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SECTION A:  SCHOOL DISTRICT ORGANIZATION 

 

AC             
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    Handicap/Disability 
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NONDISCRIMINATION 
 
The Governor Wentworth Regional School Board, in accordance with the requirements 
of the federal and state laws, and the regulations that implement those laws, hereby 
formally declares that it is the policy of the Board, in its actions and those of its 
employees, that there shall be no discrimination on the basis of age, sex, race, creed  
(religion), color, marital status, physical or mental disability, national origin, or sexual 
orientation for employment in, participation in, admission/access to, or operation and 
administration of any education program or activity in the District. 
 
The Superintendent or designee shall designate a district administrator to be Title IX 
Coordinator and receive inquiries, complaints, and other communications relative to this 
policy and to the applicable laws and regulations concerned with non-discrimination at: 
 
 Title IX Coordinator 
 SAU #49, P.O. Box 190, Wolfeboro Falls, NH 03896-0190 
 Telephone (603) 569-1658 
 
This policy of non-discrimination is applicable to all persons employed or served by the 
district. Any complaint or alleged infraction of the policy, law, or applicable regulations 
will be processed through AC-R. This policy implements PL 94-142, Section 504 of the 
Rehabilitation Act of 1973, Title II of the Americans with Disabilities Act, Title VI or VII of 
the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, and the 
laws of New Hampshire pertaining to non-discrimination. 
 
(Adopted: 9/13/93) 
(Reaffirmed: 7/17/95) 
(Revised: 11/7/05) 
(Revised: 10/6/08) 
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NONDISCRIMINATION REGULATIONS RELATING TO 

COMPLAINTS AND GRIEVANCES 
 
The usual procedure for an aggrieved person or persons with a grievance is to discuss 
the matter in a conference with the school district's responsible designee, or where that 
is not possible, to the superintendent.  It is expected that most grievances will be 
satisfactorily resolved through this procedure. 
 
 
It is understood that the parties involved and witnesses will be guaranteed freedom 
from restraint, interference, coercion, discrimination, or reprisal with respect to 
processing a grievance. 
 
FORMAL STEPS 

The aggrieved person shall reduce the grievance to writing on the prescribed form (AC-
E) and submit it to the designee who will consider the evidence provided by the 
aggrieved and prescribe any corrective action, if necessary, within 15 calendar days 
after receipt of the written grievance.  Where the grievant is a student who has initiated 
the process by contacting the building principal, an appeal from the decision of the 
building principal shall be submitted in writing by the aggrieved within 5 calendar days 
from the receipt of the decision of the principal, to the Title IX Coordinator at which point 
the procedure to be followed will be the same as the procedure used for grievances for 
non-students filed with the Title IX Coordinator. 
 
Any appeal from the decision of the designee shall be submitted in writing by the 
aggrieved within 5 calendar days from the receipt of the decision to the superintendent 
who will consider the evidence provided by the aggrieved and designee, and prescribe 
any corrective action, if necessary, within 15 calendar days from receipt of the appeal. 
 
Any appeal from the decision of the superintendent shall be submitted in writing by the 
aggrieved within 5 calendar days from the receipt of the superintendent's decision, to 
the school board through the superintendent of schools, and the board shall set a time 
and place for a hearing which shall not be less than 10 calendar days nor more than 30 
calendar days from the receipt of the written appeal.  The date of the hearing may be 
postponed or made sooner by mutual agreement of both parties. 
 
All hearings conducted by the school board shall: 

1. Be in non-public session of the board with only interested parties present, 
unless both the aggrieved and the accused request an open meeting. 

2. Give all interested parties the opportunity to be represented by counsel of 
their choosing, to present sworn testimony, to present witnesses and 
documentary evidence, to cross examine witnesses offered by other 
parties, to give reasonable oral arguments, and to file typewritten briefs.   

 Copies of all briefs, notices, and requests shall be reasonably furnished to 
opposing parties. 
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The board shall render a decision in writing within 30 days after the hearing has been 
concluded. 
 
Failure at any step of this procedure to communicate the decision on a grievance within 
the specified time limit shall permit the aggrieved to lodge an appeal to the next step of 
this procedure. 
 
Failure at any level of this procedure to appeal a grievance to the next level within the 
specified time limit shall be deemed to be acceptance of the decision rendered at that 
level. 
 
Appeal from the school board's decision on matters concerning federal compliance may 
be brought, within ten days, to the State  
Commissioner of Education or Federal Office of Civil Rights; and appeal from its 
decision may be brought in Federal Court, whose decision shall be final. 
 
DEFINITIONS: 

1. An aggrieved person is the person making the complaint. 
2. A party in interest is the person or persons making the complaint and any 

person who might be required to take action or against whom action might 
be taken in order to resolve the complaint. 

3. Grievance or complaint means an alleged violation, misinterpretation, or 
application of the applicable federal regulations. 

 
See Exhibit AC-E 
 
(Issued by the superintendent:  9/14/93) 
(Reaffirmed: 7/17/95) 
(Reaffirmed: 11/7/05) 
(Revised: 9/11/06) 
(Reaffirmed: 1/5/09) 
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NONDISCRIMINATION 
 

EXHIBIT OF PROCEDURES 
 
This exhibit presents in chart form the formal steps for filing a grievance under the provisions of  
policy AC and regulations AC-R. 
 
 

Title IX Coordinator Completed within 15 days of 
considers evidence and takes receipt of grievance. 
appropriate action. 
 
Aggrieved person may appeal Completed within 5 days from  
decision of Title IX receipt of assistant 
Coordinator to the superintendent's decision. 
superintendent of schools, 
in writing. 
 
Superintendent considers all Completed within 15 days of 
evidence from aggrieved and of receipt of written appeal. 
Title IX Coordinator and 
takes appropriate action. 
 
Aggrieved person may appeal Completed within 5 days from 
decision of superintendent to receipt of superintendent's 
the board, in writing. decision. 
 
School board conducts hearing. Within 30 days from the receipt 
 of the written appeal. 
 
School board renders decision. Within 30 days of conclusion of hearing. 
 

* Where the grievant is a student, 
the grievance can be filed with 
the building administrator and 
appealed to the Title IX Coordinator 
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NONDISCRIMINATION 

 

GRIEVANCE FORM 
 
This form must be completed and submitted to the building principal or Title IX Coordinator as 
required in policy AC and regulation AC-R. 
 
Name of person(s) filing grievance:          
 
              
 
Name of person(s) alleged to have committed discrimination: 
 
              
 
              
 
Names(s) of any witness(es) to occurrence(s):        
 
              
 
              
 
Dates(s) of occurrence(s):           
 
Precise description of location of occurrence(s):        
 
              
 
              
 
              
 
Description of occurrence(s): 
(You may present your description using this form (including the reverse side) or you may 
attach a typed or computer printed statement to this form.  In describing the occurrence(s), you 
should be as precise as possible about date, times, what happened, language used, and 
witnesses present.) 
 
(Adopted:  7/17/95) 
(Reaffirmed: 11/7/05) 
(Reaffirmed: 1/5/09) 
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COMMITEMENT TO RELIGIOUS NEUTRALITY 
 
The Governor Wentworth Regional School Board understands that the administration, faculty, 
and staff must recognize studentsô First Amendment religious rights, subject to reasonable rules 
and regulations.  The Board further recognizes that the United States Constitutionôs First 
Amendment imposes two equally important obligations on public schools. 
 
First, schools must not forbid students acting on their own from expressing their personal 
religious views or beliefs.  Second, schools may not endorse religious activity or doctrine and 
students may not be coerced by others to accept religious (or non-religious) beliefs. 
 
The Board acknowledges that schools may teacher about religion, religious works of literature 
and art, and participate in discussions about religion but may not promote particular religious 
beliefs or activities. 
 
(Adopted: 1/5/09) 
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PROCEDURAL SAFEGUARDS 

NONDISCRIMINATION ON THE BASIS OF HANDICAP/DISABILITY 
 
The Governor Wentworth Regional School District provides the following Notice of Procedural 
Safeguards to parents/guardians and handicapped persons, as required by 34 C.F.R. Sections 
107.7, 104.8, 104.22 (4) (f), and 104.36 of the Regulations implementing Section 504 of the 
Rehabilitation Act of 1973. 
 
The District does not discriminate on the basis of handicap in admission or access to, or 
treatment or employment in, its programs and activities. 
 
The District provides a grievance procedure with appropriate due process rights. The 
Coordinator for section 504 is the designated employee, charged with coordinating efforts to 
comply with Section 504. The Coordinator is named in the Districtôs Annual Report or appears 
on the District homepage. 
 
The parent/guardian of handicapped students or any handicapped person may use the 
grievance procedure established by the Board. 
 
Grievance Procedure:  As a parent/ guardian of a handicapped student or any handicapped 
person, you have the right to notify the above designated employee of the complaint. 
 
The designated employee will make an initial response to the complaint within ten (10) days of 
receipt of complaint. The parties will attempt to work out their differences promptly and 
equitably informally.  A written record of the resolution of the complaint should be made within 
ten (10) working days of completion. 
 
If that fails, you may (a) request that the Board place this matter on its agenda or (b) notify the 
Superintendent of the complaint. You may be represented by anyone of your choosing, may 
present information through documents and other evidence and witnesses, and may examine 
witnesses presented by the School District. 
 
Within ten (10) working days of either of the above options, a written record should be made of 
the decision. Both parties will receive a copy of the written record. Additionally, the 
superintendent will keep a copy on file. 
 
Section D Procedure Safeguards: As required by Section 104.36, as the parent/guardian of a 
student, who because of handicap needs or is believed to need special instruction and related 
services, you have the right, with respect to any action regarding identification, evaluation, and 
placement to: 

1. Receive notice of referral/identification, evaluation, and placement process, with 
appropriate consent form. 

2. Examine all relevant records 
3. Attend an impartial hearing, at any time, with respect to any action regarding 

identification, evaluation, or placement or persons who need or are believed to need 
special education and related services, an opportunity for participation by you and 
representation of counsel as provided under the Individuals with Disabilities Education 
Act. 

