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A. CALL TO ORDER 
 

B. ROLL CALL 
 

C. PLEDGE OF ALLEGIANCE 
 
D. CITIZENS’ FORUM 
 
E. AGENDA APPROVAL 

 
F.  APPROVAL OF MINUTES 

1. Regular Meeting #8, August 14, 2017 
2. Special Session #12, August 21, 2017 
3. Special Session #13, August 28, 2017 

 
G. CONSENT AGENDA 

1.  Correspondence:  
    a. Effects of Sustainable Food Stem 
2.  Resignations/Retirements: none  
3.  Leaves of Absence: none 

  4.  Nominations:  
       a.  Teacher   
   5.  Extended Travel (Student Trips):  

6. Donations: none 
 

H. STUDENT REPRESENTATIVE REPORT:   
 

I. POLICY – CHANGES – PROPOSALS:  
 a.  EHB—Data/Records Retention  
 b.  EHB-R—Local Data/Records Retention Schedule 
 c.  JICH—Student Substance Use Policy 
 d.  JKAA—Use of Physical Restraint 
 e.  JKAA-R—Procedures for the Use of Physical Restraint in the Dover School District 
    
J. POLICY ADOPTION: none 

 
K. RESOLUTIONS: none 

 
L. OLD BUSINESS: 

a. Garrison School Construction Project Update-CIP Update 
b. Enrollment Update 

 
M. NEW BUSINESS: 
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a. Café Service Update 
b. Data and Reporting Analyst Job Description 
c. IT Update 
d. Tuition Rate Approval 
e. Budget Adoption Schedule FY19 

 
N. SUBMISSION AND PAYMENT OF BILLS 

 
O. SUPERINTENDENT’S REPORT 
 
P. COMMITTEE REPORTS 
 
Q. SCHOOL BOARD MATTERS OF INTEREST 
 
R. ADJOURNMENT  

__________________________________________________________________________________ 
Citizens are invited to public meetings and shall be given an opportunity to speak.  Time shall be set aside for citizen 
statements at all public meetings, unless a vote to the contrary is taken by the School Board.  Statements shall be 
limited to three minutes unless otherwise extended by the Chairperson, with the approval of the School Board.  All 
citizens are permitted to place items on the agenda through written application to the Superintendent at least one 
week prior to the meeting date.  Citizen items will require a formal motion and a second by seated members to bring 
the item to the floor for debate.  































































 
OFFICE OF THE SUPERINTENDENT 

DOVER PUBLIC SCHOOLS 
DOVER, NEW HAMPSHIRE 

 
 

TO:   DOVER SCHOOL BOARD 
 
DATE:   September 11, 2017 

 
MEMORANDUM: Nomination and Election of Teachers. 
 
In accordance with Chapter 189, Section 39 of the New Hampshire School laws of 1963, I hereby 
nominate the following persons for the designated positions for the 2017-2018 school year. 
 
 

 

NAME POSITION SCHOOL REPLACING SALARY TRACK 
Dutta, Dolan ESL Teacher Garrison School New Position $43,626.88 

prorated on 
45,610.00 

MA15, Step 6 

Mallette-Tonken, Carol 
Ann 

Elementary Special 
Education Coordinator 

Elementary Schools Diana Fallon $67,891.21 
prorated based 
on $71,793 

CAGS, Step 19 

Towle, Kaylee Math Teacher Dover Middle School Jeremy Small $34,464.60 
prorated on 
$35,231.00 

BA, Step 1 
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First Reading 
DATA/RECORDS RETENTION 

 
The Superintendent shall develop procedures for a records retention system that is in 
compliance with RSA 189:29-A and Department of Education regulations. The procedures 
should ensure that all pertinent records are stored safely and are stored for such 
durations as are required by law.  Additionally, the Superintendent shall develop procedures 
necessary to protect individual rights and preserve confidential information. 
 
Special Education Records 
The District shall retain a student's special education records until at least the student's 
25th birthday, unless written consent to destroy the records or a written request to 
destroy the records is received from the parent or, where applicable, the adult student.   
The District shall inform parents when personally identifiable information collected, 
maintained, or used under related to providing special education for their student is no 
longer needed to provide educational services to the child.  The information must be 
destroyed at the request of the parents.  However, a permanent record of a student's 
name, address, and phone number, his or her grades, attendance record, classes 
attended, grade level completed, and year completed may be maintained without time 
limitation. 34 CFR 300.624.   
The District shall maintain a copy of the last Individualized Education Plan ("IEP") that 
was in effect prior to the student's exit from special education until the student's 60th 
birthday.   
The District shall provide parents, or where applicable the adult student, with a written 
notice of the District's document destruction policies upon the student's graduation with 
a regular high school diploma or at the transfer of rights, whichever occurs first.   
The District shall provide public notice of its document destruction policy at least 
annually.  
Litigation Hold 
On receipt of notice from legal counsel representing the District in that a litigation hold 
is required, the routine destruction of governmental records, including paper and 
electronic records, which are or may be subject to the litigation hold shall cease.  The 
destruction of records subject to a litigation hold shall not resume until the district has 
received a written directive from legal counsel authorizing resumption of the routine 
destruction of those records in accordance with the retention requirements of this policy 
and the associated procedures.  
Right-to-Know Request - Hold 
On receipt of a Right-to-Know law request to inspect or copy governmental records, the 
Superintendent shall cease any destruction of governmental records which are or may 
be the subject of the request.  The records shall be retained regardless of whether they 
are subject to disclosure under RSA Chapter 91-A, the Right-to-Know law.  If a request 
for inspection is denied on the grounds that the information is exempt under this 
chapter, the requested material shall be preserved for no less than 90 days and until any 
lawsuit pursuant to RSA 91-A:7-8 has been finally resolved, all appeal periods have 
expired, and a written directive from legal counsel representing the District authorizing 
destruction of the records has been received. 
 
Legal References: 
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RSA 91-A, Right to Know Law 
RSA 189:29-a, Records Retention and Disposition 
NH Code of Administrative Rules, Section Ed 306.04(a)(4), Records Retention 
NH Code of Administrative Rules, Section Ed 306.04(h), Records Retention 
NH Code of Administrative Rules, Section Ed. 1119.01, Confidentiality Requirements 
20 U.S.C. 1232g, Family Educational Rights and Privacy Act (FERPA) 
 
Appendix EHB-R, Records Retention Schedule 
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First Reading 
 

LOCAL DATA/RECORDS RETENTION SCHEDULE 
 

Type Local/State Record 
Recommended 

State/Federal 
Mandated 
Retention 

Business Records   
Accident Reports 
     Employee 
     Student 

 
6 years or term of employment 
6 years after age of majority 
for suit 

 

Annual Audit Permanent 10 6 years  
Annual Report (District) Permanent  
Application for Federal Grants  5 6 years  
Architectural Plans 
     Engineering Surveys 
     Asbestos Removal 

Permanent 
Permanent 
Permanent 

 

Bank Deposit Slips 6 years or until audit 6 years if fed’l 
Bond Issue Materials Permanent  
Budgets 
     Work Sheets 

6 years 
1 year 

 

Child Labor Permits 1 year  
Contracts 
     Certified Educator 

1 year life of contract plus 3 
years 
Permanent  

 

Collective Bargaining Agreements Permanent  
Correspondence for Business 4 years  
Deeds Permanent  
District Meeting Minutes & Warrant 
Enrollment Reports  
     Resident Pupil Membership Forms 
     Fall Reports A-12-A (RSA 189:28) 
     Pupil Registers (RSA 189:27-b) 
     School Opening Reports 
     Statistical Reports A-3 (RSA 189:28)  

Permanent 
Permanent 
Permanent 
Permanent 
Permanent 
Permanent 
Permanent 

 
 
 
 
 
 
 

Federal Project Documents 
 

 
 
 
 

5 years after 
submission of 
final expenditure 
report & 
documentation for 
expenditures, 
unless there is an 
ongoing audit 
taking place in 
which case, all 
records will be 
maintained until 
final resolution. 

