C-2 Unemployment 6 years
Wage Report (DES 100) 6 years
Invoices* Until Audited, plus 1 year 3 years*
MS-22 Budget Form 6 years
MS-23 Budget Form 6 years
MS-25 Budget Form Permanent
Minutes of Board Meetings, 
Board Committees

RSA 91-A:2, II, RSA 33-A:3-a Permanent

Purchase Orders* Until Audited, plus 
1 year

Request for Payment 
Vouchers*

Until Audited, plus 
1 year

Requisitions* Until Audited, plus 
1 year

Retirement Reports – 
Monthly

1 year

Time Cards:

● Bus Drivers Lab 803.03. Notification and Records no 
less than 4 years

5 years

● Custodial Lab 803.03. Notification and Records no 
less than 4 years

5 years

● Secretarial Lab 803.03. Notification and Records no 
less than 4 years

5 years

● Substitute Teachers 
pay slips

Lab 803.03. Notification and Records no 
less than 4 years

5 years

Payroll Records RSA 33-A:3-a Audited, plus 2 year
29 C.F.R. §1627.3 (3 years) ADEA: 29 
U.S.C. §626, 29 CFR Part 1602 (2 years 
from job action); 29 C.F.R § 825.500 
FMLA, 29 U.S.C.§2616, 3 years 

6 years

Travel Reimbursements* Until Audit, plus 1 year 3 years*
Treasurer’s Receipts – 
canceled checks

6 years

Treasurer’s Report 6 years
Vocational Education:

● AVI Forms 1 year

● Vocational Center 
Regional Contracts

20 years

● Federal Vocational 
Forms*

6 years
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EHB-R LOCAL RECORDS RETENTION SCHEDULE

Vouchers Manifests* Until Audit, plus 1 
year

Tax Forms:

● W-2’s, 1099 *
Keep all records of employment taxes for at least 
four years after filing the 4th quarter for the year. 
– 26 C.F.R § 31.6001-1 (e)(2)(tax advisors say 7 
years)

7 years

● W-4 Withholding 
Exemption 
Certificate

RSA 33-A:3-a. Retirement or termination, 
plus 20 years

 Term of 
Employment, plus 
20 years

● W-9
Keep all records of employment taxes for at least 
four years after filing the 4th quarter for the year. 
–  26 C.F.R § 31.6001-1 (e)(2) (tax advisors say 7 
years)

7 years

● 941-E Quarterly 
Taxes

Keep all records of employment taxes for at least 
four years after filing the 4th quarter for the year. 
–  26 C.F.R § 31.6001-1 (e)(2) (tax advisors say 7 
years)

7 years

Personnel Records RSA 33-A:3-a. Retirement or termination, 
plus 20 years

Term of 
Employment, plus   
20 years

Application for employment 
- Successful

RSA 33-A:3-a
Unsuccessful applicants: current year, 
plus 3 years.

Term of 
Employment, plus 
20 years

Attendance Records:

● Leaves Family Medical Leave Act 
RSA 33-A:3-a. Retirement or termination, 
plus 20 years

Term of 
Employment, plus 
20 years

● Request for Leaves 1 year

Class Observation Forms 1 year
Criminal Record Check:

● No criminal record RSA 189:13-a (Superintendent only) Destroy immediately 
after review

● Criminal record RSA 189:13-a (Superintendent only) Destroy within 30 
days of receipt

Civil Rights Forms, 
Discrimination claims, 
accommodation under 
ADA, information used for 
EEO-5 report, EEO-5 report 

29 C.F.R. §1602.40; 42 U.S.C. 12117; 42 
U.S.C. § §§ 2000e-8-2000e-12; 42 U.S.C. 
§ 2000ff-6; (final disposition, 2 years, 3 
years) 

6 years

Deferred Compensation 
plans

RSA 33-A:3-a 7 years

Dues Authorization RSA 33-A:3-a. – Personnel record Term of 
Employment, plus 
20 years
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EHB-R LOCAL RECORDS RETENTION SCHEDULE

Employment test papers 
with results

29 C.F.R. §1627.3 Term of 
Employment, plus 
20 years

Evaluations RSA 33-A:3-a. – Personnel record Term of 
Employment, plus 
20 years

HIPPA Documentation RSA 33-A:3-a. – Personnel record
HIPPA: 45 C.F.R. §164,316(b) & .530(j) 
– 6 years.  HITECH 42 U.S.C. §17938

Term of 
Employment, plus 
20 years

Labor-PELRB actions RSA 33-A:3-a Permanent
Labor Negotiations RSA 33-A:3-a Permanent
Legal Actions - lawsuits RSA 33-A:3-a Permanent
Medical Benefits 
Application

RSA 33-A:3-a. – Personnel record Term of 
Employment, plus 
20 years

Medical exams, Physical 
examinations used for 
personnel action

29 C.F.R. §1627.3(One year from date of 
personnel action)
RSA 33-A:3-a. – Personnel record
29 C.F.R. §1910.1020 (term of 
employment plus 30 years) 

Term of 
Employment, plus 
20 years

Oaths of Office RSA 33-A:3-a Term, plus 3 years Permanent
Promotion, demotion, 
transfer, selection for 
training, layoff, recall, or 
discharge

29 C.F.R. §1627.3 (1 year from date of 
action)
RSA 33-A:3-a. – Personnel record

Term of 
Employment, plus 
20 years

Recruitment Documents 29 C.F.R. §1627.3 Term of 
Employment, plus 
20 years

Re-employment Letter of 
Assurance

RSA 33-A:3-a. – Personnel record Term of 
Employment, plus 
20 years

Retirement application RSA 33-A:3-a. – Personnel record Term of 
Employment, plus 
20 years