4. Have access to review process. 
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PHILOSOPHY OF THE 

GOVERNOR WENTWORTH REGIONAL SCHOOL DISTRICT 
 
The mission of the Governor Wentworth Regional School District is to assure that each 
student acquires knowledge and develops skills and work habits to enable them to 
become contributing member of society. 
 
The mission is best accomplished when each member of the Governor Wentworth 
Regional School District recognizes and addresses the individual abilities and needs of 
each student, maintains challenging expectations for each student, creates a positive 
school climate, ensures a safe and orderly school environment, monitors each student's 
progress on a frequent basis, and promotes effective school - community involvement 
collaboration. 
 
The vision of the Governor Wentworth Regional School District is stated as: ñHelping 
Each Child Create the Future.ò 
 
 
(Adopted:  4/17/89) 
(Reaffirmed:  7/17/95) 
(Revised: 11/7/05) 
(Reaffirmed: 1/5/09) 
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TOBACCO PRODUCTS BAN 

USE AND POSSESSION IN AND ON SCHOOL FACILITIES AND GROUNDS 
 
No person shall use any tobacco product in any facility maintained by the Governor Wentworth 
Regional School District, nor on any of the grounds of the District. 
 
ñTobacco productsò means cigarettes, cigars, snuff, smokeless tobacco, smokeless cigarettes, 
products containing tobacco, and tobacco in any other form. 
 
ñFacilityò is any place which is supported by public funds and which is used for the instruction of 
students enrolled in preschool programs and in all grades maintained by the District.  This 
definition shall include all administrative buildings and offices and areas within facilities 
supportive of instruction and subject to educational administration, including, but not limited to, 
lounge areas, passageways, rest rooms, laboratories, classrooms, study areas, cafeterias, 
gymnasiums, maintenance rooms, libraries, and storage areas. 
 
ñGroundsò includes all land owned by the District, including playing fields. 
 
Signs shall be placed in all buildings, facilities and school vehicles stating that the use of 
tobacco products is prohibited. 
 
Students 
No student shall purchase, attempt to purchase, possess or use any tobacco product in any 
facility, in any school vehicle, or anywhere on school grounds maintained by the District. 
 
Enforcement of this prohibition shall initially rest with building principals, or their designees, who 
may report any violation to the local police department.  In accordance with state law, the police 
department shall be responsible for all proceedings and applicable fines and penalties. 
 
The principal will develop regulations that cover disciplinary action to be taken for violations of 
this policy.  These regulations will be communicated to students by means deemed appropriate 
by the principal. In addition to disciplinary actions taken by the school, criminal penalties and/or 
fines may result from violations of this policy. 
 
Employees 
No employee shall use any tobacco product in any facility, in any school vehicle, or anywhere 
on school grounds maintained by the District. 
 
Initial responsibility for enforcement of this prohibition shall rest with building principals or their 
designee. The principal may report violations to the local police department. In accordance with 
state law, the police department shall be responsible for all proceedings and applicable fines 
and penalties. 
 
The principal will develop and implement the appropriate means of notifying employees of the 
possible disciplinary consequences of violating this policy.  Any employee(s) who violate(s) this 
policy is subject to disciplinary action that may include warning, suspension or dismissal.  In 
addition, fines or other penalties may result from enforcement of these prohibitions by other law 
enforcement officials. 
 
All other persons 
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No visitor shall at any time use tobacco products in any facility, in any school vehicle or 
anywhere on school grounds maintained by the District. 
 
Responsibility for enforcement of this prohibition shall rest with all GWRSD employees who 
may report violations to the local police department.  In accordance with state law, the policy 
department shall be responsible for all proceedings and applicable fines and penalties. 
 
Statutory References: 
RSA 155:64-88, Indoor Smoking Act 
RSA 126-K 6, Possession and Use of Tobacco Products by Minors 
RSA 126-K:7, Use of Tobacco Products on Public Educational Grounds Prohibited 
 
 
(Adopted: 11/7/05) 
(Reaffirmed: 1/5/09) 
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RECOGNITION FOR ACCOMPLISHMENT 
 
Whenever a person's contribution to education in the Governor Wentworth Regional 
School District is deemed to be sufficiently great so as to merit recognition, a petition by 
50 or more residents to enroll the name of said person upon the Governor Wentworth 
Regional School District Memorial Plaque may be submitted to the school board, and 
upon the approval of said school board, the name of said person shall be inscribed 
upon the plaque.  The school board may, without a petition, proceed to give recognition 
to a person by having a name authorized to be inscribed upon the plaque.  
 
(Adopted:  9/13/93) 
(Reaffirmed:  7/17/95) 
(Reaffirmed: 11/7/05) 
(Reaffirmed: 1/5/09) 
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RECOGNITION FOR ACCOMPLISHMENT 
 
At any regularly scheduled Board meeting, the board may formally recognize 
community members, students, teachers, support staff and administrators who have 
been identified for outstanding job performances and/or outstanding services. 
 
Teachers, principals and the superintendent may wish to have an employee or student 
recognized by the board.  A letter should be submitted with the following information: 
 
Name 
Grade/or number of years in district 
School 
Reason for recognition 
Brief explanation 
Person submitting letter 
Comments 
 
This letter will follow the usual communication flow and will be directed to the vice-chair 
of the board, who in turn will coordinate and present the information to the board. 
 
Questions should be directed to the vice-chair of the board or the superintendent of 
schools. 
 
(Issued by the superintendent:  9/14/93) 
(Reaffirmed:  7/17/95) 
(Reaffirmed: 11/7/05) 
(Reaffirmed: 1/5/09) 
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BOARD OPERATIONAL GOALS 
 
The board is responsible to the people for whose benefit the school district has been 
established.  Further, the board's current decisions will influence the course of 
education in the district's schools for years to come.  By virtue of this responsibility, the 
board and each of its members must look to the future and to the needs of all people 
more than the average citizen finds necessary.  This requires a comprehensive 
perspective and long-range planning in addition to attention to immediate problems. 
 
The board's primary responsibility is to establish those policies, programs, and 
procedures, which will foster the greatest educational achievement while wisely 
managing the district's resources.  The board must fulfill these responsibilities by 
functioning primarily as a legislative body to formulate and adopt policy, by selecting an 
executive officer to implement policy, and by evaluating the results. 
 
In accordance with these principles, the board shall work to achieve the following goals: 
1. To concentrate the board's collective effort on its policymaking and planning 

responsibilities. 
2. To formulate board policies, which best serve the educational interests of each 

student. 
3. To provide the superintendent with sufficient and adequate guidelines for 

implementing board policies. 
4. To maintain effective communication with the public, staff, and students in order 

to maintain awareness of ideas and opinions. 
5. To conduct board business openly. 
 
(Adopted:  9/13/93) 
(Reaffirmed:  7/17/95) 
(Reaffirmed: 11/7/05) 
(Reaffirmed: 1/12/09) 
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SCHOOL BOARD POWERS AND DUTIES 
 
 
The Governor Wentworth Regional School Board exercises all powers and duties 
assigned to it by applicable state and federal laws as well as the rules of the New 
Hampshire State Board of Education. 
 
 
(Adopted:  9/13/93), 
(Reaffirmed:  7/17/95) 
(Reaffirmed: 11/7/05) 
(Reaffirmed: 1/12/09) 
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SCHOOL BOARD POWERS AND DUTIES 
 

In accordance with Ed 303.01 Substantive Duties, the Governor Wentworth Regional 
School Board shall: 
 

(a) Adopt policies necessary and desirable to control and effectuate the recruitment, 
employment, evaluation and dismissal of teachers and other employees, and 
may delegate authority to the superintendent of schools to carry out provisions of 
such policies provided that no teacher shall be employed who is not certified or 
who had not been nominated by the superintendent of schools and elected by 
the school board; 

(b) Adopt policies necessary and desirable to control and effectuate the purchase of 
equipment, supplies, or services and may delegate to the superintendent of 
schools the authority to make financial commitments in accordance with such 
policy. 

(c) Provide, through documented planning and public meetings and quorum votes, 
accommodation for all pupils in approved schools or other facilities in 
accordance with state law. 

(d) Provide required transportation of students consistent with these rules and 
provide that all school buildings and other learning environments be maintained 
in a manner consistent with standards of health and safety as required by these 
rules. 

(e) Prepare an annual budget in accordance with RSA 32 and comply with all 
federal and state laws and rules. 

(f) Hold meetings for the transaction of business at least once in 2 months and shall 
require the attendance of the superintendent of schools or designee.  The board 
shall cause a written record to be keep of each meeting in accordance with RSA 
91-A. 

(g) In consultation with the superintendent and in accordance with statutes and rules 
of the state board of education, determine the educational goals of the district, 
develop long-range plans and identify measurable and attainable short-term 
objectives.  The school board shall require the implementation of educational 
programs designed to reflect the goals and objectives and, further, the school 
board shall review such programs and make public the results of such 
investigation. 

(h) Exercise all powers and perform all duties vested in and imposed upon the 
school board by law or rules of the state board; 

(i) Adopt a rule to ensure that there shall be no discrimination on the basis of sex, 
race, age, creed, color, marital status, national origin, or disability in educational 
programs or activities consistent with local standards which may be stricter in 
specific areas than the broader statewide standards. 

(j) Establish a policy on sexual harassment which includes: 
(1) A statement that sexual harassment is against the law and against school 

district policy. 
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(2) A definition of sexual harassment with examples of actions that might 

constitute sexual harassment. 
(3) The names and roles of all persons involved in implementing the 

procedures. 
(4) A description of the process so all parties know what to expect, including 

time frames and deadlines for investigation and resolution of complaints. 
(5) A prohibition against retaliation toward anyone involved in a complaint. 
(6) A description of possible penalties including termination. 
(7) A requirement that a written factual report be produced regardless of the 

outcome of the investigation. 
(8) A t least one level of appeal of the investigation recommendation. 
(9) A clear statement that someone can bypass the internal process and 

proceed directly to the New Hampshire Commission of Human Rights, 
with address phone number, or office of civil rights, with address and 
phone number. 