FICA Reports – monthly/quarterly 7 6 years  
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LOCAL DATA/RECORDS RETENTION SCHEDULE 
(continued) 

 
Type Local/State Record 

Recommended 
State/Federal 

Mandated 
Retention 

Quarterly Taxes Form 941  7 6 years   
 
 

Fixed Trip Requests/Confirmation 1 year  
Fixed Assets Schedule Permanent/as updated  
Form C-2 Unemployment 
     Wage Report (DES 100) 

6 years  

Invoices 1 year or until audit  
MS-22 Budget Form 6 years  
MS-23 Budget Form 6 years  
MS-25 Budget Form Permanent  
Purchase Orders 1 year or until audit  
   
Request for Payment Vouchers 1 year or until audit 6 years if fed’l 
Requisitions 1 year or until audit 6 years if fed’l 
Retirement Reports - Monthly 1 year  
Student Activities Records/Accounts 6 years or until audit  
Time Cards 
     Bus Driver 
     Custodial 
     Secretarial 
     Substitute Teacher pay slips 

 
5 6 years 
5 6 years 
5 6 years 
5 6 years 

 

Travel Reimbursements 1 year or until audit  
Treasurer’s Receipts - Cancelled Checks  

6 years 
 

Treasurer’s Report 6 years  
Vocational Education 
     AVI Forms 
     Voc Center Regional Contracts 
     Federal Vocational Forms 

 
1 year 
20 years 
 

 
 
 
6 years 

Vouchers Manifests 1 year or until audit  
 W-2’s Yearly  7 6 years 
 W-4 Withholding Exemption Certificate  7 6 years 
 W-9  7 6 years 
 941-E Quarterly Taxes  7 6 years 

Personnel Records   
Application, including Criminal Records Term of Employment  
Attendance Records 
    Leaves 
     Request for Leaves 
Family Medical Leave Act 

 
1 year 
1 year 
3 years 

 

Criminal Record Check Destroy immediately after 
review for no record; within 
30 days of receipt with 
record Term of Employment 

 

Civil Rights Forms  6 years 
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LOCAL DATA/RECORDS RETENTION SCHEDULE 
(continued) 

 
Type Local/State Record 

Recommended 
State/Federal 

Mandated 
Retention 

Dues Authorization Term of Employment  
Evaluations Term of Employment  
Medical Benefits Application Term of Employment  
Medical Examinations Term of Employment  
Re-employment Letter of Assurance 1 year  
Retirement Application Term of Employment  

 
Separation from Employment 
     Form/Letter 

 
6 years 

 

Staff Development Plan Term of Employment  
Student Records   

Disciplinary Records Term of Enrollment  
Early Dismissal 1 year  
Emergency Information Form 1 year  
Health and Physical Records, including 
     Immunization Record 

 
Term of Enrollment 

 

Medical Reports Term of Enrollment  
Registration Form Term of Enrollment  
 Application for Free Lunch  6 years 
Transcripts 
     Attendance 
     Grades 
     Assessment Results 

Permanent 
Permanent 
Permanent 
Permanent 

 

Internal Records   
Child Abuse Reports/Allegations Permanent  
Criminal Investigations Permanent  
Criminal Records Check 
     Unsuccessful/Unfavorable 

 
1 year 

 

Personnel Investigations  Permanent  
Sexual Harassment Permanent  
   

Special Education Records   
At a minimum, records for special 
education students should be kept as 
long as the student is in a program and 
there is district liability for the education of 
the student. Given court decisions that 
are retroactive, it might be prudent to 
retain records for at least six (6) years 
after the termination or completion of the 
program. 

Until age of 25.  Final IEP 
must be retained until age 
60. 

See note to right. 

Legal References:   
ED 306.04 (a)(4)(h)       
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First Reading 
 

STUDENT SUBSTANCE USE POLICY 
Preamble 

The Dover School District recognizes that use disorders involving alcohol and other 
substances is a treatable health problem. In some instances, this also involves violations 
of law. It also recognizes that involvement with alcohol, tobacco, drugs, and other 
impairing substances can interfere with a student’s academic, physical, emotional, and 
social development. Further, the Dover School District recognizes that the schools, as well 
as families and the community at large, have a responsibility to address this important 
matter. 
 
The Dover School District acknowledges that every student has a right to a substance-free 
school and that it is the responsibility of students, parents/guardian, school personnel, and 
the community at large to work together to achieve this goal. 
 
The Dover School District prohibits the use of alcohol, tobacco, drugs, and other 
impairing substances as well as alcohol, tobacco, drugs, and other impairing substance 
related activities of any kind on school property at any time by anyone, including at school 
related, sponsored, or sanctioned events regardless of location. 
 
The Dover School District commits to the following: 

 
i. Educating students about the risks of alcohol, tobacco, drugs, and other impairing 

substances at a developmentally appropriate level. 
ii. Promoting a climate in which students can seek help if they are in distress from their 

own or others’ use of alcohol, tobacco, drugs, and other impairing substances. 
iii. Supporting students whose use of alcohol, tobacco, drugs, and other impairing 

substances interferes with school performance and assisting with in-school 
interventions as indicated, by providing referrals to community agencies for further 
assessment, treatment, or other services as appropriate. 

iv. Supporting students recovering from dependency on alcohol, tobacco, drugs, and other 
impairing substances as requested or deemed appropriate by providing referrals to 
community agencies for further assessment, treatment, or other services as 
appropriate. 

v. Providing students, parents, and legal guardians with information and resources 
relative to existing drug and alcohol counseling and treatment for pupils.  

vi. Developing and implementing guidelines and sanctions in each school which: 
 

1. Define violations and their consequences, both disciplinary and supportive; 
2.Define immediate procedures for handling incidents, including the searching and 

assessment of students; 
3. Describe a support and referral system, which includes response to self-referrals 
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and suspected users; 
4. Are clearly articulated to staff, parents, and students at least annually; 
5. Train all personnel in school guidelines related to alcohol and other drugs; 
6.Support students returning to school from inpatient treatment facilities including 

the receipt of treatment plans by providing access to in-house support such as 
counselors, LDAC services, etc. as appropriate; 

7. Make recommendations and advocate on a student’s behalf, if appropriate; 
8. Ensure no less than a biannual evaluation of the above efforts. 

 
vii. Notifying staff, parents, and students annually of current guidelines and sanctions. 
 
Guidelines & Procedures 
 

a. Prescription medication or over the counter for medicinal purposes 
 

i. Prescription medications shall only be allowed with written orders from a physician. 
Over-the-counter (OTC) medications, herbal or homeopathic medications for 
personal use, shall be allowed only with written permission from parents or 
guardians. Federal, state and local laws shall apply to students and employees alike. 