School Bus Driver Drug 
Tests – positive results & 
records of administration of 
test

49 C.F.R. §382.401; 49 C.F.R. § 40.333 5 years

School Bus Driver Drug 
tests – negative & cancelled

49 C.F.R. §382.401 1 year

Separation from 
Employment Form/Letter

RSA 33-A:3-a. – Personnel record Term of 
Employment, plus 
20 years
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EHB-R LOCAL RECORDS RETENTION SCHEDULE

Settlement agreements, 
even if in anticipation of a 
lawsuit

RSA 91-A:4, VI (10 years) Permanent

Staff Development Plan Term of Employment, plus 20 years Term of 
Employment, plus 
20 years

Substitute Teacher Lists 7 years
Student Records:
Applications for 
Free/Reduced Lunch

6 years

Assessment Results Ed 306.04  Policy Development, (h) complete 
and accurate records of students' attendance 
and scholarship be permanently kept and 
safely stored in a fire-resistant file, vault, or 
safe.

Permanent

Attendance Ed 306.04  Policy Development, (h) complete 
and accurate records of students' attendance 
and scholarship be permanently kept and 
safely stored in a fire-resistant file, vault, or 
safe.

Permanent

Disciplinary Records Term of Enrollment, 
plus 3 years

Early Dismissal 1 year
Emergency Information 
Form

1 year/as updated

Grades Ed 306.04  Policy Development, (h) complete 
and accurate records of students' attendance 
and scholarship be permanently kept and 
safely stored in a fire-resistant file, vault, or 
safe.

Permanent

Health and Physical 
Records

Term of Enrollment, 
plus 3 years

Immunization Record Term of Enrollment, 
plus 3 years

Log of requests for access 
to education records 

FERPA 20 U.S.C. §1232g (b)(4)(A) As long as the 
education record is 
retained

Medical Reports Term of Enrollment, 
plus 3 years

Registration Form Term of Enrollment, 
plus 3 years

Student Handbook 1 copy of each 
edition, Permanent

Transcripts  Ed 306.04  Policy Development, (h) 
complete and accurate records of students' 

Permanent
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EHB-R LOCAL RECORDS RETENTION SCHEDULE

attendance and scholarship be permanently 
kept and safely stored in a fire-resistant file, 
vault, or safe.

Internal Records:
Child Abuse 
Reports/Allegations

Permanent

Criminal Investigation Permanent
Personnel Investigations Permanent
Sexual Harassment Permanent
Records Management, 
transfer to storage or 
disposal

RSA 33-A:3-a (summary report of what 
category of records, for what range of 
dates, was put in storage or destroyed)

Permanent

Vehicle maintenance RSA 33-A:3-a Life of vehicle, plus 
3 years

Items marked with an asterisk (*) are indicative of having implications with federal grant 
funding that must be considered.

1st Reading:  May 6, 2026

Page 19 of 35



Policy: IIB

Section: Section I - Instruction

(HSD) Class Size

IIB
Category R
 
CLASS SIZE
 
Class size will be defined as the maximum number of students under the supervision of a teacher, at 
any one time, for the purpose of instruction and learning.

In determining the sections at each grade level, the Board and the administration will consider the 
needs of learners at each grade level, current best practices, and the demands of the programs and 
standards at each grade level.
 
If the class exceeds the recommended maximum size of a particular grade level outlined in this policy, 
the Superintendent shall consult with the appropriate Principal and review the situation before 
deciding whether to take such steps as hiring additional personnel or using other resources.
 
The Board establishes the Hollis Educational Specification for class size as follows:
 
The following guidelines should be utilized for class size:
 
K-2 no more than 18 students per class (NHDOE Target: 20; Max 25 per DOE 306.14)
 
3 no more than 20 students per class (NHDOE Target:  3rd Gr. 25; Max 30 per DOE 306.14)
 
4-6 no more than 23 students per class (NHDOE Target: 25; Max 30 per DOE 306.14)
 
Legal References:
 

N.H. Code of Administrative Rules, Section Ed 306.14, Class Size
 
1st Reading:     November 14, 2012
2nd Reading:    December 12, 2012
3rd Reading:    December 12, 2012 (waived)
Adopted:         December 12, 2012
  
1st Reading:     April 5, 2017 
2nd Reading:   April 5, 2017
3rd Reading:  April 5, 2017 (waived)
Adopted:        April 5, 2017

1st Reading: May 6, 2026 (as amended)
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JICK

PUPIL SAFETY AND VIOLENCE PREVENTION - BULLYING
Category: Priority/Required by Law                                                        See also JBAA, JIC, JICD, IHBA

A. Purpose and Intent: The Hollis School District is committed to providing a safe and respectful learning 
environment for all students. Through education, prevention, and consistent enforcement, we aim to 
eliminate bullying and promote positive peer relationships for all of our students.  

1. Prohibition of Bullying or Cyberbullying of a Student - RSA 193-F:4, II(a): This policy is intended 
to comply with and implement RSA 193-F.  Bullying, in any form—whether physical, verbal, 
social, or cyber—is strictly prohibited and will not be tolerated. This policy defines bullying and 
related conduct, and establishes clear procedures for reporting, investigating, and responding to 
incidents. 

2. Protection of all School Aged Children - RSA 193-F:4, II(c): This policy shall apply to all 
students and school-aged persons on school district grounds and participating in school district 
functions, whether or not such school-aged person is a student within the District and regardless of 
their status under the law. District staff will coordinate with staff from other districts, if an 
allegation of bullying involves a student who is not a resident of the District.