(k) The policy required by (j) shall: 
(1) Be written in age appropriate language; and 
(2) Be published and available in written form to all those who must comply. 

(l) Annually evaluate the superintendent. 
 
 
 
(Adopted: 11/7/05) 
(Revised: 1/12/09) 
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SCHOOL BOARD ELECTIONS 
 

The Governor Wentworth Regional School Board shall be composed of an odd number 
of members elected by qualified voters of the District at elections held in March. 
 
The term of office of each member of the School Board shall be for a period of three (3) 
years. 
 
The Governor Wentworth Regional School Board permits the addition of a non-voting 
student member. 
 
 
(Adopted: 11/7/05) 
(Reaffirmed: 1/12/09) 

 



Governor Wentworth Regional School District Policy 
 

Page 36 of 390 Pages 

BBB-E 

Page 1 of 1 
 

SCHOOL BOARD ELECTIONS 
 
GOVERNOR WENTWORTH REGIONAL SCHOOL DISTRICT ANNUAL MEETING 
March 7, 1981-ARTICLE X 
Mr. Robert Smith moved that the voters, for all future school district meetings, pursuant 
to RSA 671:15, vote to adopt, as the checklist for school district meetings, the checklist 
of the individual towns comprising the school district; and further, to ratify and adopt, as 
the checklist for the 1981 school district meeting, the checklists as prepared by the 
supervisors of the towns making up the school district for the 1981 town meetings.  The 
motion was seconded and adopted without opposition by voice vote. 
 
(Adopted:  7/17/95) 
(Reaffirmed: 11/7/05) 
(Reaffirmed: 1/12/09) 
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SCHOOL BOARD MEMBER ETHICS 
 
Each member of the Governor Wentworth Regional School Board shall comply with the 
following ethical provisions: 
 

1. Attend all regularly scheduled board meetings, insofar as possible, and become 
informed concerning issues to be considered at those meetings. 

2. Become well acquainted with state laws and state board regulations pertaining to 
education and support their enforcement. 

3. Accept office as a board member as a means of unselfish service. 
4. Represent the entire district without favor to any particular segment. 
5. Make decisions only after full discussion at public board meetings; render all decisions 

based on the available facts and reasoned independent judgment; and refuse to 
surrender that judgment to individuals or special interest groups. 

6. Remember at all times that the board member is one of a team and that the statutory 
authority extended to a board must be exercised by the board as a corporate body. 
Recognize that no individual member has authority to speak or act for the entire board, 
except as specifically designated to do so by board action. 

7. Regardless of any differences of opinion, treat all other members of the board in a 
courteous, respectful, and professional manner to insure the reasonable performance of 
board responsibilities. 

8. Maintain open lines of communications with the superintendent of schools and other 
members of the GWRSD community. 

9. Recognize that final board actions will be supported by all members of the board; take 
no private action that will compromise the board or administration; and refrain from 
private actions which undermine or compromise official board action. 

10. Delegate executive functions to the superintendent and confine board action to policy 
making, planning, and appraisal. 

11. Respect the confidentiality of information that is privileged under applicable law or is 
received in confidence or executive session. 

 
(Adopted: 11/7/05) 
(Revised: 9/8/08) 
(Revised: 1/12/09) 
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BOARD MEMBER CONFLICT OF INTEREST 
 
In the absence of any general statute dealing with conflict of interest, the Governor 
Wentworth Regional School Board adopts a policy that, where the spouse of a board 
member is covered by the terms of a bargaining unit contract, those members shall 
absent themselves from discussion, voting or any attempt to influence any other board 
member on that bargaining unit contract. 
 
Each board member should be especially careful not to place herself/himself in a 
position that would make their role incompatible as members of the board when acting 
on board matters. 
 
If any member questions whether a conflict of interest exists, and the questioned 
member disagrees that a conflict exists, then the conflict shall be determined by a 
majority vote of the board. 
 
(Adopted:  9/18/89) 
(Reaffirmed:  7/17/95, 11/4/96) 
(Reaffirmed: 11/7/05) 
(Reaffirmed: 1/12/09) 
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BOARD ORGANIZATIONAL MEETING 
 
The school board shall organize annually at its first meeting following District elections.  The 
school board shall meet on regularly scheduled nights, to be determined at the organizational 
meeting.  The board will elect officers and establish committees for the year. 
 
(Adopted:  9/13/93) 
(Reaffirmed:  7/17/95) 
(Revised: 11/7/05) 
(Reaffirmed: 1/12/09) 
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BOARD OFFICERS 
 
The officers of the School Board shall be a Chairperson and Vice-Chairperson. The 
officers shall be elected at the annual organizational meeting to serve until the next 
annual organization meeting or until a successor is elected. 
 
(Adopted:  9/13/93) 
(Reaffirmed:  7/17/95) 
(Revised: 11/7/05) 
(Reaffirmed: 1/12/09) 
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APPOINTED BOARD OFFICIALS 
 

The Board shall appoint a Clerk of the District. The duties of the Clerk are specified in 
Chapters 197 (School Meetings and Officers) and 671 (School District Elections) of the 
New Hampshire Education Laws.  
 
The Board shall appoint a Board Secretary whose duties are to maintain minutes of 
Board Meetings and be responsible for Board correspondence when directed by the  
Chair. 

 

 
 
(Adopted: 11/7/05) 
(Reaffirmed: 1/12/09) 
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BOARD COMMITTEES 
 
The board shall have the following standing committees and any others it deems 
necessary: 
 
Academic Affairs 

Buildings and Maintenance 
Finance 
Public Information  
School and Human Resources 
 
The board shall decide which committees shall be active for the year. 
 
The chair of the board shall appoint committee members. 
 
(Adopted:  9/13/93) 
(Reaffirmed:  7/17/95) 
(Revised: 11/7/05) 
(Reaffirmed: 1/12/09) 
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BOARD ADVISORY COMMITTEES 
 
The board may rely on various advisory committees to counsel it as a means of 
discerning the needs and desires of the school district and its residents.  The central 
purpose of all advisory committees is to contribute to the educational program by 
conducting studies, identifying problems, and developing recommendations that will 
enhance the effectiveness of the decision making process. The ultimate authority to 
make decisions will continue to reside in the board. 
 
Specific topics for study or well-defined areas of activity shall be assigned in writing to 
each committee.  Upon completing its assignment, each committee either shall be 
given new assignments or shall be dissolved promptly, but shall not be allowed to 
continue for prolonged periods without a definite assignment.  Each committee shall be 
instructed as to the length of time each member is being asked to serve, the service the 
board wishes it to render, the resources the board intends to provide, and the 
approximate dates on which the board wishes to dissolve the committee.  Furthermore, 
the committee shall be instructed as to the relationship it is to have to the board, the 
superintendent, and the district staff. 
 
The board shall have sole power to dissolve any of its advisory committees and shall 
reserve the right to exercise this power at any time during the life of any committee. 
 
The board shall ask the advice of the superintendent before establishing or dissolving 
any advisory committee. 
 
All appointments to advisory committees for the board shall be made by the board. 
 
All staff members to serve on advisory committees shall be recommended by the 
superintendent for appointment by the board. 
 
The board shall see that the public is made aware of the services by such committees 
of citizens as it may appoint and shall see that the public is informed of the major 
conclusions and recommendations made by such committees.  All public 
announcements concerning the organization, membership, operation, 
recommendations, and dissolution of such committees shall be made at such time and 
in such manner as the board may choose. 
 
(Adopted:  7/17/95) 
(Reaffirmed: 11/7/05) 
(Reaffirmed: 1/12/09) 
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BOARD MEETINGS 
 
The board shall take action and make decisions only at a regular or special meeting. Unless 
otherwise altered by Board action, regular meetings of the Governor Wentworth Regional 
School Board shall be held at the buildings of the School District once a month or as needed. 
Subcommittees of the Board will meet as needed.   
 

1. A majority of the board shall constitute a quorum. No legal action can be taken except at 
a duly constituted meeting of the board with a quorum present. 

2. Except in emergencies, written notices of each meeting are expected from the 
superintendent's office well in advance of the appointed time. 

3. The chair of the board may vote on any issue and shall be the last to vote. 
4. Special meetings may be called by the chair or upon written request by the 

superintendent, or by a majority of the board. 
5. An agenda shall be prepared by the chair in consultation with the superintendent of 

schools for each board member prior to the meeting.  Background information shall be 
included with agenda items as determined by the chair or superintendent.  The agenda 
shall include: 

a) Minutes of the previous meeting for approval  
b) Public input  
c) Report of the Student Representative 
d) Superintendentôs report 
e) Chair's report 
f) Committee reports 

6. Items to be included on the board agenda for action by the board at its meeting should 
be submitted to the superintendent of schoolsô office on the Wednesday prior to the day 
of the meeting.   

7. A budget reconciliation shall be presented at the request of the board. 
8. The board may go into non-public session by a majority vote of the members, in 

accordance with the state law RSA 91-A:3. 
9. The decision of the board shall be binding until rescinded by the board at a duly called 

regular meeting or special meeting.   
10. Requests to appeal actions and decisions of the board which are not subject to 

procedures delineated elsewhere in policies and agreements of the board shall be 
conducted in accordance with applicable statutes, established board policies, and 
procedures.  

 
 
(Adopted:  7/24/89) 
(Reaffirmed:  7/17/95) 
(Revised: 11/7/05) 
(Reaffirmed: 1/12/09) 
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NOTIFICATION OF BOARD MEETINGS 
 

In an effort to better inform the public of the Governor Wentworth Regional School 
Districtôs schedule of meetings and agenda items, agendas will be posted at numerous 
locations, including but not limited to the central office, each school building within the 
district, and the Brookfield Town Hall.  Agendas will be sent to each board member as 
well as district administrators, association leadership, board of selectmen, and the 
media.  Agendas will be posted at least twenty-four (24) hours prior to the meeting, 
except in special and emergency situations, where the meeting will be posted as soon 
as practical.  The superintendent is authorized to post notice of any and/or all meetings 
on the District website. 
 