If the student is using such a product for medicinal purposes, the medicinal purpose 
must be reported to the school nurse and the product kept in the original 
container by the nurse during school hours. If the administration discovers a student is 
in possession of such a medicinal product and the nurse has no prior knowledge of the 
student’s medicinal need of the product, the product shall be considered a controlled 
substance or alcohol for the purposes of this policy. 

 
b.Apparel 

 
Apparel displaying messages exhibiting or promoting alcohol, tobacco, drugs, and 
other impairing substances are prohibited. 

 
c. Suspected Use 

 
Any member of the school community concerned that a student is involved with 
alcohol, tobacco, drugs, or other impairing substances should report that concern to 
any staff member. The receiving staff member must report the concern to a building 
administrator as soon as possible. All referrals are confidential. A trained staff 
member must evaluate students expected to be under the influence. 
 

d. Self-Referral  
 

If a student voluntarily seeks treatment for a substance use disorder (including 
alcohol, tobacco, or other impairing drugs) the school will cooperate as fully as 
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possible with the student. Typically, a self-referral will not initiate a disciplinary 
action. 
 

e. Student Found in Violation 
 

If a student is found possessing, using, distributing, selling, promoting and/or under 
the influence of alcohol, tobacco, drugs, e-cigarettes or other impairing substances or 
paraphernalia: 

 
1. The teacher or staff member must bring the student and any alcohol, tobacco, drugs 

and other impairing substances to the school principal or designee. 
2. The principal or his/her designee and nurse will make the judgment regarding the 

immediate medical needs of the student. 
3. The principal or his/her designee will notify the parents, the superintendent, and law 

enforcement in the event a local, state, or federal law has been violated. 
 

f. Post Incident 
 

i. The principal or his/her designee shall meet with the student’s school counselor and 
review the student’s file to support the determination of the appropriate 
consequences for the violation. 

ii. School guidelines and procedures shall be established to dictate the degree of 
discipline imposed for alcohol or drug use (e.g. in-school suspension, out-of-school 
suspension, expulsion, etc.). 

iii. The student shall be referred to the superintendent of schools as part of the re-entry 
determination process. 

 
g. Students in Treatment 

 
i. Students who enter into residential treatment for substance abuse services will be 

encouraged to remain enrolled in school. The school will comply with treatment 
recommendations. The school district may or may not be financially responsible for a 
student’s education while s/he is in treatment. The student’s school counselor will: 

1. Obtain written releases to discuss the student’s educational and aftercare program 
with the appropriate person(s) at the treatment facility. Students who are 13 and 
older must provide their written consent. 

2. When appropriate, provide the necessary assignments and materials. 
3. When appropriate, ensure that the student receives credit for education efforts 

while in treatment. 
 

h. Extra-Curricular and Co-Curricular Activities 
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Students participating in extra-curricular and co-curricular activities carry a 
responsibility to themselves, fellow students, coaches/advisors, parents/guardians, and 
school to set the highest possible example of conduct, sportsmanship, and training. These 
responsibilities include avoiding any involvement with prohibited substances. Students 
participating in extra-curricular and co-curricular activities face the additional regulations 
outlined in the Dover School District Athletic/Extra-Curricular/ Co-Curricular agreements 
and policies. 

i. Search and Seizure 
 

A search may be conducted when it is justified at its inception and the scope 
of the search is reasonably related to the circumstances which justify the search (New 
Jersey v. T.L.O., 469 U.S. 325 (1985)). In accordance with school policy, a student 
may be searched. As their lockers are school property, these too may be searched, as 
well as their backpack, car, and other bags or items brought to school. The Dover 
School District reserves the right to utilize detection dogs to aid in the search of the 
school.  Students refusing a reasonable search may be suspended for a length of time 
commensurate with the normal discipline applied if a substance was to be found. 

j. Retaliation 
 

i. It shall be a violation of this policy and other applicable school policies for anyone 
to retaliate in any way against any person who may have or has participated or 
cooperated in an investigation of the above violation. Retaliation is a very serious 
matter and will be the basis of separate disciplinary action. 

ii. A student suspected of a violation will be expected to comply with a school and/or 
police investigation. 

k. Emergency 
 

i. Nothing in this policy shall deter any school employee from initiating quicker and 
more effective action than outlined in the regulations if a student is obviously in 
need of immediate medical assistance. The priority is protecting the student and 
other students from physical harm and from disrupting the school environment. 

 
ii. Should an emergency arise the following steps shall be taken (911 may be called 

prior to retrieving the nurse if deemed appropriate): 
 

1. Notify a teacher, staff member immediately 
2. Remain with the student 
3. Send for the school nurse/call 911 for emergency medical assistance if nurse is 

not available 
4. Contact an administrator 
5. If indicated, release the student to the custody of appropriate medical 



DOVER SCHOOL DISTRICT POLICY CODE:  JICH 
DATE OF ADOPTION:   PAGE 5 OF 5 

 
 

personnel 
6. Contact parents/guardians 

 
 
Legal References: 

New Jersey v. T.L.O., 469 U.S. 325 (1985) 

21 U.S.C. § 812(c), Controlled Substances Act 

RSA 318-C, Controlled Drug Act 

RSA 571-C:2, Intoxicating Beverages at Interscholastic Athletic Contests 

Code 
Required 

http://www.law.cornell.edu/uscode/html/uscode21/usc_sec_21_00000812----000-.html
http://www.gencourt.state.nh.us/rsa/html/NHTOC/NHTOC-XXX-318-C.htm
http://www.gencourt.state.nh.us/rsa/html/NHTOC/NHTOC-LVIII-571-C.htm
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PHYSICAL RESTRAINT POLICY 

 
First Reading 

 
In accordance with RSA 126-U the Dover School District shall follow this policy for the use of 
physical restraint. 
 
The Dover School District hereby authorizes school staff members or those under the control or 
direction of a school (e.g., contractors) to use physical restraint to ensure the immediate physical safety 
of persons when there is a substantial and imminent risk of serious bodily harm to the child or others, 
and then only when other interventions have failed or have been deemed inappropriate, and in a 
manner consistent with state law and regulations.   
 
The Superintendent of Schools shall develop procedures for the use of child restraint and seclusion.  

Physical restraint or seclusion shall only be used: by trained personnel and only after other approaches 
to the control of behavior have been attempted and been unsuccessful or are reasonably believed to be 
unlikely to succeed based on the student’s past history, and in compliance with the requirements of Ed 
1113.06 Use of Aversive Behavioral Interventions of the New Hampshire Rules for the Education of 
Children with Disabilities. School staff shall not use restraint or seclusion except when a child’s 
behavior poses a substantial and imminent risk of physical harm. 
 
The following scenarios are NOT considered a restraint for the purposes of this document: 
 

1. A brief holding or touching to calm, comfort, encourage, or guide a child, so long as there 
is no limitation on the child’s freedom of movement, or intervening in an ongoing assault 
or fight; 

2. The temporary holding of the hand, wrist, arm, shoulder, or back, for the purpose of 
inducing a child to stand, if necessary, and then walk to a safe location, so long as the 
child is in an upright position and moving toward a safe location;  

3. Physical devices, such as orthopedically prescribed appliances, surgical dressings and 
bandages and supportive body bands, or other physical holding when necessary for 
routine medical treatment purposes, or when used to provide support for the achievement 
of functional body position or proper balance or to protect a person from falling, or to 
permit a child to participate in activities without the risk of physical harm; 

4. The use of seat belts, safety belts, or similar passenger restraints during transportation of a 
child in a motor vehicle. 

5. The use of force by a person to defend himself or herself or a third person from what the 
actor reasonably believes to be the imminent use of unlawful force by a child, when the 
actor uses a degree of such force which he or she reasonably believes to be necessary for 
such purpose and the actor does not immobilize a child or restrict the freedom of 
movement of the torso, head, arms, or legs of any child. 

 
Persons implementing a restraint will use extreme caution and the least amount of physical 
strength necessary to protect the student.  The use of physical intervention should not exceed that 
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necessary to avoid injury.  The degree of physical restriction employed must be in proportion to 
the circumstances of the incident and the potential consequences.  
 
The school will review the Individualized Education Plan (IEP) or Section 504 plan of a 
child with a disability following the first use of a restraint or seclusion on the child, or upon 
request of the child’s parent or guardian, and make adjustments to the IEP or 504 plan as 
indicated to reduce the future use of restraint or seclusion.  
 
Seclusion shall not include: 

1. The voluntary separation of a child from a stressful environment for the purpose of 
allowing the child to regain self-control, when such separation is to an area which a 
child is able to leave. 

 
2. Circumstances in which there is no physical barrier between the child and any other 

person or the child is physically able to leave the place. 
 

In the event of a physical restraint, seclusion, or intentional physical contact with students who 
are actively combative, assaultive, or self-injurious, school officials shall comply with all state-
mandated notification and record keeping requirements. 
 
School staff shall not use or threaten to use physical restraint or seclusion as a punishment or 
consequence except to ensure the immediate physical safety of person when there is a substantial and 
imminent risk of serious bodily harm to the child or others, or except as permitted for transporting 
students. 
 