Prohibition of Retaliation and False Accusations - RSA 193-F:4, II(b): This policy prohibits retaliation or false 
accusations against a victim, witness, or anyone else who, in good faith, provides information about an act of 
bullying or cyberbullying. An unsubstantiated allegation of bullying, without more, will not constitute a false 
accusation against an alleged perpetrator.

B. Definitions  (RSA 193-F:3)

1. Bullying:  Bullying is hereby defined as a single significant incident or a pattern of incidents involving 
a written, verbal, or electronic communication, or a physical act or gesture, or any combination thereof, 
directed at another pupil which:

a. Physically harms a pupil or damages the pupil’s property;

b. Causes emotional distress to a pupil;

c. Interferes with a pupil’s educational opportunities;

d. Creates a hostile educational environment; or

e. Substantially disrupts the orderly operation of the school and

f. Either occurs on, is delivered to, school property or a school-sponsored activity or event on or 
off school property; or occurs off of school property or outside a school-sponsored activity or 
event, if the conduct interferes with a student's educational opportunities or substantially disrupts 
the orderly operations of the school or any school-sponsored activity or event. 
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Bullying shall include actions motivated by an imbalance of power based on a pupil’s actual or perceived personal 
characteristics, behaviors, or beliefs, or motivated by the pupil’s association with another person and based on 
the other person’s characteristics, behaviors, or beliefs.

As used throughout this or other Board policies, and unless the context indicates otherwise, the term "bullying" 
as used in this policy will include cyberbullying.

2.  “Cyberbullying”  is defined as any conduct defined as “bullying” in this policy that is undertaken 
through the use of electronic devices. For purposes of this policy, any references to the term bullying shall 
include cyberbullying.

3.  “Electronic devices”  includes, but is not limited to, telephones, cellular or smartphones, computers, 
pagers, or any other device which is used for or can transmit: voice calls or messages; electronic mail; 
text/instant or other verbal messaging; images or videos; and websites. 

4. "Parent" means a person who has legal custody of a minor child as a natural or adoptive parent, as a 
legal guardian, or who is functioning in a parental role if the actual parent or guardian is absent from the 
child’s daily life. Additionally, “parent” may include students who have been emancipated, either by age or 
legal process.  The term “parent”, shall not, however, include a parent as to whom the parent-child 
relationship has been terminated by judicial decree or voluntary relinquishment.

5. “Perpetrator” means a student who engages in bullying or cyberbullying.

6. "Principal" shall mean and include the building Principal or other senior building administrator of a 
school, as well as any qualified person appointed by the Principal to carry out all or some Principal 
functions as described in this policy. References to “Principal” throughout this policy refer to the Principal 
or designee.

7. "Retaliation" means and includes such conduct as intimidation, threats, coercion, harassment, or 
discrimination in response to (or in an effort to prevent) a victim, alleged victim, witness or other person, 
who in good faith provides information about an act or conduct that the person providing the information 
believes is bullying or cyberbullying. 

8. “School property” means all real property and all physical plant and equipment used for school 
purposes, including public or private school buses or vans.

9. "Staff" means and includes all district, school or SAU employees, designated volunteers (as defined in 
Board policy GBCD), or other volunteers who are regularly on school property, or who have significant 
contact with students, and any employees of a company under contract to the District or SAU and who have 
significant contact with students.

10. "Student" shall have the same meaning as "pupil" as used in RSA 193-F and this or any other Board 
policy.

11. "Superintendent" means the Superintendent (Senior Education Official) or other person designated by 
the Superintendent to carry out all or some Superintendent functions as described in this policy. References 
to “Superintendent” throughout this policy refer to the Superintendent or designee.

12. “Victim” means a student against whom bullying or cyberbullying has been perpetrated.
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C. Retaliation - RSA 193-F:4, II(b).  Retaliation or false accusations related to bullying or cyberbullying 
shall be deemed a violation of this policy, and students engaging in retaliation or making false 
accusations may be subject to disciplinary action. Upon receiving any report of bullying or 
cyberbullying, the Principal will immediately assess the need to develop a plan or take steps to protect 
the alleged victim or any witnesses against retaliation. The same assessment shall be made at any point 
upon a report of retaliation or false accusations made during or after a bullying/cyberbullying 
investigation.

Reports of retaliation or false accusations relating to a bullying/cyberbullying report may be made in the 
same manner as for reports of bullying/cyberbullying as provided in this policy.

Investigations, and responses (i.e., interventions, supportive measures, disciplinary consequences) to 
reports of retaliation or false accusations may be made as provided in the same manner as provided in 
the applicable sections below for reports or incidents of bullying/cyberbullying, or in accordance with 
procedures and provisions set forth in the student handbook

D. Procedures for Reporting Bullying, Cyberbullying, Retaliation or False Accusations - RSA 193-
F:4, II(f). At each school, the Principal is responsible for receiving reports or complaints of bullying or 
cyberbullying. 

1. Student Reporting: Any student who believes he or she has been the victim of 
bullying/cyberbullying, retaliation, or false accusations should report the alleged acts 
immediately to the Principal, or to a school district employee or volunteer that the student feels 
more comfortable making the report.  

2. Staff Reporting: Any school employee or volunteer who receives a report of, witnesses, or has 
knowledge or belief that bullying/cyberbullying or retaliation may have occurred, shall inform 
the Principal as soon as possible, but no later than the end of that school day.

3. Parent Reporting: Parents and other adults are also encouraged to report any concerns about 
possible bullying/cyberbullying or retaliation of students to the Principal.