(Adopted:  9/13/93) 
(Reaffirmed:  7/17/95) 
(Revised: 11/7/05) 
(Reaffirmed: 1/12/09) 
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RULES OF ORDER 
 
Except otherwise provided by law, by rules of the State Department of Education or by 
the Board, meetings of the Board shall be conducted in accordance with Robertôs Rules 
of Order, Revised when appropriate and possible. 
 
 
(Adopted:  9/13/93) 
(Reaffirmed:  7/17/95) 
(Revised: 11/7/05) 
(Reaffirmed: 1/12/09) 
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PLANNED CHANGE 
 
Whenever a major change in programming or services is proposed by the 
superintendent of schools, whether at the request of the board or as a result of a staff 
or superintendent initiative, the proposal shall normally include the following: 

1. A concise statement of the issue being addressed; 
2. An executive summary of salient factors which led to the proposed 

change; 
3. A summary of options explored in arriving at a recommended course of 

action; 
4. A summary of the recommended change--including an educational impact 

statement and a financial impact statement; 
5. A timeline for implementing the proposed change; and, 
6. A precise statement of the action being requested of the board. 

 
(Adopted:  7/17/95) 
(Reaffirmed: 11/21/05) 
(Reaffirmed: 1/12/09) 



Governor Wentworth Regional School District Policy 
 

Page 48 of 390 Pages 

BEDG 

Page 1 of 1 

 

MINUTES 
 

The secretary of the Governor Wentworth Regional School Board will keep a record of 
the actions taken at Board meetings. The minutes will be kept in an official minute book 
and will include resolutions and motions.  
 
All minutes will be kept in accordance with RSA 91-A:2 and RSA 91-A:3 and will be in 
the custody of the superintendent. Minutes shall include the names of the members and 
persons appearing before the Board, a brief description of the subject matter discussed 
and final decisions. Minutes of all public meetings will be made available for public 
inspection no later than five (5) business days after the meeting. Minutes for all non-
public sessions will be made available for public inspection within seventy-two (72) 
hours after the non-public session. 
 
When available, a DVD recording of the Board meeting will be kept at the 
Superintendentôs Office. Copies of the DVD will be made available upon request at a 
nominal fee of $25.00. Additional copies of the same video will be available for $15.00. 
Copies can be obtained within a reasonable time period. 
 
 

(Adopted 12/8/08) 

 



Governor Wentworth Regional School District Policy 
 

Page 49 of 390 Pages 

BEDH 

Page 1 of 1 
 

PUBLIC PARTICIPATION AT BOARD MEETINGS 
 
The Governor Wentworth Regional School Board encourages citizens of the District to 
attend its sessions so that they may become better acquainted with the operation and 
programs of the schools and so that the Board may have an opportunity to hear the 
wishes and ideas of the public.  All official meetings of the Board shall be open to the 
press and public.  However, the Board reserves the right to meet and to adjourn or 
recess a meeting at any time to discuss such matters as are properly considered in 
non-public session in accordance with RSA 91-A:3. 
 
In order to assure that persons who wish to appear before the Board may be heard 
and, that the Board may conduct its meetings properly and efficiently, the Board adopts 
as policy the following procedures and rules pertaining to public participation at Board 
meetings. 
 
1.  ñPublic Inputò will be scheduled at the beginning and end of each agenda. Public 

input may not exceed 15 minutes unless extended by vote of the Board. 
2.  Individuals desiring to speak shall give their name, address, and the group, if any, 

that is represented. 
3.  The presentation should be as brief as possible. Each speaker is limited to 5 

minutes, unless the Board extends the time. Written remarks are encouraged. 
4.  Speakers may offer comments on such school operations and programs as concern 

them. In public session, however, the Board will not hear personal complaints of 
school personnel or complaints against any person connected with the school 
system. Other channels are provided for Board consideration and disposition of 
legitimate complaints involving individuals, which should be referred to the building 
principal or superintendent for appropriate action. 

5.  Visitors should not expect the board to respond immediately to their comments or 
questions, since the board may not have discussed or taken a position on the 
matter.  The superintendent, without speaking for the board, may offer clarification 
as appropriate.  Members of the Board are without authority to act independently as 
individuals in official matters. Thus, questions may be directed to individual Board 
members, but answers must be deferred pending consideration by the full Board. 
When the board has taken a position, the chair may state the board's position.   

 
The Board vests in its Chair or other presiding officer authority to terminate the remarks 
of any individual when they do not adhere to the rules established above as to content 
or time limitation. 
 
(Adopted: 2/3/92) 
(Reaffirmed: 7/17/95) 
(Revised: 11/21/2005) 
(Reaffirmed: 4/6/09) 
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BOARD POLICY PROCESS 
 
It is the board's intention that its policies serve as sources of information and guidance 
for all people who are interested in, or connected with, the public schools.  It is the 
intent of the school board to develop policies and put them in writing so that they may 
serve as guidelines and goals for the successful and efficient functioning of our public 
schools. 
 
The board considers policy development its chief function, along with providing the 
resources such as personnel, buildings, materials, and equipment for the successful 
administration, application, and execution of its policies. 
 
Policies are principles adopted by the school board to chart a course of action.  They 
tell what is wanted; they may include why and how much.  Policies should be broad 
enough to indicate a line of action to be followed by the administration in meeting a 
number of problems; narrow enough to give clear guidance.  Policies are guides for 
action by the administration, who then sets the rules and regulations to provide specific 
directions to school district personnel. 
 
It is the board's intention that its policies serve as sources of information and guidance 
for all people who are interested in, or connected with, the public schools. 
 
Changes in needs, conditions, purposes, and objectives will require revisions, deletions, 
and additions to the policies of present and future boards.  The board will welcome 
suggestions for ongoing policy development. 
 
Action on such proposals, whatever their source, is taken finally by the board after 
receiving the recommendation of the superintendent.  The superintendent bases his/her 
recommendations upon the outcomes of study and upon the judgment of the 
professional staff and appropriate study committees. The superintendent shall seek 
counsel of the school attorney when there may be a question of legality or proper legal 
procedure in the development of a proposed school board policy. 
 
(Adopted:  11/16/92) 
(Reaffirmed:  7/17/95) 
(Revised: 11/21/05) 
(Reaffirmed: 1/12/09) 
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POLICY DEVELOPMENT SYSTEM 
 
The board endorses for use in this district the policy development, codification and 
dissemination system of the New Hampshire School Boards Association. 
 
This system, while it may be modified to meet local needs, is to serve as a general 
guideline for such tasks as policy research, the drafting of preliminary policy proposals, 
reviewing policy drafts with concerned groups, presenting new and revised policies to 
the board for consideration and action, policy dissemination, policy evaluation, and the 
maintenance of a continuously updated and easy-to-use policy manual. 
 
A member of the SAU staff is to be designated and delegated by the superintendent 
with the responsibility to maintain the board's policy reference files, to draft policy 
proposals as instructed by the board and/or superintendent, to maintain the board 
policy manual, and to serve as liaison between the board, the New Hampshire School 
Boards Association, State Board of Education, and other sources of policy research 
information. 
 
(Adopted:  11/16/92) 
(Reaffirmed:  7/17/95) 
(Revised: 11/21/05) 
(Reaffirmed: 1/12/09) 
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POLICY ADOPTION 
 
Except for policy actions to be taken on emergency measures, the adoption of board 
policies should follow this sequence, which will take place at least at two regular or 
special meetings of the board: 
1. Announcement and publication of proposed new or revised policies as an item of 
information. 
2. Opportunity offered to concerned groups or individuals to react to policy proposals. 
3. Discussion and final action by the board on policy proposals. 
 
The final vote to adopt or not to adopt should follow by at least two weeks from the 
meeting at which policy proposals are first placed on the agenda. 
 
1. Prior to enactment, all policy proposals shall be titled and coded as appropriate to 
subject and in conformance with the codification system used in the board policy 
manual. 
2. Insofar as possible, each policy statement shall be limited to one subject. 
3. Policies and amendments adopted by the board shall be attached to and made a 
part of the minutes of the meeting at which they are adopted and also shall be included 
in the policy manual of the district. 
 

EMERGENCY PROCEDURE 
On matters of unusual urgency, the board may waive the two-week limitation and take 
immediate action to adopt new or revise existing policies.  When such immediate action 
is necessary, the superintendent shall inform concerned groups or individuals about the 
reasons for this necessity. 
 

EFFECTIVE DATES OF POLICIES 
Policies are effective upon adoption unless otherwise specified at the time of adoption 
and they remain in effect until further action by the board. 
 

LAW, PHILOSOPHY, AND ENFORCEMENT 
The board will make every effort to ensure that its policies conform to the higher 
supremacy of state and federal laws, including the provisions of State and U.S. 
Constitutions.  Questions concerning the legality of any policy should be addressed to 
the office of the superintendent and the school district counsel.  Further, while it is not 
feasible to reiterate the principles of the board-adopted educational philosophy into the 
language of each and every policy statement, it is to be assumed that the spirit of this 
document will prevail in the implementation of all policies.  Finally, the board requires all 
employees and students to comply with its formally-adopted policies.  Failure to comply 
will be considered cause for disciplinary action. 
 
(Adopted:  11/16/92) 
(Reaffirmed:  7/17/95) 
(Reaffirmed: 11/21/05)  (Reaffirmed: 1/12/09) 



Governor Wentworth Regional School District Policy 
 

Page 53 of 390 Pages 

BGC 

Page 1 of 1 
 

POLICY REVISION AND REVIEW 
 
In an effort to keep its written policies up-to-date so that they may be used consistently 
as a basis for board action and administrative decision, the board will review its policies 
on a continuing basis. 
 
The board will evaluate how the policies have been executed by the school staff and 
weigh the results.  It will rely on the school staff, students, and the community for 
providing evidence of the effect of the policies that it has adopted. 
 