Prohibition of Dangerous Restraint Techniques 
The School Board recognizes and hereby prohibits the use of “dangerous restraint techniques” as 
defined in RSA 126-U:4. 
 
All employees shall follow the procedures as outlined in the document titled: “Procedures for Use of 
Restraint in the Dover School District”. 
 
Definitions 
For purpose of this policy and any accompanying procedures, the following definitions apply:  

1. Physical restraint occurs when manual method is used to restrict a child’s freedom of 
movement or normal access to his/her body against his/her will.  

2. Mechanical Restraint occurs when a physical device or devices are used to restrict the 
movement of a child and/or the movement or normal function of a portion of his/her body. 
Prohibited as per RSA 126-U:6. 

3. Medication Restraint occurs when a child is given medication involuntarily for the purpose of 
immediate control of the child’s behavior. Prohibited as per RSA 126-U: 6. 
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4. Serious bodily injury is harm to the body that would require hospitalization or would result in 

the fracture of any bone, non-superficial lacerations, injury to any internal organ, second- or 
third-degree burns, or any severe, permanent, or protracted loss of or impairment to the health 
or function of any part of the body. 

5. Intentional physical contact is in response to a child’s aggressive, combative, assaultive, or 
injurious behavior but does not meet the threshold of a restraint (e.g., blocking of a blow or 
forcible release from a grasp).  

6. Dangerous Restraint Technique is any technique that: 

a. Obstructs a child’s respiratory airway or impairs the child’s breathing or 
respiratory capacity or restricts the movement required for normal breathing; 

b. Places pressure or weight on, or causes the compression of, the chest, lungs, 
sternum, diaphragm, back or abdomen of a child; 

c. Obstructs the circulation of blood; 
d. Involves pushing on or into the child’s mouth, nose, eyes, or any part of the 

face or involves covering the face, or body with anything, including soft 
objects such as pillows, blankets, or wash clothes, or 

(1) Endangers a child’s life or significantly exacerbates a child’s medical 
condition.  

(2) Intentional infliction of pain, including the use of pain inducement to 
obtain compliance. 

(3) The intentional release of noxious, toxic, caustic, or otherwise 
unpleasant substances near the child for the purpose of controlling or 
modifying the behavior of or punishing the child. 

(4) Any technique that subjects the child to ridicule, humiliation, or 
emotional trauma. 
 

7. Trained Staff are those individuals who successfully complete and stay current in a training 
program that results in acquisition of skills in verbal de-escalation, preventing restraints, 
evaluating risk of harm in an individual situation, use of approved techniques and monitoring 
the effect of the restraint. 

8. District/facility shall mean the Dover School District. 

9. Parent shall mean the student’s parent, legal guardian, surrogate parent or student over the age 
of 18. 

10. Seclusion means the involuntary placement of a child alone in a place where no other person 
is present and from which the particular child is unable to exit, either due to physical 
manipulation by a person, lock, or other mechanical device or barrier. 

Legal Reference:  RSA 126-U:1 to 13 (2014).  
Cross Reference:  JKAA-R – Procedures on Use of Child Restraint and Seclusion 
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First Reading 

 
Procedures for the Use of Physical Restraint in the Dover School District 

 
A. Introduction 
 
 The Dover School District authorizes staff members to use physical restraints in limited situations 
and only as a last resort to prevent harm.  Physical restraint may be used only under the following 
conditions: 
  

1. Staff is trained in de-escalation and physical management; Non-Violent Crisis Intervention, 
through the Crisis Prevention Institute (CPI®), is the current training program adopted by 
Dover School District. 

2. Physical action of a student creates a substantial risk of harm to self or others; 
3. Other positive interventions have failed, or the level of immediate risk prohibits exhausting 

other means. 
4. Conforms to the requirements of Ed 1113.06 Use of Aversive Behavioral Interventions of the 

New Hampshire Rules for the Education of Children with Disabilities. 
5. Conforms to the requirements of NH RSA 126-U and Dover School Board Policy JKAA 
 

The following scenarios are NOT considered a restraint for the purposes of this document: 
 

1. A brief holding or touching to calm, comfort, encourage, or guide a child, so long as 
there is no limitation on the child’s freedom of movement, or intervening in an 
ongoing assault or fight;  

 
2. The temporary holding of the hand, wrist, arm, shoulder, or back, for the purpose of 

inducing a child to stand, if necessary, and then walk to a safe location, so long as the 
child is in an upright position and moving toward a safe location;  

 
3. Physical devices, such as orthopedically prescribed appliances, surgical dressings and 

bandages and supportive body bands, or other physical holding when necessary for 
routine medical treatment purposes, or when used to provide support for the 
achievement of functional body position or proper balance or to protect a person from 
falling, or to permit a child to participate in activities without the risk of physical 
harm; 

 
4. The use of seat belts, safety belts, or similar passenger restraints during transportation 

of a child in a motor vehicle.  
 

5. The use of force by a person to defend himself or herself or a third person from what 
the actor reasonably believes to be the imminent use of unlawful force by a child, 
when the actor uses a degree of such force which he or she reasonably believes to be 
necessary for such purpose and the actor does not immobilize a child or restrict the 
freedom of movement of the torso, head, arms, or legs of any child. 
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Physical restraint is appropriate only when a student is displaying physical behavior that 
presents substantial risk to the student or others, and considered when, in the opinion of the 
supervising adult, the threat is imminent.  Persons implementing a restraint will use extreme caution 
and the least amount of physical strength necessary to protect the student.  The use of physical 
intervention should not exceed that necessary to avoid injury.  The degree of physical restriction 
employed must be in proportion to the circumstances of the incident and the potential consequences. 

 
A physical restraint of a student should be conducted in a manner consistent with the 

techniques prescribed in the District approved training program.  The purpose of the restraint should 
be to assist the student to regain emotional and behavioral stability.  It should last only as long as is 
necessary to accomplish this.  To the extent possible, it should be conducted in such a way as to 
preserve the confidentiality and dignity of all involved. 

 
Restraint should be carried out by trained persons authorized by the Superintendent, Special 

Education Administrator, Principal, Director or his/her designee.  Untrained staff is limited to 
physically intervening by using the minimal amount of physical contact with the student to protect the 
student and ensure the safety of others until trained staff is available.  Untrained staff should request 
assistance from trained staff as soon as possible. 
 
School staff shall not use or threaten to use restraint as a punishment or consequence. 
 
B. Definitions 
 

1. Physical restraint occurs when manual method is used to restrict a child’s freedom of 
movement or normal access to his/her body against his/her will. 

 
2. Mechanical Restraint occurs when a physical device or devices are used to restrict the 

movement of a child and/or the movement or normal function of a portion of his/her body. 
Prohibited as per RSA 126-U:6.  

 
3. Medication Restraint occurs when a child is given medication involuntarily for the purpose of 

immediate control of the child’s behavior. Prohibited as per RSA 126-U: 6.  
 
4. Serious bodily injury is harm to the body that would require hospitalization or would result in 

the fracture of any bone, non-superficial lacerations, injury to any internal organ, second- or 
third-degree burns, or any severe, permanent, or protracted loss of or impairment to the health 
or function of any part of the body.  

 
5. Intentional physical contact is in response to a child’s aggressive, combative, assaultive, or 

injurious behavior but does not meet the threshold of a restraint (e.g., blocking of a blow or 
forcible release from a grasp) 

 
6. Dangerous Restraint Technique is any technique that: 
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a) Obstructs a child’s respiratory airway or impairs the child’s breathing or respiratory capacity 

or restricts the movement required for normal breathing; 
 
b) Places pressure or weight on, or causes the compression of, the chest, lungs, sternum,      

diaphragm, back or abdomen of a child;  
 
c) Obstructs the circulation of blood; 
 
d) Involves pushing on or into the child’s mouth, nose, eyes, or any part of the face or involves   

covering the face, or body with anything, including soft objects such as pillows, blankets, or 
wash clothes, or  

 
(1) Endangers a child’s life or significantly exacerbates a child’s medical condition.  
(2) Intentional infliction of pain, including the use of pain inducement to obtain 
compliance. 
 (3) The intentional release of noxious, toxic, caustic, or otherwise unpleasant 
substances near the child for the purpose of controlling or modifying the behavior of 
or punishing the child.  
(4) Any technique that subjects the child to ridicule, humiliation, or emotional trauma. 
 