4. Report Forms: The administration may develop student reporting forms to assist students and 
staff in filing such reports. An investigation shall still proceed even if a student is reluctant to fill 
out the designated form and chooses not to do so.

5. Anonymous Reports: The Principal may develop a system or method for receiving anonymous 
reports of bullying within the building. Although students, parents, volunteers and visitors may 
report anonymously, an investigation based upon such reports may by necessity be incomplete. 
More significantly, formal disciplinary action may not be based solely on an anonymous report, 
and, likewise, other remedial or supportive measures may require some form of evidentiary 
verification. 

E. Actions Upon Receipt of Report of Bullying or Cyberbullying

1. Receipt of Report: Upon receipt of a report of bullying, the Principal shall commence an 
investigation consistent with the provisions of Section F of this policy and shall assess:

a. the need for a plan to protect students against retaliation, 

b. whether the conduct may be construed as illegal discrimination or harassment related to a 
protected class as set forth in Board policy AC (if so, the Principal shall confer with the 
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District staff member(s) charged with handling such discrimination or harassment to 
determine how to proceed (e.g., parallel or combined investigations)); and 

c. whether such conduct constitutes a safe schools violation requiring a report pursuant to 
RSA 193-D:4 and Ed 317.05.

2. Parental Notice of Bullying Report — RSA 193-F:4, II(h). Within 48 hours of receiving a report 
of bullying, the Principal will notify the parents of any student reported as a victim of bullying, 
as well as the parents of any student who has been reported as a perpetrator of bullying. Such 
notification may be made by telephone, writing or personal conference. The date, time, method, 
and location (if applicable) of such notification and communication shall be included in the 
investigative report. Notifications shall be consistent with the applicable provisions of the Family 
Educational Rights and Privacy Act of 1974 (FERPA) relative to the student privacy rights of 
each student indicated in the report.

The Principal may request of the Superintendent a waiver of the parental notification 
requirement, which may be granted only if the Superintendent deems such a waiver to be in the 
best interest of either the alleged victim or alleged perpetrator. If the waiver is granted, it shall be 
documented in writing. 

3. Bullying Across School Districts — RSA 193-F:4, I(j). In cases of bullying and/or cyberbullying 
across multiple school districts, the Principal shall commence an investigation and contact the 
other involved school district(s) to collaborate investigation efforts. In cases of bullying and/or 
cyberbullying across multiple states, the Principal shall also inform the New Hampshire attorney 
general's office.

F. Investigative Procedures - RSA 193-F:4, II(j)

1. Upon receipt of a report of bullying, the Principal shall, within 5 school days, initiate an 
investigation into the alleged act. If the Principal is directly and personally involved with a 
complaint or is closely related to a party to the complaint, then the Superintendent shall direct 
another district employee to conduct the investigation.  

2. The investigation should include documented interviews with the alleged victim, alleged 
perpetrator and any witnesses. All interviews shall be conducted privately, and shall be 
confidential to the extent permitted by law.  Each individual will be interviewed separately and at 
no time will the alleged victim and perpetrator be interviewed together during the investigation.

3. The investigation should include review of any available surveillance recordings subject to the 
provisions of applicable Board policies.

4. If the alleged bullying was in whole or in part cyberbullying, the Principal may ask students 
and/or parents to provide the District with printed copies of the e-mails, text messages, website 
pages, or other similar electronic communications, consistent with Board policy JIH and RSA 
189:70. RSA 189:70, II(d). The Principal may not, however, take any of the following actions:

i.  Require or request a student or prospective student to disclose or to provide access to a 
personal social media account through the student's or prospective student's user name, 
password, or other means of authentication that provides access;
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ii. Require or request a student or prospective student to access a personal social media 
account in the presence of any employee of the educational institution in a manner that 
enables the employee to observe the contents of the personal social media account;

iii. Compel a student or prospective student to add anyone to his or her list of contacts 
associated with a personal social media account or require, request, suggest, or cause a 
student or prospective student to change the privacy settings associated with a personal 
social media account;

iv. Take or threaten to take any action against a student or prospective student to discipline 
or prohibit such student or prospective student from participation in curricular or co-
curricular activities for refusal to disclose information or to take the above actions. 

RSA 189:70, I(a)-(d). The Principal may, however, monitor the usage of the District’s computer network. In 
addition, the Principal may take any of the above listed actions if the social media account was created or 
provided by the District, if the student was provided advance notice that the account may be monitored at any 
time by District employees. RSA 189:70, III.      

5. The Principal or other investigator shall consider all relevant facts and circumstances during the 
course of the investigation, including but not limited to:

a. Description of incident, including the nature of the behavior;

b. How often the conduct occurred;

c. Whether there were past incidents or past continuing patterns of behavior;

d. The characteristics of parties involved, (name, grade, age, etc.);

e. The identity and number of individuals who participated in bullying behavior;

f. Where the alleged incident(s) occurred; 

g. Whether the conduct adversely affected any student’s education or educational 
environment;

h. Whether the conduct physically harmed the alleged victim;
i. Whether the conduct damaged the alleged victim’s property;
j. Whether the conducted caused emotional distress to a pupil;

k. Whether the  conduct was motivated by an imbalance of power based on the pupil’s actual 
or perceived personal characteristics, behaviors, or beliefs, and/or motivated by the pupil's 
association with another person and based on the other person's characteristics, behaviors, 
or beliefs.; 

l. Whether the conduct violated any District or school policies or rules; and

m. The date, time and method by which parents or legal guardians of all parties involved were 
first contacted. 

6. The Principal shall complete the investigation within 10 school days of receiving the initial 
report.  If the Principal needs more than 10 school days to complete the investigation, the 
Superintendent may grant an extension of up to 7 school days. In the event such extension is 
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granted, the Principal shall notify in writing all parties involved of the granting of the extension.