The superintendent is given the continuing commission of calling to the board's 
attention all policies that are out of date or appear to need revision for other reasons. 
 
(Adopted:  11/16/92) 
(Reaffirmed:  7/17/95) 
(Reaffirmed: 11/21/05) 
(Reaffirmed: 1/12/09) 
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POLICY DISSEMINATION 
 
The policy manual is a public document.  The superintendent is directed to establish 
and maintain an orderly plan for preserving and making accessible the policies adopted 
by the board and the administrative rules and regulations needed to put them into 
effect. 
 
Accessibility is to extend at least to all employees of the school system, to members of 
the board, and to persons in the community insofar as conveniently possible. 
 
 
(Adopted:  11/16/92) 
(Reaffirmed:  7/17/95) 
(Revised: 11/21/05) 
(Reaffirmed: 1/12/09) 
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POLICY DISSEMINATION 
 
Hard copies of Governor Wentworth Regional School Board Policies will be kept at the 
Superintendentôs Office.  The ñPolicy Manualò will be kept electronically and distributed 
to all Board Members, Administrators and interested parties in electronic form. 
 
 
(Issued by the superintendent of schools:  11/17/92), (Reaffirmed:  7/17/95) 
 

(Revised: 11/21/05) 
(Reaffirmed: 1/12/09) 
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SCHOOL BOARD USE OF EMAIL 
 

The use of electronic communication (email) by members of the Governor Wentworth 
Regional School Board must conform to the same standards of judgment, propriety, 
and ethics as other forms of board-related communication.  Board members must be 
aware that email and email attachments received or prepared for use in board meetings 
or containing information relating to board business are likely to be regarded as public 
records which may be inspected by any person upon request, unless otherwise made 
confidential by law. 
 
(Adopted: 9/8/08) 
(Reaffirmed: 1/12/09) 
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STUDENT BOARD REPRESENTATIVE 
 
The Governor Wentworth Regional School Board, in accordance with RSA 189:1-c, 
authorizes that a non-voting student member shall serve on the School Board.  This 
student representative shall be elected by the students of Kingswood Regional High 
School and serve without pay. 
 
The Board further authorizes that the student representative shall be reimbursed for 
mileage incurred while attending Board meetings.  Reimbursement for mileage shall be 
at the standard IRS rate and will be paid on a quarterly basis. The student will complete 
a district approved travel report and submit the same to the Central Office. 
 
(Adopted 6/7/99) 
(Reaffirmed: 1/12/09) 
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ADMINISTRATION GOALS 
 
Proper administration of the schools is vital to a successful educational program.  The general 
purpose of the Administration shall be to coordinate and supervise, under the policies of the 
Governor Wentworth Regional School Board, the creation and operation of an environment in 
which students learn most effectively.  Administrative duties and functions should be appraised 
in terms of the contribution made to improving instruction and learning. The Board shall rely on 
the Superintendent to provide at the District level the professional leadership demanded by 
such a far-reaching goal.  Vision, initiative, resourcefulness, and wise leadership, as well as 
consideration and concern for staff members, students, parents and others, are essential for 
effective administration. 
 
All administrators shall have the authority and responsibility necessary for their specific 
administrative assignment.  Each shall likewise be accountable for the effectiveness with which 
the administrative assignment is carried out.  The Board shall be responsible for specifying 
requirements and expectations of the Superintendent, then holding the Superintendent 
accountable by evaluating how well those requirements and expectations have been met. In 
turn, the Superintendent shall be responsible for clearly specifying requirements and 
expectations for all other administrators, then holding each accountable by evaluating how well 
requirements have been met. 
 
Major goals of administration shall be: 
1. To manage the Districtôs various departments, units, and programs effectively. 
2. To provide professional advice and counsel to the Board and to advisory groups established 

by Board action. 
3. To implement the management function to assure the best and most effective learning 

programs, through achieving such sub-goals as (a) providing leadership in keeping abreast 
of current educational developments; (b) arranging for the professional development 
necessary to the establishment and operation of learning programs that better meet more 
learner needs; (c) coordinating cooperative efforts at improvement of learning programs, 
facilities, equipment, and materials; (d) providing access to the decision-making process for 
improvement ideas of staff, students, parents, and others, and (e) implementing procedures 
to ensure that the differing needs and talents of students are fully considered when planning 
educational programs. 

 
(Adopted: 12/5/05) 
(Reaffirmed: 3/3/09) 
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SCHOOL SUPERINTENDENT 
 

The duties of the Superintendent are defined in the Superintendentôs contract of 
employment, Board policies and regulations, state statutes, and New Hampshire 
Department of Education Rules. 
 
 
(Adopted:  9/13/93) 
(Reaffirmed:  11/20/95) 
(Revised: 12/5/05) 
(Revised: 3/3/09) 
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SCHOOL BUILDING ADMINISTRATION 
 

The Board reaffirms the rights and responsibilities of the building principals for the 
administration of their various programs and buildings within the broad scope of the 
adopted Board policies. 
 
Specifically, the principal of an individual school is the responsible head and 
professional leader in the development of the educational program and the 
improvement of instruction in that school.  All personnel will work through and under the 
direction of the principal in the performance of their duties. 
 
(Adopted:  9/13/93) 
(Reaffirmed:  11/20/95) 
(Revised: 12/5/05) 
(Revised: 3/3/09) 
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SCHOOL ADMINISTRATIVE PERSONNEL 
 
Candidates for positions of school administrator will file a formal, written application, or letter of 
intent if employed by the district, with the superintendent.  All applications will be screened by 
the assistant superintendent and interviewed by an advisory committee, which shall be 
convened by the assistant superintendent.  Final candidates will be interviewed by the 
superintendent. 
 
A school administrator shall be elected by the Board following nomination by the 
superintendent. 
 
It will be the policy of the superintendent and Board to promote candidates when such a 
promotion is in the best interest of the school and the district. 
 
The duties of a school administrator are defined by Ed 304.01. 
 
(Adopted: 3/3/09) 
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ADMINISTRATION IN POLICY ABSENCE 
 

In the absence of established school board policy or school board direction, the 
superintendent of schools shall assume responsibility for whatever decision or action is 
taken.  Except in unusual emergency situations, principals, or their designee, shall gain 
the approval of the superintendent before taking any action. 
 

In the situations that arise within the schools where the board has provided no guides 
for administrative action, the superintendent shall have power to act, but his decisions 
shall be subject to review and ratification by action of the Board at its regular meeting.  
It shall be the duty of the superintendent to inform the Chair or Vice-Chair of the Board 
promptly of such action and, if desirable, of the need for policy. 

 
(Adopted:  11/16/92) 
(Reaffirmed:  11/20/95) 
(Revised: 12/5/05) 
(Reaffirmed: 3/3/09) 
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 DFA  Investment 
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 DFF  Income to Vocational Student Building Trust 
 DFF-R  Administrative Guideline for the Kingswood Vocational Student 
    Building Trust 
 
 DH   Bonded Employees and Officers 
 
 DIAA  Student Activities Funds Management 
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 DJE  Bidding Requirements 
 
 DM   Cash in School Buildings 
 
 DN   District Properties Sales/Disposition 
 DN-R  Disposal of Assets Placed Out of Service 
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INVESTMENT 
 

The Governor Wentworth Regional School Board authorizes the School District 
Treasurer, working in conjunction with the superintendent, and pursuant to RSA 197-
23a, to invest the funds of the District subject to the following objectives and standards 
of care. 
 
The three objectives of investment activities shall be, in order to importance: safety, 
liquidity and yield. 
 
The standards of care are prudence, ethics, and internal controls. The internal controls 
will be established by the business administrator in conjunction with the superintendent.  
The investment of funds will be reviewed by the Finance Committee. 
 
(Adopted: 3/3/09) 
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ROYALTIES 
 
The ownership of materials, processes, or inventions produced solely for the district and 
at district expense will be vested in the district and will be copyrighted or patented, if at 
all, in the name of the Governor Wentworth Regional School District. 
 
The ownership of any materials, processes, or inventions developed solely through the 
individual effort, time, and expense of an employee will be vested in the employee and 
be copyrighted or patented, if at all, in the individualôs name. 
 
In those instances where materials, processes, or inventions are produced by an 
employee with the district support, by way of use of significant time, facilities, and other 
district resources, the ownership of the materials, processes, or inventions will be 
vested in (and be copyrighted or patented, if at all), by the person designated by written 
agreement between the parties and entered into prior to the production.  In the event 
there is no written agreement entered into, the ownership will be vested in the district. 
 
(Adopted 7/12/99) 
(Revised: 3/3/09) 
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INCOME TO VOCATIONAL STUDENT BUILDING TRUST 
 
The house constructed as part of the building trades program shall be sold through 
brokers and real estate people who are required to notify the treasurer of the trust of 
each and every showing. 
 
The treasurer of the trust will submit an annual financial report to the principal of the 
vocational school, who will in turn inform the superintendent. 
 
(Adopted:  9/13/93) 
(Reaffirmed:  12/4/95) 
(Revised: 3/3/09) 
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ADMINISTRATIVE GUIDELINE 

FOR THE KINGSWOOD VOCATIONAL STUDENT BUILDING TRUST 
 
A sound and concrete policy on selling and advertising the house will be formulated, 
and a request to all brokers and realtors who are involved in showing the house that 
they are required to notify the Trust of each and every showing. 
 
The Trust will report annually to the principal of the vocational school. 
 
 
(Revised: 3/3/09) 
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BONDED EMPLOYEES AND OFFICERS 
 
All school district employees who are responsible for moneys controlled by the board or 
who may have more than $500.00 from such funds in their custody will be bonded 
under a group fidelity bond in individual amounts of $100,000.00. 
 
The treasurer of the board and any custodian of moneys authorized and appointed by 
the board shall be individually bonded.  This bond will be in an amount not less than 
$100,000.00. 
 
The cost of bonding shall be borne by the district. 
 