7. Trained Staff are those individuals who successfully complete and stay current in a training 
program that results in acquisition of skills in verbal de-escalation, preventing restraints, 
evaluating risk of harm in an individual situation, use of approved techniques and monitoring 
the effect of the restraint. 

 
8. District/facility shall mean the Dover School District.  

 
9. Parent shall mean the student’s parent, legal guardian, surrogate parent or student over the age 

of 18. 
 

10. Seclusion means the involuntary placement of a child alone in a place where no other person 
is present and from which the particular child is unable to exit, either due to physical 
manipulation by a person, lock, or other mechanical device or barrier. 

 
C. Risks of Restraint 

 
Staff will understand that all physical restraints involve some risk.  This may include injury, 

including in rare instances, death to the person being restrained and/or to staff.  Restraint related 
positional asphyxiation or other physical injuries can occur.  For this reason, it is essential that staff is 
trained in appropriate techniques that minimize the possibilities of risk.   
 

There is also the risk of psychological impact in using restraints.  An individual’s past 
experience with abuse or the fear involved with being restrained may cause unanticipated responses.   
Staff should be aware that for some students the use of physical restraint might have the unintended 
consequence of acting as a positive reinforcer for their behavior.   
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In addition, staff should be conscious of individual perceptions, experiences and cultural 

orientation and recognize that for some students any touching may be unwelcome and misinterpreted 
despite good intentions.  In these situations, touching the student may evoke an extreme and intense 
response and make the use of restraint more dangerous for both student and staff.    
 
D. Training 
 

The District shall ensure all appropriate personnel are trained in the use of verbal de-escalation 
and physical restraint procedures.  Efforts will be made to apply physical restraint only by individuals 
who have received training in the district approved program and have remained current in its use. 
  

The District will notify all new personnel working in programs where the use of restraint is 
"anticipated" of the Use of Physical Restraint Policy and Procedures and the requirement they 
participate in the approved training program within a reasonable period.   Staff will receive on-going 
training to maintain the requirements of the training program chosen by the District.  
 

Staff members assigned to provide training must be a certified instructor in the training 
program selected by the District.   
 
E. Prevention Strategies 
 

It is expected that school staff will implement positive and constructive methods to verbally 
de-escalate potentially dangerous situations.  When the district anticipates that a student is likely to 
behave in a way that may require physical restraint, staff will conduct a functional behavior 
assessment and develop a positive behavior plan including a plan for teaching replacement behaviors.  
When appropriate, a team of knowledgeable people will include behavioral goals and objectives in a 
student’s Individual Education Plan, 504 Accommodation Plan or other Behavior Intervention Plan.   
Staff must implement all strategies identified in any formal plan such as an Individualized Education 
Plan (IEP), 504 Accommodation Plan or any other Behavior Intervention Plan.   
 

Whether the student is eligible for special education or not, the school can still develop a 
specific behavior support plan in conjunction with the parent/guardians.  
 
F. Dangerous Restraint Techniques are Prohibited 
 

a.  Any technique that: 
 

(1) Obstructs a child’s respiratory airway or impairs the child’s breathing or respiratory 
capacity or restricts the movement required for normal breathing; 

(2) Places pressure or weight on, or causes the compression of, the chest, lungs, sternum, 
diaphragm, back or abdomen of a child; 

(3) Obstructs the circulation of blood; 
(4) Involves pushing on or into the child’s mouth, nose, eyes, or any part of the face or 

involves covering the face, or body with anything, including soft objects such as 
pillows, blankets, or wash clothes, or 

(5) Endangers a child’s life or significantly exacerbates a child’s medical 
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                          condition.  
 

b. Intentional infliction of pain, including the use of pain inducement to obtain compliance. 
 

c. The intentional release of noxious, toxic, caustic, or otherwise unpleasant substances near 
the child for the purpose of controlling or modifying the behavior of or punishing the 
child. 
 

d. Any technique that subjects the child to ridicule, humiliation, or emotional trauma.  
 
G.  Authorization and Monitoring of Extended Restraint 
 
When restraint may permissibly be used on a child, school officials must comply with the following 
procedures: 

  
1. Children in restraint shall be continuously and directly observed by personnel trained 

in the safe use of restraint; 
 

2. When the period of restraint reaches 5 minutes, the principal or designee, (CPI 
certified) shall be notified to review and approve of the continuation of the restraint. 
This approval will be documented on the restraint incident report that accompanies 
these protocols. 

 
3. Restraints will be observed by an administrator or designee, from the 5 minute mark 

forward and shall be recertified and documented at each 5 minute interval until the 20 
minute mark (from the initiation of the restraint incident) 

 
4. If the total time of restraint (from initiated time) reaches 20 minutes, the parent will be 

notified and the administrator will determine if the police department will be notified 
and requested to respond to the school. Re-certifications of the restraint by the CPI 
trained administrator or designee shall continue at 5 minute intervals and will be 
documented until such time as a parent or emergency responder arrives and can take 
over.  

5. When the parent is notified, the nurse will be notified of a pending health check 
 
H. Processing the Incident 
 

Immediately after the student has restored emotional and behavioral control the school nurse 
or other health professional shall examine the student and staff to ascertain if any injury has been 
sustained during the restraint.   
 

The individuals involved with the incident shall complete the initial report of restraint as soon 
after the incident as possible but not longer than the end of the school day or sooner if practicable. If a 
staff member is not able to immediately provide documentation (ex. because of injury) the reason will 
be noted on the Incident Form and the administrator will be notified. A final written report of restraint 
shall be completed and given to the administrator no later than 24 hours after the restraint.  
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The staff members involved with the physical restraint will have the opportunity to meet with 
their supervisor after every incident. Staff will meet as a team to debrief after the initial incident 
reports are completed on the same day as the incident.  Outside agencies, such as the Dover Police 
Department, will be invited as determined by the administrator. The purpose is to have staff process 
the incident, look at what could have been done to prevent the restraint and look at any more efficient 
ways to manage a restraint should it occur in the future.  The supervisor will provide support to the 
staff members and determine when the staff members shall return to his or her duties. If a team 
member is uncomfortable with participating in a full team debrief or has information they wish to 
share individually they will notify the administrator immediately and will debrief individually.  
 

The student, with assistance from staff, will process the event at the earliest appropriate time.    
 
I. Informed Decision Making 
 

When the use of physical restraint is included in a student’s written plan, the District will 
provide the parent/guardian with a copy of the Policy and Procedures for the Use of Physical 
Restraint. 
  

Additionally, the parent/guardian will be asked to share relevant information with school 
personnel.  This information should include, but not be limited to, medical, health and/or 
psychological considerations, past experiences, patterns of behavior that may signal an imminent 
situation and/or de-escalation techniques that have proven to be successful. Whenever staff becomes 
aware of a medical condition, it is their responsibility to work with the parent/guardian to identify 
viable modifications/alternatives. 
  

To the extent possible, the District will collaborate with the parent/guardian to identify 
appropriate and effective techniques for supporting student behavior.  Ultimately, it is the 
responsibility of the District to provide for the safety of all students.  The general welfare and safety of 
both the student and others must be considered at all times.  In dangerous situations where the student 
can cause serious, probable and imminent bodily harm to himself/herself or others, or substantial 
damage to the learning environment, restraint may be used.  
    