Without limiting what might constitute sufficient cause for an extension under this paragraph, the 
Superintendent may consider the interests of the victim or alleged perpetrator related to any 
investigation into some or all of the same alleged conduct which other investigation includes 
procedures and timelines mandated by a regulation or statute other than RSA 193-F (e.g., Title 
IX, criminal investigations, etc.). Before waiving the time requirement on account of such other 
investigation, the Superintendent should confer with counsel and or the District’s Title IX 
Officer.

G. Completion of Investigation and Report

1. Investigative Determination and Report: Whether a particular action or incident constitutes 
bullying/cyberbullying, retaliation or other violation of this policy – requires review and 
consideration of available evidence of all facts and surrounding circumstances. The investigative 
determination along with a summary of the investigation, shall be included in a comprehensive 
report. If the determination is that the bullying allegation is substantiated, the report shall include 
provisions describing any disciplinary consequences, interventions, supportive measures or other 
assistance for the victim or perpetrator, and, when indicated, any steps appropriate to protect all 
students from retaliation of any kind. The report may also include policy, training or other 
recommendations for preventing future bullying conduct within the school. 

2. Communication with Students and Parents Upon Completion of Investigation - RSA 193-F:4, 
II(m).

a. The Principal will meet promptly with each student (alleged victim and alleged perpetrator) 
involved in the incident(s) and communicate the general investigative determination as to 
whether the allegations of bullying/cyberbullying were substantiated, and any initial 
consequences or interventions appropriate to the determination. 

b. Within 10 school days of the completion of the investigation, the Principal will notify the 
parents of the alleged victim and of the alleged perpetrator of the outcome of the 
investigation and the school's remedies and assistance, within the boundaries of applicable 
state and federal law. The initial communication may be in writing, in person or by 
telephone, but if verbally, the Principal will also send a letter confirming 
earlier determination to the parents within 2 school days confirming the earlier notification.

c. If the parents request, the Principal shall schedule a meeting with them to further explain 
the investigative determination.

d. In accordance with the Family Educational Rights and Privacy Act and other laws 
concerning student privacy, the District will not disclose educational records of students, 
including the discipline and remedial action assigned to those students and the parents of 
other students involved in a bullying incident.

3. Appeals:  A parent aggrieved by the investigative determination of the Principal may appeal the 
determination in accordance with the standards and procedures set forth for Level II and Level 
III appeals in Board policy ACA.  

4. Additional Reporting Requirements.
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a. Reporting Substantiated Incidents - RSA 193-F:4, II(l): The Principal shall forward all 
substantiated reports of bullying to the Superintendent upon completion of the Principal’s 
investigation.

b. Department of Education Reports - RSA 193-F:4, II(g): The Principal shall be responsible 
for completing such reports/forms as required by the New Hampshire Department of 
Education (NHED) for all substantiated incidents of bullying. Irrespective of the time/date 
a form/report is due to be filed with NHED, the report/form or the information required for 
the report/form shall be completed/compiled within 10 school days following an 
investigative finding of a substantiated bullying/cyberbullying report. The Principal or 
designee shall retain a copy and shall forward one copy to the Superintendent. Hard copies 
are not necessary if the digital form/data is retained and accessible to both the building 
administration and SAU.

c. Reporting to NH Department of Education - RSA 193-F:6, I. The Superintendent shall 
annually report the District’s substantiated incidents of bullying to the New Hampshire 
Department of Education. Pursuant to FERPA, such reports shall not contain any 
personally identifiable information pertaining to any student. 

H. Substantiated Instances of Bullying/Cyberbullying, Retaliation or False Accusations: 
Interventions, Remedial Measures and Disciplinary Consequences — RSA 193-F:4, II(k).

While students who have been found to have committed an act of bullying/cyberbullying, or engaged in 
retaliation or made a false accusation, can face disciplinary consequences, the Board encourages the 
administration and school district staff to explore alternative or additional measures and interventions to 
address the substantiated instances of bullying/cyberbullying, and prevent their reoccurrence.

1. Interventions and Other Remedial Measures: Examples of interventions and remedial measures 
include, but are not limited to:

a. Restitution, 

b. Parent conferences,

c. Student counseling,

d. Behavior assessment,

e. Corrective instruction or other relevant learning experience,

f. Peer support group, and

g. Mediation (but only after the investigation has been completed). 

Interventions and other remedial measures shall be designed to correct the problem behavior, prevent 
another occurrence of the problem, protect and provide support for the victim, and take corrective action 
for documented systematic problems related to bullying.

A finding that an allegation of bullying/cyberbullying, retaliation, or a false accusation is 
unsubstantiated does not preclude the District from implementing interventions and other remedial 
measures, when appropriate to do so. 
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2. Disciplinary Consequences  - RSA 193-F:4, II(d)- Disciplinary consequences for students shall be 
consistent with District policies and the student handbook for the conduct that violated this policy. 
Disciplinary consequences should be varied according to specific circumstances such as: the 
nature of the behavior, the developmental age of the student, the student’s prior disciplinary 
history, performance. Students will be afforded any due process applicable to the level of 
consequences as provided in Board policy JICD, RSA 193:13 and Ed 317.  

I. Dissemination of Policy and Bullying Prevention Education - RSA 193-F:4, II(e) and 193-F:5.  

1. Staff and Volunteers: All staff will be provided with a copy of this policy annually.  The 
Superintendent may determine the method of providing the policy (employee handbook, hard 
copy, website, workshops, etc.). The Superintendent will ensure that all school employees and 
volunteers receive annual training on bullying and related Board policies, consistent with RSA 
193-F:5.