(Adopted:  12/4/95) 
(Revised: 3/3/09) 
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STUDENT ACTIVITIES FUNDS MANAGEMENT 
 
A. Funds Raised by Clubs and Organizations 
The purpose of student activity funds is to promote the general welfare, education and 
morale of all students and to finance the normal, legitimate co-curricular activities of the 
various student body organizations in the Governor Wentworth Regional Schools. 
 

1. The school board shall have the authority to authorize those activity programs it 
wishes to be operational in the Governor Wentworth Regional School District. 
These accounts will be managed by the respective school principal in 
accordance with the standards set forth in the Uniform School Accounting 
System and guidelines established by the superintendent of schools.  

2. It is recognized that student participation is an important factor in the democratic 
management of money raised by the student body and expended for its benefit. 

3. Projects for the raising of student activity money shall, in general, contribute to 
the educational experience of pupils and shall add to, not conflict with, the 
instructional program. Maintaining school accounts which are not relative to 
student activities is strictly prohibited. 

4. Student activity money shall, to the extent possible, be expended in such a way 
as to benefit those pupils who have contributed to the accumulation of such 
money. 

5. Student activity funds shall not be used for any purpose that represents an 
accommodation, loan or credit to Governor Wentworth Regional School District 
employees or other persons. Post-dated checks may not be accepted and 
checks may not be cashed for anyone. Employees of the school district or others 
may not make purchases through a student body activity account in order to take 
personal advantage of student body purchasing privilege. Furthermore, these 
funds are not for staff activities (coffee funds, sunshine funds, etc.). Funds 
collected for staff activities shall not be co-mingled with student activity funds. 

6. No student body organization shall be obligated for purchases made by students, 
staff or others unless supported by a written request signed by the appropriate 
student body organization treasurer. The authorization for an expenditure may 
only take place when funds are available for the specific student body 
organization making said request. All transactions must be supported by 
appropriate written documentation which meets the standards of the annual 
school district audit.  

7. Monthly financial reports for the student activity funds shall be prepared by the 
principal and submitted to the superintendent of schools. Financial reports shall 
be available to each participating student organization on a regular basis. 
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B. Appropriated Funds 
Certain co-curricular student activities such as athletics, clubs and student awards are 
supported by appropriations raised at the annual school district meeting. These funds 
do not include the participation of student organizations in their management. Rather, 
they are funds which must follow the same standards of disbursement control that are 
required for all funds appropriated at the annual school district meeting.  Purchases 
made from these funds require an approved purchase order and school board approval 
of disbursement prior to the release of payment. The school board may not assume the 
financial responsibility for any liabilities created by an individual who has not followed 
the normal approval process. The intent of the school board is not to make the 
purchase process unreasonably cumbersome but rather to maintain an adequate 
system of internal control. At no time shall the school board authorize purchasing 
procedures which adversely affects its ability to carry out the duties and obligations 
mandated in New Hampshire RSA 197.  

1. Within the student activity accounts of each school a petty cash account may be 
established. The purpose of said account is to allow the principal to authorize 
small disbursements for student activities which are supported by appropriations. 
These accounts are established with an approved purchase order and disbursed 
only after proper authorization by the school board. Reimbursement for 
expenditures requires a new purchase order, proper documentation supporting 
the purchase, and school board approval for disbursement. 

2. With the exception of payments to athletic contest officials, no principal shall 
authorize purchases from this account in an amount greater than thirty-five 
($35.00) dollars without written permission from the superintendent of schools or 
his/her designee. 

3. Other than reimbursement for the purchase of supplies which are supported by 
appropriate, original documentation, no employee of the Governor Wentworth 
Regional School District shall be paid from the school's student activity account. 
All other payments to employees will be processed through the district accounts 
managed by the superintendent of schools. 

4. Officials for athletic contents may be paid from the petty cash account. Proper 
documentation, a purchase order, and school board approval is required for 
reimbursement to the activity account. 

5. The quality of documentation and reporting on these funds shall meet the 
standards set forth in the Uniform School Accounting System and guidelines 
established by the superintendent of schools. 

6. The following limits are placed on the maximum petty cash account levels for 
each of the schools located within the Governor Wentworth Regional School 
District: 

  a. Elementary Schools...$  150.00 
  b. Middle School............$  350.00 
  c. High School..............$1,000.00 
  d. Vocational Center......$  350.00 
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7. Petty cash accounts will be closed every year prior to June 30th. 
 
C.  Class Funds 
The disposition of class funds shall be treated the same as any other activity account. 
The moneys accrued shall be designated for expenses, projects, memorials, or other 
selected items. The balances, if any, shall be released within one year following 
graduation, in the names of at least two class officers for class purposes. The 
designated class officers shall receive their authorization from an official vote of the 
class membership. The official minutes from said meeting will allow the principal to 
disburse the funds after graduation along with a final accounting of the funds.  Both 
parties will sign a mutual release form as prescribed by the Superintendent of Schools. 
 
D.  Internal Controls 
The school board recognizes its obligation to maintain a system of internal controls to 
prevent fraud and waste, ensure accuracy of the accounting data, promote adherence 
to stated policies, and secure conformity with applicable laws. The elements of control 
shall include but not be limited to: management responsibility, reasonable assurance, 
limitations, segregation of functions, transaction documentation, access to records. The 
superintendent of schools or his/her designee shall maintain written procedures to be 
followed by everyone involved in the handling of student activity accounts.  Said 
administrative guidelines may change from time to time to accommodate system needs. 
Nonetheless, the purpose of the guidelines shall always be to ensure that the student 
activity accounts conform to the Uniform School Accounting System and have adequate 
internal controls in place to safeguard these funds. 
 
(Adopted: 12/7/92) 
(Revised: 1/23/95) 
(Revised: 3/3/09) 
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ANNUAL AUDIT REVIEW 
 
The annual audit of the Governor Wentworth Regional School District's financial 
statements shall be reviewed by the finance committee, who will provide a written report 
on the audit to the full school board. 
 
(Adopted:  12/4/95) 
(Reaffirmed: 3/3/09) 
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BIDDING REQUIREMENTS 
 
Purchases over $5,000.00 will be handled by bid, except in case of an emergency when 
delay of a purchase could adversely affect the health, welfare, safety, or best interest of 
the district or place an excessive financial burden on the district. 
 
The board reserves the right to reject any or all bids and to accept that bid which 
appears to be in the best interest of the district, and also reserves the right to waive any 
informalities in, or reject, any part of any bid. 
 
(Adopted:  12/4/95) 
(Revised: 3/3/09) 
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CASH IN SCHOOL BUILDINGS 
 
Moneys collected by school employees will be handled according to good and prudent 
accounting procedures.  All moneys collected will be receipted, accounted for, and 
directed without delay to the proper location of deposit. 
 
In no case will moneys be left overnight in schools, except in secured containers 
provided for safekeeping of valuables.  When a large amount of moneys are received, 
provisions should be made for making banking deposits after regular banking hours in 
order to avoid leaving money in school overnight.  Deposits will be made a minimum of 
once a week or when the deposit is over $500.00, whichever occurs first. 
 
(Adopted:  12/4/95) 
(Reaffirmed: 3/3/09) 
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DISTRICT PROPERTIES SALES/DISPOSITION 
 

The Governor Wentworth Regional School Board authorizes the disposition of obsolete 
items by the superintendent or designee, according to the following priority actions: 
 

1. By selling to the highest bidder or whatever other business arrangements are in 
the best interest of the District. 

2. When practical, by donating items to charitable organizations and schools. 
3. By giving items to local citizens. 
4. By removal to local dump or recycling center. 

 
Sale of real estate will be by vote of the electorate of the Governor Wentworth Regional 
School District, at an annual or special meeting. 
 
(Adopted: 3/3/09) 
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 EA   Support Services Goals 
 
 EB   Safety Program 
 EB-E  Crowd Control 
 EBB  Accident Prevention and Safety 
 EBBB  Accident Reports 
 EBBB-E1 Student/Visitor Accident Report Form 
 EBBB-E2 Employerôs First Report of Occupational Injury or Disease 
 EBBB-E3 Instructions for Completing the AED Incident Report & 
    Quality Improvement Form 
 EBBC  First Aid & Emergency Medical Care 
 EBCA  Emergency Plans 
 EBCB  Safety Drills 
 EBCC  Bomb Threats 
 EBCC-R Bomb Threats 
 EBCC-E Bomb Threats 
 EBCE  Delayed Openings/Emergency Closings 
 EBCE-R Administrative Guidelines ï School Closing for Bad Weather 
 EBCF  Pandemic/Epidemic Emergencies 
 
 EC   Buildings/Grounds/Property Management 
 EC-R  Facility Use Fee Schedule 
 ECA  Building Inspections 
 ECAA  Building & Grounds Security 
 ECAAA  Energy Conservation 
 ECAC  Vandalism 
 ECAF  Video and Audio Surveillance on School Property 
 ECB  Use of School Buildings and Facilities 
 ECB-E1 Facility Use Contract for KRHS/KRMS 
 ECB-E2 Facility Use Contract for Elementary Schools 
 ECCA  Annual Fire Extinguisher Inspection 
 ECE  Parking Lot Procedures ï Kingswood Complex 
  
 EDC  Authorized Use of School-Owned Materials and Equipment 
 
 EEA  Transportation Services 
 EEA-R  School Bus Code of Conduct 
 EEAEA  School Bus Driversô Authority 
 EEAEA-R Administrative Guidelines ï Duties and Responsibilities of Bus 
    Drivers 
 EEAEAA Bus Driver Drug Free Policy 
 EEAEE-R Administrative Guideline ï GWRSD Transportation ï  
    In Case of Accident 
 EEAF  Special Use of School Buses 
 EEAFA  School Related Trips 
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 EEB  Athletic Transportation 
 EEBB  Use of Private Vehicles to Transport Students 
 
 EF   Food Services 
 
 EGA  School District Internet Access 
 EGA-R  Guidelines for Acceptable Use of Internet  
 EGA-E  Internet Acceptable Use Policy ï Permission 
 EGAA  Staff Access to Networked Information Resources 
 EGAA-R Staff Access to Networked Information Resources 
 EGAAA  Governor Wentworth Staff E-Mail 
 EGAD  Copyright Compliance 
 
  
 EH   Data/Records Retention 
 EH-R  Data/Records Retention 
 
 EIB   Risk Management 
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SUPPORT SERVICES GOALS 
 
The Governor Wentworth Regional School Board recognizes that the primary function 
of the school system is education, yet the business operations of the school system are 
an essential component. To fulfill this secondary but important function, as well as 
protect the assets of the taxpayers, the board intends to: 
 

 Ensure the proper operation and maintenance of school buildings, vehicles, 
equipment, and services; set high standards of safety; promote the health of 
pupils and staff; reflect the aspirations of our communities, and support 
environmentally the efforts of the staff to provide good instruction. 