J. Documentation 
 
 All restraints must be documented.  Two forms to be used for documentation have been provided 
in the Appendix.  The forms are entitled  “Individual Report” and “Incident Report – Use of Restraint” 
 
K. Reporting Requirements 
 

Appropriate personnel will use the following protocol after each incident:  
 

1. Verbally notify the administrator or designee as soon as possible, but no later than at the first 
five minute interval.  
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2. If the total time of restraint (from initiated time) reaches 20 minutes, the parent will be notified 

and the administrator will determine if the police department will be notified and requested to 
respond to the school. The Administrator or designee will update the parent/guardian on the 
student’s current emotional state and discuss strategies to assist the parent/guardian in dealing 
with any residual effects of the incident; 
 

3. Schools shall make reasonable efforts to notify parent or guardian as soon as practicable and in 
no event, later than the time of the return of the child to the parent or guardian or the end of the 
business day whichever is earlier. Notification shall be made in a manner calculated to give 
the parent or guardian actual notice of the incident at the earliest practicable time. 
 

4. Complete Incident Report –Use of Restraint and give to the school administrator or designee 
as soon as is practicable but no later than the end of the school day. 
 

5. Send copy of the written report to the parent/guardian within 3 school days following the use 
restraint;  
 

6. Place a copy of report in the student's discipline file and special education file if appropriate. 
 

7. A copy of all reports shall be forwarded to the Pupil Personnel Services Director and 
Superintendent. 
 

8. A copy of staff injury report shall be forwarded to the Restraint Review Committee. 
  

Further, it is expected that each staff member involved in an incident will engage in a 
processing session(s).   Components to be included in this session are outlined in the Appendix titled 
“Staff Processing of Restraint Incident” The staff member’s supervisor or designee shall complete and 
file the form with the Restraint Review Committee.  
 
L. Annual Review Process 
 

The District shall establish a Restraint Review Committee to conduct quarterly review of all 
individual and program-wide data associated with this policy.   The Committee shall review at a 
minimum, the following components related to the use of restraint.  These include an analysis of the 
following components:  

 
1. incident reports; 
2. procedures used during restraint, including the proper administration of specific 

district/facility approved restraint techniques; 
3. preventative measures or alternatives tried, techniques or accommodations used to 

avoid or eliminate the need of the future use of restraint; 
4. documentation and follow up of procedural adjustments made to eliminate the need 

for future use of restraint; 
5. injuries incurred during a restraint; 
6. notification procedures; 
7. staff training needs; 
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8. specific patterns related to staff or student incidents; and 
9. environmental considerations, including physical space, student seating arrangements, 

and noise levels.  
 

Upon review of the data, the Committee shall identify any issues and/or practices that require 
further attention and provide written recommendations to the Superintendent of Schools. Further, the 
Committee can recommend review of the training program to ensure the most current knowledge and 
techniques are reflected in the district/facility’s program. 

   
The Committee or Superintendent of Schools will report annually to the School Board 

findings and recommendations from its annual review of district wide data concerning the use of 
restraint. 
  

The Superintendent or designee shall ensure that all relevant personnel are aware of the 
District Use of Physical Restraint Policy and Procedures. 
  

Principals will annually identify staff members who serve as school-wide resources to assist in 
ensuring proper administration of physical restraint.  Each school will maintain and distribute an up to 
date list of trained staff to all relevant educational personnel. 
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Appendix  
 

 FORMS AND GUIDELINES  
FOR PROCESSING A RESTRAINT 

 
  
 Form #1 – Incident Report – Use of Restraint shall be used to document an incident that led to 
the use of restraint and generate proactive responses to reduce or eliminate similar incidences in the 
future.  This report will incorporate information from the Individual Report and will be completed and 
delivered to the building administrator no later than 24 hours after the incident.  
 
 Form #2- Individual Report-Use of Restraint shall be used by individuals involved in the 
incident as a first report of events that led to the restraint or of the  restraint itself to provide initial 
documentation to the case manager or administrator. This report will be completed prior to the 
individual leaving the building at the end of the school day. 
 
 
 Form # 3 – Staff Processing of Restraint Incident shall be used to document that staff involved in 
an incident have engaged in a processing process that explores perceptions about what happened prior 
to, during and after the incident. 
 
  The staff member submitting documentation should be factual, objective, and concise and use 
direct quotes from both staff and students.   
 
 To this end there needs to be an investment in training and practice in both report writing and 
processing skills to achieve reliable data. 
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INCIDENT REPORT—USE OF RESTRAINT 

To be filled out by: Case Manager or Designee (admin if not identified) within 24 
hours of the incident  

Student: ______________________________    Date of Incident:______________  

School/Program:_________________________   Grade:  _______ 

Person Completing Report:  __________________  Signature:  __________________ 

Job Title:  ______________________________  Date of Report:  ___________ 

Staff Involved in Incident:  (individual reports used for compilation) 

 

Duration of Incident   Start Time______________ End Time_____________ 

Duration of Restraint  Start Time_____________  End Time______________ 

Nurse Report Attached  

Location(s): 

Describe Incident: 

 Before Restraint (Include interventions used prior to restraint and student response to those 
interventions) 

 

 

 During Restraint: 

 

  

 After Restraint: 

 

 

 

Possible Motivators: 
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Describe Restraint Used and Why Hold Was Deemed Necessary: 

 

 

 

 

Describe any injuries to staff, student or any property damage. 

 

 

 

 

Describe processing that occurred with the student and any follow up plans generated: 

 

 

Copy of Behavior Plan attached?  If no indicate why not. 

 

 

Staff Signatures (please print name underneath) 

___________________________________   

___________________________________ 

 

____________________________________                 

 ____________________________________ 

 

____________________________________  

_____________________________________ 
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Follow-up actions: 
   Student behavior plan developed or amended to address potential future incidents: ___NO___YES (check and explain below) 
   Potential Environmental Change____________________________________________________________ 
   Change in staff behavior:__________________________________________________________________ 
   Change in student behavior: _______________________________________________________________ 
   Other:_________________________________________________________________________________ 
   Need to complete FBA: ___________________________________________________________________ 
   Need to refer to IEP/504/Support Team for Decision making: _____________________________________ 
   Incident of first restraint IEP meeting held: _________ Date:_______________________________ 

 
Date of processing reviews:  Staff:   _____________        
    Student:  _____________ 
 
Notifications:  _____Administrator       Date:                                     

_____Parents      Date: 
_____Police      Date: 
_____Special Education Case Manager/Dept. Date:  
_____Restraint Review Committee   Date: 
_____Other _________________________  Date: 
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INDIVIDUAL REPORT—USE OF RESTRAINT 

(This report is designed to be used to fill out the formal report; it does not constitute a formal report. This must 
be filled out and returned to the case manager or Administrator prior to leaving the building on the same school 

day as the incident)  

NAME:  _______________________________  JOB 
TITLE______________________Date____________________ 

NAME OF STUDENT____________________________  GRADE_______________  
SCHOOL________________ 

DATE OF INCIDENT______________ DATE OF REPORT (if different) _________________ 

LIST OTHER STAFF INVOLVED: 

 

BEGINNING/ENDING TIME OF YOUR INVOLVEMENT IN INCIDENT ____-____ 

Please describe the incident:  

 

 

 

POSSIBLE MOTIVATORS:  Check all that apply. 

__obtain peer attention __avoid adults   __obtain adult attention   __avoid task or activity 

__obtain items/activities   __avoid peers   __get/avoid self-regulation (sensory issue) 

__other ___________________________          __don’t know 

 

Check interventions used prior to restraint: 

Hurdle Help   Sensory Strategies   Planned ignoring/Positive 
Attention 

Proximity   Talk with Counselor/Staff  Prompting 

Redirection   Change of Face   Time 
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Caring Gestures  Change of Space   Managing the environment – 
Describe 

Directive Statements Space               
__________________________________________ 

                  
__________________________________________ 

                               
__________________________________________ 

WHAT TYPE OF RESTRAINT WAS USED?  Check all that apply. 