2.  Students: All students will be provided with a copy of this policy annually.  The Superintendent 
may determine the method of providing the policy (student handbook, mailing, hard copy, 
website, etc.).  

Each year, all students will participate in programming that includes anti-bullying/cyberbullying 
materials presented in age-appropriate language. The materials and information should, among 
other things, describe expectations for student behavior, emphasize an understanding of what 
bullying/cyberbullying, harassment and intimidation is and looks like, the District’s prohibition 
of such conduct and the reasons why the conduct is destructive, unacceptable, and how and when 
the conduct can lead to disciplinary consequences.

The Superintendent, in consultation with staff, will, to the extent reasonably possible, integrate 
student anti-bullying training and education into the district’s curriculum, behavior programs and 
other violence prevention efforts.

3. Parents: The Superintendent will ensure that all parents are annually provided with a copy of this 
policy or informed in writing where a copy of the policy may be located on the District and/or 
school’s website. Student/family handbooks will include information of the District/school's anti-
bullying program, as well as the means for students to report bullying acts either experienced or 
witnessed, and how parents, themselves, may inform/report to the school when they believe their 
child is being bullied or is bullying other students and encourage their children to report bullying 
when it occurs.

4. Additional Notice and School District Programs: The Board may, from time to time, host or 
schedule public forums in which it will address this anti-bullying policy, discuss bullying in the 
schools, and consult with a variety of individuals, including teachers, administrators, guidance 
counselors, school psychologists and other interested persons.

J. Summary of School Officials' Duties to Implement Policy - RSA 193-F:4, II(n)

The Superintendent, as the person charged with supervision of all employees of the District, is 
responsible for the implementation of this policy and the provisions of RSA 193-F. The School 
Principal(s) are expected and required by statute to implement this policy within their respective school 
buildings and ensure the procedures are followed. 
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Consistent with this Policy, the Principal(s) shall receive reports of alleged bullying or retaliation, 
investigate the alleged conduct, and communicate with the parties involved (including their parents) 
consistent with privacy laws, and communicate/report to the Superintendent. The Superintendent shall 
oversee the Principal(s) in their duties relative to this policy and shall ensure each school is compliant 
with this policy. Additionally, the Superintendent, will receive reports of substantiated incidents, review 
waivers and time extension requests, and communicate with the Principal(s), the School Board, and the 
NH Department of Education, all as provided in this policy.

K. Immunity and Liability – RSA 193-F:7 & 9

Under 193-F:7, employees, volunteers, students, parents and any other person covered by this policy 
will be immune from civil liability for good faith conduct arising from or pertaining to the reporting, 
investigation, findings, recommended response, or implementation of a recommended response under 
this policy or RSA 193-F. (Note – civil liability could arise, (including for attorney fees) in the event of 
gross negligence or willful misconduct for violations of this policy.)

Legal References:

RSA 193-F, Pupil Safety and Violence Prevention Act

RSA 187:70, Educational Institution Policies on Social Media

RSA 570-A:2, Capture of Audio Recordings on School Buses Allowed

NH Code of Administrative Rules, Section Ed 306.04(b)(7), Student Harassment

1st Reading:     November 10, 2010
2nd Reading:    April 13, 2011
3rd Reading:    Waived April 13, 2011
Approved:        April 13, 2011
 
Reviewed:
 
1st Reading:     June 1, 2016
2nd Reading:    July 18, 2016
3rd Reading:     July 18, 2016 (Waived)
Adopted:          July 18, 2016
 
1st Reading:     November 4, 2020
2nd Reading:    December 2, 2020 (as amended
3rd Reading:     December 2, 2020 (Waived)
Adopted:           December 2, 2020
 

1st Reading: May 6, 2026 (as amended)
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NHSBA Sample Policy Manual
NHSBA Policy Management Console

Policy EBCA: Crisis Prevention and Emergency Response Plans Status: ADOPTED

Original Adopted Date: 07/01/1998 | Last Revised Date: 09/30/2024 | Last Reviewed Date: 
09/30/2024

Category:  Recommended

~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ 
ADOPTION/REVISION NOTES – 
Text between the highlighted lines “~ ~ ~ ~”, and highlights in this sample should be removed prior to 
adoption. 

a. General – As with all sample policies, NHSBA recommends that each district carefully review this 
sample prior to adoption/revision to assure suitability with the district’s own specific circumstances, 
internal coding system, current policies, and organizational structures.  

b. Highlighted language or blank, underscored spaces indicate areas which Boards should review, 
change or complete to reflect local personnel titles, internal/ external policy references, duty 
assignments etc.

c. {**} indicates a reference to another NHSBA sample policy.  A district should check its own current 
policies and codes to assure internal consistency.

d. Withdrawn & earlier versions of revised policies should be maintained separately as part of the 
permanent records of the District. 