 

 Encourage, through the superintendent and staff, the establishment of efficient 
and businesslike procedures for the management of buildings and grounds, 
offices, vehicles, equipment and supplies, and the food program. 

 

 Encourage the establishment of a thorough, effective, and economical 
maintenance program, including preventative maintenance that will ensure a 
useful life of school property, vehicles, buildings, and equipment. 

 

 Encourage the adherence to generally accepted management principles and 
applicable laws and regulations when establishing policies and regulations in 
these areas. 

 
(Adopted: 5/1/00) 
(Reaffirmed: 4/17/06) 
(Reaffirmed: 3/3/09) 
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SAFETY PROGRAM 
 
The Superintendent will cause the formation of the Joint Loss Management Committee 
as required by RSA 281-A:64, III and a Crises Management Plan that conforms to the 
national Incident Command System. 
 
The practice of safety shall be considered a facet of the instructional plan of the district 
schools by incorporating educational programs in emergency procedure, fire 
prevention, traffic and pedestrian safety, etc., appropriately geared to students at 
different grade levels. 
 
Each principal shall be responsible for the implementation and supervision of a safety 
program for her/his school. General areas of emphasis shall include, but not be limited 
to: accident record keeping, catastrophe planning; emergency procedures and traffic 
safety problems relevant to students and employees; fire prevention, in-service training, 
and plant inspection. The principal shall be responsible for developing student safety 
procedures to be used during authorized school activities (such as field trips), on school 
buses and school grounds (including playgrounds), and within school building(s), 
including classrooms and laboratories. The buildingôs safety plan shall be on file in the 
SAU office. 
 
(Approved: 6/5/00) 
(Reaffirmed: 4/17/06) 
(Revised: 4/6/09) 
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CROWD CONTROL 
 

All school programs in the Governor Wentworth Regional School District shall comply 
with the crowd management requirements promulgated in sections 12.7.5 and 13.7.5 of 
the 2003 edition of Life Safety Code.  Audible or projected announcements of exit 
locations shall comply with the requirements of 12.7.6.3 and 12.7.6.4. 
 
Building use forms shall indicate the necessity for user applicants to comply with the 
aforementioned requirements. 
 
(Adopted: 11/12/2008) 
(Reaffirmed: 4/6/09) 
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ACCIDENT PREVENTION AND SAFETY 
 
RESPONSIBILITIES 
It is the responsibility, delegated through the superintendent, of the building 
administrators to see that their buildings and property are maintained in a safe and 
healthy condition. 

 
It is the responsibility of every building administrator to bring to the attention of the 
superintendent any health condition that may be hazardous, as soon as the 
administrator knows of such condition. 
 
PROCEDURES 
Inspections of fire and safety equipment (i.e., fire extinguishers, emergency lighting 
systems and fire alarm systems) will be conducted according to state statutes and 
codes. 
 
SAFETY 
The personal safety of students, employees, visitors and others present on district 
property is of prime importance to the Governor Wentworth Regional School District. 
We believe our students and employees should be knowledgeable of and use safe 
practices. We further believe that instilling of a safety-conscious attitude is a goal of all 
programs, and we expect that all courses shall include continuing safety instruction. 
 
Each teacher will give safety instruction to students, who shall be expected to know and 
to follow safety rules. Behavior detrimental to any studentôs safety or to the safety of 
others cannot, and will not, be tolerated. Failure by a student to comply with the 
established rules and procedures set for each program may be cause for removal from 
that program. 
 
The principal or any other supervisor, such as the transportation supervisor, is 
responsible for informing all students and employees of the safety policies of the district 
and ensuring that evacuation drills are conducted according to state statutes, 
regulations and codes. 
 
 
(Approved: 6/5/00) 
(Revised: 7/10/00) 
(Reaffirmed: 4/17/06) 
(Revised: 3/3/09) 
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ACCIDENT REPORTS 
 
The Governor Wentworth Regional School Board requires that an accident report be 
filed for every accident that takes place on school property or that involves a school 
vehicle, staff or students on school-sponsored trips, or staff members on authorized 
school business trips. Such accident reports are required whether there is an injury or 
damage immediately evident. 
 
ACCIDENTS INVOLVING EMPLOYEES: In the case of an accident involving an 
employee, the employee must complete a First Report of Occupational Injury (EBBB-
E2) and give the report to the principal as soon as possible. The principal must make a 
reasonable attempt to forward this report to the Superintendentôs Office within 24 hours 
of the accident.  
 
ACCIDENTS INVOLVING STUDENTS: In the case of an accident involving a student, 
the teacher, coach, bus driver or other adult supervisor to whom the student is assigned 
must complete a written accident report (EBBB-E/1) the day of the accident. A 
reasonable attempt must be made to submit the written report to the principal within 24 
hours of the accident. 
 
ACCIDENTS INVOLVING VISITORS: In the case of an accident involving a visitor, the 
visitor must complete a written accident report (EBBB-E/1) the day of the accident. A 
reasonable attempt must be made to submit the written report to the principal within 24 
hours of the accident. 
 
The principal is responsible for notifying the Superintendent of Schools of all accidents. 
 
If the incident is one involving the use of an Automated External Defibrillator (AED), the 
School Nurse, or designee, shall report all instances of the AED use with the New 
Hampshire Department of Safety, using form EBBB-E3. 
 
 
(Adopted: 6/5/00) 
(Revised: 4/17/06) 
(Revised: 3/3/09) 
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STUDENT/VISITOR ACCIDENT REPORT FORM 
 

(MUST BE COMPLETED FOR ALL STUDENTS/VISITORS INCLUDING THOSE WITH INSURANCE) 
School Insurance    Yes_____     No_____ 

 
NAME OF INJURED:____________________________  STUDENT_____  VISITOR____  AGE_____  GRADE____ 
 
DATE OF INJURY:____________   TIME OF INJURY:______________   SCHOOL:__________________________ 
 
PLACE ACCIDENT OCCURRED (be specific)          
 
DURING SCHOOL SPONSORED ACTIVITY: YES_______ NO______  ACTIVITY:____________________ 
DURING CLASS:  YES_____  NO_____ OTHER___________________ IF BUS SPECIFY BUS#:   
 
DETAILED DESCRIPTION OF ACCIDENT OR INCIDENT:            
                     
                
 
NATURE OF INJURY (INJUREDôS COMPLAINTS AND YOUR OWN OBSERVATIONS):      
                     
                  
 
WAS FIRST AID ADMINISTERED BY ADULT?  YES_______  NO_______  If so describe:      
            
 
DID YOU WITNESS THE ACCIDENT? YES_______  NO_______ 
 
NAME OF ADULT IN CHARGE WHEN ACCIDENT OCCURRED:        
 
REFERRED TO SCHOOL NURSE?   YES_______  NO_______  
 
SEEN BY NURSE?   YES_____  NO_____ NURSEôS SIGNATURE:        
 
NATURE OF TREATMENT/OBSERVATIONS:              
                      
 
SEEN BY PHYSICIAN/DENTIST?  YES_____  NO_____   
NAME:_______________________________________ 
 DATE:   TAKEN TO HOSPITAL/DENTAL OFFICE?  YES    NO   
 BY WHOM?      NAME OF FACILITY:      
PARENT INFORMED:  BY NOTE     BY PHONE   OTHER      
 
ADDITIONAL REMARKS:                  
        
 
STUDENT SENT HOME FROM SCHOOL? YES_____  NO______ WITH WHOM: ________________________ 
TIME:_________ 
 
___________________________________________________ ___________________________________ 
      SIGNATURE OF PERSON MAKING REPORT   PRINCIPALôS SIGNATURE 
 
DATE OF REPORT:      
 
 (ROUTING OF 3 COPIES OF FORM-ORIGINAL TO FILE, 2

ND
 & 3

RD
 TO SAU) 

 
(Approved: 6/5/00)  
(Reaffirmed: 4/17/06) 
(Reaffirmed: 3/3/09) 
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EMPLOYERôS FIRST REPORT OF 

OCCUPATIONAL INJURY OR DISEASE (form 8WC) 
 
Forms may be obtained from the central office or schools within the district. 
 
(Reaffirmed: 3/3/09) 
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New Hampshire Department of Safety 

Bureau of Emergency Medical Services 

Instructions for Completing the 

Automated External Defibrillation (AED) Incident Report & 

Quality Improvement Form 
 
Listed below are instructions intended to assist you while completing the AED Quality 
Improvement Form. The line numbers on this form correspond with the line numbers on the 
AED Quality Improvement Form. If you have any questions or need further assistance 
completing the form, please contact the NH Bureau of EMS at (603) 271-4568 or 1-888-827-
5367. 
 
Line 1 List the name of the entity providing the AED program. 
                      
Line 2 List the name of person who used the AED on the patient. 
                      
Line 3 Indicate the date and time the AED was used on the patient. For the date, indicate the 
month, day and year. For the time, indicate the hour and minutes of when the incident occurred. 
                      
Line 4 Indicate the patientôs age and place a checkmark next to the patientôs gender. 
                      
 
Line 5 Asking whether CPR was administered prior to use of the AED. Check whether CPR was 
attempted or not attempted. 
                      