__Child Control    __Team Control    __Team Transport    __ Interim Control     __Other ________________ 

YOUR ROLE IN THE INCIDENT?  Check all that apply. 

__Team Leader   __Restrainer   __Observer/Recorder   ___Runner/Messenger   ___Other  _____________ 

DID YOU SUSTAIN ANY INJURY DURING THIS INCIDENT?    YES   NO 

 IF YES, DID YOU SEE THE NURSE?  YES    NO 

 

DID YOU WITNESS ANY PROPERTY DAMAGE?  YES   NO.   

 IF YES, DESCRIBE:                

 

                                                                                                        SIGNATURE: 
____________________________________ 
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Staff Processing of Restraint Incident  
All staff involved in a crisis incident should be part of a processing session.  This should occur after the 
incident report has already been written and as soon as possible after the event occurred.  The focus of 
processing is to increase the effectiveness of staff response and to decrease the need for future restraint.   
 
The following are important elements of the processing and should be checked off as discussed: 
 

 Staff discussed what lead up to the incident.  (Check each area discussed). 

 
 

Each staff member described the incident from his/her own perspective without 
interruption from others.  (Not everyone will perceive or remember the incident in the 
same way.) 

  Staff discussed the triggers that initiated the escalation of behavior, including student, staff 
and environmental triggers. 

  

 Staff talked about their own feelings and reactions regarding: (Check each area discussed). 

  What aspects of the restraint process went well?  What were the strengths in deescalating 
the incident? 

  Was there anything staff could have done differently that might have decreased or 
eliminated the need for restraint? 

  How did staff feel about how the restraint situation was handled and how it turned out? 

  Was the restraint necessary to maintain the safety of staff and student(s)?  Were there other 
options? 

  What was the staff attitude prior, during, and after the restraint?  How did it escalate or de-
escalate the student? 

  Was the appropriate number of staff involved in the restraint?  Too many?  Too few?  How 
did it impact the restraint in terms of intensity and duration? 

  

 Staff discussed what to do next.  (Check each area discussed). 

 
 

Was the event processed with the student?  
What was the result?  
 

  Overall, what were the issues that must be addressed by student/staff? 

  What resources will staff need to assist in working more effectively with the student in the 
future?  What are the training needs? 

 
A staff processing session is a time to review the facts, to acknowledge staff feelings regarding the 
crisis, and to give and receive support and encouragement from others. 

Staff Processing of Restraint Incident 
Staff Sign in and Notes 
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Facilitator:_____________________    Date:__________ 
 
Building:______________________  Student Initials/date of incident:_______ 
 
Staff:_________________________  Staff:___________________ 
 
Staff:_________________________  Staff:___________________ 
 
Staff:_________________________  Staff:___________________ 
 
Notes from Processing Session (attach more pages as necessary) forward completed form(s) to the 
Restraint Review Committee. 

 
 



*PS (SPED) Special *ADJ
GRADE & KINDER 1 2 3 4 5 6 7 8 9 10 11 12 ClassesOther Totals Totals
DOVER HIGH 326 324 347 346 SubTotal 1343 1343
PG = Post Grad PG
CTC Sending School Students PT 0
DOVER MIDDLE AB 24 JC 25 KC 28 MJ 25 Total: 1343
**OP = OASIS PROG. MA 23 DC 26 GD 25 SM 25 CTC 139
CTC numbers are incl in high school totals PH 26 LD 25 SM 27 JM 25

JB 24 DH 25 KT 26 JD 24
AH 25 RK 27 KN 27 JP 25
AM 23 LA 25 DJ 26 DN 27
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CM 24 AN 25 JT 26 KS 23
LT 24 RP 25 AK 26 KD 26
KW 23 MS 25 QH 26 LN 27
RW 22 AB 22 RW 27 PM 27
KW 24 AR 26 HA 27 MHS 27

Sub Totals by Grade: 284 302 318 307 1211 1211

AC 19 1P 18 2C 20 3B 23 4ET 23
GARRISON MK 19 1M 16 2H 21 3EG 24 4S 22

JG 19 1L 18 2M 20 3C 21 4K 21
MM 18 1K 18 2R 20 3SC 24 4ST 22
MD 18 2D 18

Sub Totals by Grade: 93 70 99 92 88 442 442
HORNE ST 21 1D 20 2B 22 3S 19 4O 19
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1S 19

Sub Totals by Grade: 81 117 106 98 94 496 496
WOODMAN PARK BC 20 2A 19 3B 19 4D 22

LD 20 1C 21 2L 19 3T 19 4M 22
LS 20 1J 22 2E 19 3K 18 4R 22
MS 19 1SO 22 2MC 19 3FR 19 4S 22
CR 18 1SH 22 2W 20 3LR 18 4MC 22

Sub Totals by Grade: 97 87 96 93 110 483 483
District PRESCHOOL

39 39 39

TOTALS 271 274 301 283 292 284 302 318 307 326 324 347 346 0 0 4014 4014
Barrington Total - 182 Nottingham Total - 64 ENROLLMENT: ELEM 1460
Gr.9 43 Gr. 12 49 Gr.9 15 Gr. 12 24 DMS 1211
Gr. 10 35 PG Gr. 10 12 PG DHS 1343
Gr. 11 55 Gr. 11 13 4014

*ADJ Totals exclude PT and PG
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SCHOOL YEAR 2017- 2018 MEMBERSHIP IN THE DOVER PUBLIC SCHOOLS MONTHLY ENROLLMENT DATED September 5, 2017



DOVER SCHOOL DISTRICT JOB DESCRIPTION 
DATE OF ADOPTION:   

 
DRAFT 

 
 Job Title: Data & Reporting Analyst 
 Department: SAU IT 
 Reports To: Director of Technology 
 Prepared Date: 9/07/2017 
   
 
Summary: The Data & Reporting Analyst is responsible for the management, reporting, and 
analysis of school district data that directly supports school district operations, accountability, 
and strategic direction. The position is the system owner of the Student Information System, 
requiring sound business analysis to manage, maintain, and improve the system. The position is 
the resident expert of all school district data sources, using critical thinking, creativity, and 
analytical skills to solve complex query and reporting requests received from end-users. 
 
The Data & Reporting Analyst is a permanent member of the IT Governance and DSD Data 
Team committees. The position will assist with using data to assess instruction and program 
success. The position will also have a leading role in an 18-month project to replace our current 
Enterprise Student Information System (SIS) with a modern SaaS system, from RFP to final 
rollout. 
 
Essential Duties and Responsibilities: Essential duties and responsibilities include the 
following.  Other duties may be assigned. 

 
1. Reporting & Data Analysis – 25% 

Designing, writing, and implementing new reports, dashboards, and data reporting 
tools. Will need to translate large sets of data into meaningful end user reports. 
Providing support for ad-hoc and reoccurring reports. Maintaining a database of 
standing reports for on-demand use. Ensuring overall accessibility to data. 
 

2. Data Systems – 25% 
Responsible for the system development, management, & maintenance (with Sys 
Admin support) of all school district data systems, ancillary data systems, and 
integration with outside vendors/organizations. This includes, but is not limited to, the 
SIS functional areas of student enrollment, attendance, and scheduling. 
 

3. Data Quality Control – 15% 
Ensure the reliability, accuracy, and integrity of all school district data. This includes 
managing the acquisition process of data into school district systems. 
 

4. End-user Training – 15% 
Responsible for planning and conducting staff development for users of the SIS and 
other assigned systems. Training may be conducted in a classroom setting, one-to-
one, as well as other forms as necessary. 
 

5. 2nd Tier Helpdesk Support – 10% 
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Support end-user SIS, data, and reporting needs through the SAU IT Helpdesk 
system. 

6. Documentation – 5% 
Develop and continually maintain data definitions, reporting documentation, system 
configurations, and training information. 
 