NHSBA history: Revised - Sept. 2024, Aug. 2022, Sept. 2021, Nov. 2019, July 2019, Oct. 2018, Sept. 
2017, Sept. 2014, Aug. 2007, July 1998

NHSBA revision notes: September 30, 2024, Revised to include reference to new chemical safety and 
chemical hygiene sample policy EBCH. August 2022, revised policy to reflect the 2022 passage of HB 
1125, which amended RSA 189:64 to change (a) change the name of the site specific plans from 
“Emergency Response Plans” to “Emergency Operations Plans” (as used by Federal Dept. of Homeland 
Security), (b) the state submission date for the EOP from 9/1 to 10/15 of each year, and (c) the recipient of 
the submission from N.H. DOE to the  N.H. Department of Safety. The policy was further revised to remove 
some redundancies, and to clarify the distinction and relationship among the site-specific EOPs the District-
wide plan, and other related plans/policies.  September 2021, revised paragraph 4 to include reference to 
Sports Injury Emergency Plan as required by RSA 200:40-c and related policy JLCJA. November 2019, 
revised to reflect increase in changes to RSA 189:64 regarding all-hazard drills (increasing from 2 to 4 per 
year), and requirement that at least one drill concern an armed assailant. July 2019, minor change to 
disclaimers. October 2018, retitled and revised substantially to incorporate provisions of now withdrawn 
(10/2018) sample policy EBC, reflect provisions of the 2018 passage of HB 1370 requiring plans to be 
submitted to the N.H. Dir. of Homeland Security. September 2017, revised to reflect 2017 N.H. Laws Ch. 
14 (HB 233), which required annual plans to be submitted to the N.H/ Dept. of Education. September 2014, 
re-written in its entirety to reflect changes to RSA 189:64.

~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~

The Board recognizes that schools are subject to a number of potentially dangerous events, such as natural 
disasters, industrial accidents, acts of terrorism, and other violent events.  No school is immune from these 
events no matter the size or location.  The Board is committed to the prevention of these events, to the extent 
possible, in the schools and at school-sponsored activities. 
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A. Site-specific Emergency Operations Plan (RSA 189:64).  Each school shall develop a site-specific 
school emergency operations plan (“EOP”) based on and conforming with the Incident Command System 
and the National Incident Management System and pursuant to RSA 189:64.

Each Emergency Operations Plan will address hazards as including, but not limited to: acts of violence, 
threats, natural disasters, fire, hazardous materials, medical emergencies, and other hazards deemed 
necessary by the School Board or local emergency authorities.
School building principals, or their designee, shall annually review their site-specific EOP and submit 
updated plans (or report of no changes) to the Superintendent for review by ______. [1 delete fn.] 

If, after such review, the plan remains unchanged, then the Superintendent/Principal shall notify the New 
Hampshire Department of Safety by October 15 that the plan is unchanged. If an Emergency Operations 
Plan is updated/revised, the Superintendent/Principal shall submit the updated Emergency Operations Plan 
to the Director of Homeland Security and Emergency Management of the Department of Safety by October 
15.

All hazard and fire evacuation drills shall be conducted annually pursuant to Board policy EBCB {**}. 

B. District-wide Crisis Prevention and Response Plan.

The Superintendent, in consultation with appropriate personnel, and in coordination with local emergency 
authorities, shall develop a District-wide Crisis Prevention and Response Plan (the “District Crisis Plan”). 
The District Crisis Plan shall serve as a compilation of each site-specific Emergency Operations Plan for 
each District school and shall include the current Sports Injury Emergency Action Plan as required under 
Board policy {**}JLCJA and RSA 200:40-c.

The District-wide Crisis Plan will include provisions addressing coordination of crisis prevention and 
responses between and among the different schools, grounds, school buses, and other facilities of the 
District.  Additionally, the District Crisis Plan should address:

[Insert other provisions or issues the Board wishes such plan to address.]

In order to avoid plan/policy conflicts, the District Crisis Plan will reference applicable sections of other 
pertinent plans rather than restate (e.g., crisis communications should be addressed in the District 
Communication Plan, {**}EG-R, emergencies relating to hazardous chemicals use  should be addressed in 
the Chemical Hygiene Plan created under policy should be  {**}EBCH.

The District Crisis Plan shall be updated and provided to the Board for review by October 31 each year (i.e., 
after the site-specific EOP’s are submitted to the state). 

C. Coordination.  The Superintendent will establish a relationship with local and state emergency services 
(e.g., police, fire, ambulance, etc.).  Unless otherwise provided in a site-specific EOP, the District-wide 
Crisis Prevention and Response Plan or the District Communication Plan, the Superintendent, or his/her 
designee, will serve as the coordinator/liaison with these authorities. Additionally, the Superintendent should 
designate personnel to explore the availability of any training or support provided by the New Hampshire 
Departments of Education and/or Safety associated with risk assessment, crisis management, and other 
matters related to this policy.

  

1 [Delete fn.] This date should be early enough to allow the Superintendent/facilities director sufficient time 
for review before the October 15 deadline to submit to the state.
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District Policy History: 

First reading:                                                  
Second reading/adopted:                                

District revision history:

  

  

 

 

Legal References Disclaimer: These references are not intended to be considered part of this policy, nor should they be taken as a 
comprehensive statement of the legal basis for the Board to enact this policy, nor as a complete recitation of related legal authority. 
Instead, they are provided as additional resources for those interested in the subject matter of the policy.

DISCLAIMER:  This sample policy manual is copyrighted to the New Hampshire School Boards Association and is intended for the sole and exclusive use of 
NHSBA Policy Service Subscribers. No portion of this manual may be reproduced, copied, transmitted, distributed, in any form, except as needed for the 
development of policy by a subscribing district. The materials contained in the manual are provided for general information only and as a resource to assist 
subscribing districts with policy development. School districts and boards of education should consult with legal counsel and revise all sample policies and 
regulations to address local facts and circumstances prior to adoption. NHSBA continually makes revisions based on school districts' needs and local, state and 
federal laws, regulations and court decisions, and other relevant education activity.

NH Statutes Description
RSA 153-A:28-33 Automated External Defibrillation

RSA 189:64 Emergency Response Plans

RSA 193-D Safe School Zones

RSA 193-F Pupil Safety and Violence Prevention

RSA 200:40-c Emergency Plans for Sports Related Injuries

NH Dept of Ed Regulation Description
N.H. Code Admin. Rules Ed 306.04(b)(2) School Safety

Cross References

Code Description
EB Workplace Safety Program & Joint Loss Management Committee

EBB School Safety

EBCB Fire and All Hazard Drills

EBCD Emergency School & District Closings

EBCH Chemical Safety and Chemical Hygiene Plan
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https://www.gencourt.state.nh.us/rsa/html/XII/153-A/153-A-mrg.htm
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https://www.gencourt.state.nh.us/rsa/html/XV/200/200-40-c.htm
https://www.gencourt.state.nh.us/rules/state_agencies/ed300.html
https://simbli.eboardsolutions.com/Policy/ViewPolicy.aspx?S=36031481&revid=Pxm1bMDslshIFFAIWrXycgTuA==
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https://simbli.eboardsolutions.com/Policy/ViewPolicy.aspx?S=36031481&revid=QFDONCjVPs7slshnP1mpa7Klw==
https://simbli.eboardsolutions.com/Policy/ViewPolicy.aspx?S=36031481&revid=GLSIgqayA9QIw9yh01s2vg==
https://simbli.eboardsolutions.com/Policy/ViewPolicy.aspx?S=36031481&revid=7SdhDmMVolq7iVYA8slshYa9w==


EBCH-Ex(1) Chemical Safety and Chemical Hygiene Plan - Plan Template

EG Creation of Communication Plan

JICK Bullying Prevention - Pupil Safety and Violence Prevention

JICK-R(1) Bullying Prevention - Pupil Safety and Violence Prevention - 
Report Form

JICK-R(2) Bullying Prevention - Pupil Safety and Violence Prevention - 
Bullying Report Form

JICK-R(3) Bullying Prevention - Pupil Safety and Violence Prevention - 
School Board Notification of Bullying Report

JLCJA Emergency Plan for Sports Related Injuries and Additional 
Protocols for Athletics Participation
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https://simbli.eboardsolutions.com/Policy/ViewPolicy.aspx?S=36031481&revid=JBsAJao0anM9hZYuqfNMbA==
https://simbli.eboardsolutions.com/Policy/ViewPolicy.aspx?S=36031481&revid=JBsAJao0anM9hZYuqfNMbA==


Policy EBCA: Crisis Prevention and Emergency Response Plans

Category:  Recommended
References: JICI, EBCH, JLCJA, EB, EBB, EBCB, EBCD, JICK, EBCC 

The Board recognizes that schools are subject to a number of potentially dangerous events, such as 
natural disasters, industrial accidents, acts of terrorism, and other violent events.  No school is 
immune from these events no matter the size or location.  The Board is committed to the prevention 
of these events, to the extent possible, in the schools and at school-sponsored activities. 

District-Wide Plans

The Superintendent, in coordination with school administrators and local emergency authorities, 
shall maintain a comprehensive District Emergency Operations Plan (“EOP”) in accordance with 
RSA 189:64, the Incident Command System (ICS), and the National Incident Management System 
(NIMS).

The District EOP shall serve as both the site-specific emergency operations plan for each school 
and the District-wide Crisis Prevention and Response Plan. The plan shall address, but not be 
limited to, acts of violence, threats, natural disasters, fire, hazardous materials, medical 
emergencies, sports injury emergency response, and other hazards deemed necessary by the School 
Board or local emergency authorities.

The Superintendent or designee shall annually review and update the District EOP in coordination 
with building administrators and emergency response agencies. If, after such review, the plan 
remains unchanged, the Superintendent/Principal shall notify the New Hampshire Department of 
Safety by October 15 that the plan is unchanged. If the Emergency Operations Plan is updated or 
revised, the Superintendent/Principal shall submit the updated plan to the Director of Homeland 
Security and Emergency Management of the Department of Safety by October 15.

The District Emergency Operations Plan shall not be considered a public record and shall not be 
available for public inspection or review, except as otherwise required by law.

All emergency response drills, including fire and all-hazard drills, shall be conducted annually in 
accordance with Board policy and applicable state law.

School building principals, or their designee, shall annually review their site-specific EOP and 
submit updated plans (or report of no changes) to the Superintendent for review by October 1st. 
Members of the public will not be permitted to view the EOP.

If, after such review, the plan remains unchanged, then the Principal shall notify the New 
Hampshire Department of Safety by October 15 that the plan is unchanged. If an Emergency 
Operations Plan is updated/revised, the Principal shall submit the updated Emergency Operations 
Plan to the Director of Homeland Security and Emergency Management of the Department of 
Safety by October 15.

Coordination

The Superintendent will establish a relationship with local and state emergency services (e.g., 
police, fire, ambulance, etc.).  Unless otherwise provided in a site-specific EOP, the District-wide 
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Crisis Prevention and Response Plan or the District Communication Plan, the Superintendent, or 
his/her designee, will serve as the coordinator/liaison with these authorities. Additionally, the 
Superintendent should designate personnel to explore the availability of any training or support 
provided by the New Hampshire Departments of Education and/or Safety associated with risk 
assessment, crisis management, and other matters related to this policy.
  

.

NH Statutes Description
RSA 153-A:28-33 Automated External Defibrillation

RSA 189:64 Emergency Response Plans

RSA 193-D Safe School Zones

RSA 193-F Pupil Safety and Violence Prevention

RSA 200:40-c Emergency Plans for Sports Related Injuries

NH Dept of Ed Regulation Description
N.H. Code Admin. Rules Ed 306.04(b)(2)School Safety

1st Reading: May 27, 2026
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