7. Skill Development – 5% 
Maintain proficiency with new and emerging technologies relevant to data & 
reporting. 

 
Supervisory Responsibilities:  There are no supervisory responsibilities associated with this 
position. 
 
Competencies: To perform the job successfully, an individual should demonstrate the following 
competencies. 

 
▪ Exemplary communication skills, both written and oral. 

 
▪ Exemplary customer service skills. 
 
▪ Ability to multi-task and provide effective support to all levels of the organization. 

 
Qualifications: To perform this job successfully, an individual must be able to perform each 
essential duty satisfactorily.  Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions 
 
Education and/or Experience: 
 
This position requires a minimum of a Bachelor’s Degree in Business, Information Technology, 
or related area with three years of applicable technical work experience.  
 
Technology Skills: To perform this job successfully, an individual should have: 
 

▪ Highly proficient with data analytics, and experience with data manipulation using a 
variety of tools 

▪ Proficiency with at least one major business intelligence tool (i.e., Microsoft BI, SAP 
BusinessObjects, IBM Cognos, Tableau Desktop) 

▪ Highly skilled in PL/SQL query development 
 

 
Certificates, Licenses, Registrations: 

 
 
Physical Demands: 

The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
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While performing the duties of this job, the employee is regularly required to talk or hear.  
The employee is frequently required to stand and walk. 

 
Work Environment: 

The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
The noise level in the work environment is usually quiet to moderate. 
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Strengthening our community by educating every child, every day! 

 
 
 

   WILLIAM R. HARBRON, Ed.D. 
Superintendent of Schools 
w.harbron@dover.k12.nh.us 

 
 

LIBBY SIMMONS 
Business Administrator 

l.simmons@dover.k12.nh.us 
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CHRISTINE BOSTON, Ed.D. 
Director of Pupil Personnel Services 

c.boston@dover.k12.nh.us 
 
 

PAULA GLYNN 
Director of Curriculum, Instruction and 
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p.glynn@dover.k12.nh.us 

 
 

JEFFREY E. MYERS 
Director of Technology 

j.myers@dover.k12.nh.us 
 

 

TO: Dr. William R. Harbron, Superintendent of Schools 
  Members Dover School Board 
 
FROM:  Libby M. Simmons, Business Administrator 
 
DATE:  September 11, 2017 
 
RE:  Barrington Tuition Rate Approval for FY2017-2018 
 
 
Below is the tuition rate for Barrington students who will attend Dover High School during the 2017-2018 
school year. The general tuition rate is calculated using Dover’s average per pupil cost for those students in 
grades 9-12 in the preceding school year plus an administrative fee of 8.0%.   
 
*Please note that the rate is subject to change upon final approval of Cost per Pupil rates by the New 
Hampshire Department of Education.  

 
 
 

 Elementary Middle High 

*Cost per Pupil, DOE-25 FY2017 $12,347.35 $10,367.09 $12,815.52 

 
Barrington 
 

 
- 

 
- 

 
$13,840.76 

 
 

mailto:w.harbron@dover.k12.nh.us
mailto:k.m.taylor@dover.k12.nh.us
mailto:c.boston@dover.k12.nh.us
mailto:p.glynn@dover.k12.nh.us
mailto:j.myers@dover.k12.nh.us
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TO: Dr. William R. Harbron, Superintendent of Schools 
  Members Dover School Board 
 
FROM:  Libby M. Simmons, Business Administrator 
 
DATE:  September 11, 2017 
 
RE:  Nottingham Tuition Rate Approval for FY2017-2018 
 
 
Below is the tuition rate for Nottingham students who will attend Dover High School during the 2017-2018 
school year. The general tuition rate is calculated using the 2016-2017 tuition rate and adjusting it by the 
percentage increase or decrease in the District’s adopted general fund appropriations as compared to the 
adopted appropriations contained in the general fund in the previous year.  
 
*Please note that the Cost per Pupil rates are subject to change upon final approval by the New Hampshire 
Department of Education.  

 
 
 

 Elementary Middle High 

*Cost per Pupil, DOE-25 FY2017 $12,347.35 $10,367.09 $12,815.52 

 
Nottingham 
 

 
- 

 
- 

 
$13,186.18 
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mailto:p.glynn@dover.k12.nh.us
mailto:j.myers@dover.k12.nh.us


Dover School District Mission Statement 
 

Strengthening our community by educating every child, every day! 

 
 
 

   WILLIAM R. HARBRON, Ed.D. 
Superintendent of Schools 
w.harbron@dover.k12.nh.us 

 
 

LIBBY SIMMONS 
Business Administrator 

l.simmons@dover.k12.nh.us 
 
  

THE DOVER SCHOOL DISTRICT 
SCHOOL ADMINISTRATIVE UNIT #11 

McCONNELL CENTER 
61 LOCUST STREET SUITE 409 

DOVER, NEW HAMPSHIRE 03820-4132 
TEL (603) 516-6800 
FAX (603) 516-6809 

 

 
 
 

CHRISTINE BOSTON, Ed.D. 
Director of Pupil Personnel Services 

c.boston@dover.k12.nh.us 
 
 

PAULA GLYNN 
Director of Curriculum, Instruction and 

Assessment 
p.glynn@dover.k12.nh.us 

 
 

JEFFREY E. MYERS 
Director of Technology 

j.myers@dover.k12.nh.us 
 

 

TO: Dr. William R. Harbron, Superintendent of Schools 
  Members Dover School Board 
 
FROM:  Libby M. Simmons, Business Administrator 
 
DATE:  September 11, 2017 
 
RE:  (Other) Tuition Rate Approvals for FY2017-2018 
 
 
Below are the tuition rates for school districts in New Hampshire and Maine who send their students through 
the Dover schools. These rates exclude Barrington and Nottingham School Districts as each District has their 
own separate tuition agreement. 
 
*Please note that the rate is subject to change upon final approval of Cost per Pupil rates by the New 
Hampshire Department of Education.  

 
 
 

 Elementary Middle High 

*Cost per Pupil, DOE-25 FY2017 $12,347.35 $10,367.09 $12,815.52 

 
Other NH and ME Districts 
 

 
$13,040.72 

 
$10,947.48 

 
$13,560.82 

 
CTC Tuition 
 

 
- 

 
- 

 
$12,815.52 

 
 

mailto:w.harbron@dover.k12.nh.us
mailto:k.m.taylor@dover.k12.nh.us
mailto:c.boston@dover.k12.nh.us
mailto:p.glynn@dover.k12.nh.us
mailto:j.myers@dover.k12.nh.us


                                                                                                                                                                 

 

(FY19) BUDGET PREPARATION ADOPTION SCHEDULE (9/11/17) 

DATE DESCRIPTION 

2017 –  
 

Instructions provided to Administrators 

September 11 / 

October 2 

School Board to approve the FY18 Budget Preparation Adoption 

Schedule/Budget Priorities, Assumptions and Process 

October 20 Deadline for administrators to submit proposed budget data in IVee to Business 

Office 

October 23-27 SAU staff to work on remaining budget documents  

November 8 Business Administrator to provide budget to Superintendent 

November 8-13 Review budget documents with Business Administrator 

November 13-28 Superintendent to review budget(s) with Administration 

December 11 Superintendent to present Proposed Budget to School Board 

2018 – January 2 

(Tuesday) 

School Board Special Session (Organizational Meeting)/Budget Workshop-1/2 of 

presentations 

January 8 School Board Meeting-remaining presentations 

January 16 (Tuesday) Budget workshop--CPI to be released based upon a 12-month average 

January 22 Budget Workshop  

January 29 Budget Workshop 

February 5 School Board Meeting to Adopt Budget  

February 12 School Board Meeting to Adopt Budget – Backup Date 

February 14 School Budget due to City Manager – Tentative Date 

April 4 Superintendent to present Proposed Budget to City Council – Tentative Date 

April 18 School Budget Public Hearing – Tentative Date 

May - TBD City Budget (including School Budget) Adoption 

APPROVED:  
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