Line 6 Check whether the patientôs cardiac arrest was not witnessed, was witnessed by a 
bystander or was witnessed by the person who used the AED on the patient. 
                      
Line 7 Indicate the estimated number of minutes from the patientôs cardiac arrest to when CPR 
was administered. 
                      
Line 8 Check whether shock was indicated or not indicated by the AED. 
                      
Line 9 Indicate the estimated number of minutes from the patientôs cardiac arrest to the first 
shock from the AED. Also indicate the number of shocks given to the patient. 
                      
Line 10 Check the description(s) that best describes the patient after the use of the AED. 
                      
Line 11 List the name of the ambulance service that treated the patient and transported the 
patient to a hospital/medical facility. 
                      
Line 12 List the name of the hospital or other medical facility the patient was transferred to by 
the ambulance. 
                      
Line 13 List the name of the physician authorizing use of the AED program for your 
organization and providing Quality Assurance oversight. 
                      
 
 
 
AED Registry Form Instructions 09/15/2003 
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New Hampshire Department of Safety 

Bureau of Emergency Medical Services 

Automated External Defibrillation (AED) Incident Report & 

Quality Improvement Form 
 
This form is to be completed by the entityôs AED Program representative or the AED user. 
Once completed, send a copy of this report to the NH Bureau of EMS at 33 Hazen Drive, 
Concord, NH 03305. 
 
Line 1 Name of Entity Providing AED              
 
Line 2 Name of AED Operator                
 
Line 3 Date of Incident  /  /   Time of Incident   :    
 
Line 4 Patients Age      Patientôs Gender( ) Male ( ) Female 
 
Line 5 CPR Prior to Defibrillation? ( ) Attempted ( ) Not Attempted 
 
Line 6 Cardiac Arrest: 
( ) Not Witnessed ( ) Witnessed by Bystander ( ) Witnessed by AED Provider 
 
Line 7 Estimated Time (in minutes) From Arrest To CPR     :   
 
Line 8 Shock: ( ) Indicated   ( ) Not Indicated 
 
Line 9 Estimated Time (in minutes) From Arrest to First Shock:   :   
Number of Shocks:    
 
Line 10 
Patient Outcome at Incident Site: (check all that apply) 
( ) Return of Pulse and Breathing     ( ) No Return of Pulse or Breathing 
( ) Return of Pulse with No Breathing    ( ) Became Responsive 
( ) Return of Pulse, Then Loss of Pulse    ( ) Remained Unresponsive 
 
Line 11 Name of Transporting Ambulance              
Line 12 Name of Facility Patient Transported To            
Line 13 Name of Physician Authorizing Use of AED           
 
Signature of AED Provider          Date      
 
 
 
 
 
 
AED Registry Form Instructions 
9/13/2003 
(Reaffirmed: 4/6/09) 
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FIRST AID AND EMERGENCY MEDICAL CARE 
 
School personnel have responsibilities in connection with accidents occurring in school 
which may be classified as follows: 
 

1. Administering first aid 
2. Summoning medical assistance 
3. Notifying administration 
4. Notifying parents 
5. Filing accident reports 

 
School personnel must use reasonable judgment in handling injuries and emergencies. 
Extreme caution should be exercised not to minimize any injury or illness. 
 
All school personnel should make a concerted effort to increase their understanding of 
proper steps to be taken in the event of an accident. School personnel should also have 
knowledge of the physical condition of students so that they may be prepared to meet 
any emergency that may arise. 
 
The school will obtain, at the start of each school year, emergency contact information 
of parents or legal guardians for each student. 
 
The school nurse and specially trained staff members shall stand ready to assist in 
treatment of accident victims.  The school nurse or specially trained staff members may 
also administer epinephrine to any student in case of a medical emergency. 
 
Regardless of the seriousness of the accident, the teacher in charge must submit an 
accident report so that the administrators are informed and a basis is established for 
the proper processing of insurance claims. 
 
(Adopted: 6/5/00) 
(Reaffirmed: 4/17/06) 
(Revised: 12/8/08 
(Reaffirmed: 4/6/09) 
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EMERGENCY PLANS 
  
The Board recognizes that New Hampshire law requires the district to implement an 
Emergency Response Plan that conforms to the Incident Command System and the 
National Incident Management System. 
 
Each school building shall have an emergency response plan that is reviewed annually 
by building administration and staff. 
 
Pursuant to New Hampshireôs Life Safety Code, assembly occupancies shall be 
provided with a minimum of one trained crowd control manager.  The crowd control 
managerôs responsibilities include, but are not limited to, ensuring that all exits are clear 
before the event begins. Training for crowd control will be made available by the 
superintendent or designee. 
 
(Adopted: 3/3/09) 
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SAFETY DRILLS 
 
The Governor Wentworth Regional School Board recognizes that emergencies may 
occur during the school day/year. Safety drills train students, under staff direction, to 
move safely, quickly, and quietly from any location within the building to an assigned 
evacuation area. 
 
Safety drills will be scheduled by the building principals to occur each month during the 
school year. 
 
(Reaffirmed:  9/13/93) 
(Revised: 10/16/00) 
(Reaffirmed: 4/17/06) 
(Reaffirmed: 3/3/09) 
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BOMB THREATS 
 
The Governor Wentworth Regional School Board recognizes that bomb threats are a 
significant concern for schools. Whether the threat is real or a hoax, a bomb threat 
represents a potential danger to the safety and welfare of students, staff, and school 
property.  In the event of a call or notice that a bomb has been placed in a school or 
any other district building or establishment, the overall safety of all students will be the 
underlying basis for decisions. 
 
The building will be immediately evacuated following fire drill procedures. 
 
Staff will follow the procedures outlined in EBCC-R. 
 
Any decision concerning the dismissal of students and subsequent action is the 
responsibility of the Superintendent and/or designee. 
 
Making a bomb threat is a crime. Any student suspected of making a bomb threat will 
be subject to disciplinary action. 
 
 
(Reaffirmed: 9/13/93) 
(Revised: 11/20/00) 
(Reaffirmed: 4/17/06) 
(Revised: 3/3/09) 
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BOMB THREATS 
 
1. When a bomb threat is received, immediately evacuate the building. The following 

procedures are required: 
a. If the threat is received by phone, do the following:  

i. Do not hang up on the caller  
ii. Try to gather information as outlined in EBCC-E 
iii. If life threatening, call (9) 911  
iv. Notify an administrator (administrator will notify the Superintendent) 

b. If the threat is received in writing, do the following: 
i. Turn all written threats over to an administrator. 
ii. If the threat is written on a part of the building, secure the area and 

notify an administrator 
iii. Do not talk with students about the threat. 
iv. Administrators will notify the police and Superintendent. 
v. Administrators will make copies or photograph the threat. 

c. If a suspected device is found, isolate the area and do the following: 
i. Do not handle the device, do not use two-way radios, do not 

attempt to dismantle the device, do not use pagers, do not turn 
lights on/off, do not use cell phones in the area and do not pull the 
fire alarm. 

ii. Notify the building administrator (administrator notifies police/fire 
officials. 

iii. Evacuate the building by notifying staff over the intercom 
2. If a thorough search has been conducted and nothing found, the principal or 

designee should be notified by the senior member of the local protective department 
that re-entry will be permitted. 

3. Prepare report (fact sheet) 
 
(Adopted: 11/20/00) 
(Reaffirmed: 4/17/06) 
(Revised: 3/3/09) 
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BOMB THREATS 
 
The secretary (or person answering the phone) when a bomb threat is received will:  
 
1. STAY on the line ï DO NOT hang up. 
2. Keep the conversation going ï if possible ask: 

a. When is the bomb set to explode? 
b. Where is the bomb? 
c. What does the bomb look like? 
d. Why was the bomb placed? 

3. Listen carefully to the callerôs voice and background noises using the key at the 
 bottom of the sheet. 

4. Write down exactly what is said. 
5. If life threatening, call (9) 911. 
6. Notify an administrator. 
 
 
 
DATE OF CALL _____________________________ TIME OF CALL______________ 
 

VOICE OF CALLER 

Calm Laughing Adult Child 

Angry Crying Raspy Lisp 

Excited Normal Deep Slow 

Distinct Ragged Rapid Slurred 

Clearing throat Soft Nasal Accent 

Deep breathing Loud Stutter Cracking 

Distinguished    

 
BACKGROUND NOISES 

Street Motor PA System Music 

Machinery Animal Phone booth Static 

Local call Cell phone House noises Talking 

Office Basement Train  

 
LANGUAGE 

Irrational Foul Incoherent Slang 

Reading a 
statement 

Well spoken   

 
(Adopted: 11/20/00) 
(Reaffirmed: 4/17/06) 
(Reaffirmed: 3/3/09) 
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DELAYED OPENINGS /EMERGENCY CLOSINGS 
 
The Superintendent of Schools, or her/his designee, is empowered to close the schools 
or to dismiss students early in the event of hazardous weather conditions or other 
emergencies that threaten the health or safety of students and personnel. 
 
In case of a delayed opening or an emergency closing, the transportation supervisor will 
notify the media and bus drivers.   
 
Any individual bus driver may decide, without recrimination, that individual bus routes 
are too hazardous to travel. Likewise, parents are authorized to keep children out of 
school if, in their opinion, the traveling conditions are hazardous. Students kept home 
for this reason will be able to make up any work missed. 
 
During inclement weather, students are not expected to wait at a bus stop for more than 
ten minutes. 
 
(Adopted: 6/5/00) 
(Reaffirmed: 4/17/06) 
(Reaffirmed: 3/3/09) 
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ADMINISTRATIVE GUIDELINES - SCHOOL CLOSING FOR BAD WEATHER  
 

Procedure for Delayed Openings and School Closings 
 

Phase I:  Assessment by Transportation Supervisor 

 

A. Monitor weather forecasts 
 1. Three day forecast presented on local and regional weather stations. 
 2. One day forecast from the National Weather Bureau, Gray, ME 
 3. Current day forecast from the National Weather Bureau, Gray, ME 
 

B. Review and project road conditions starting at 3:50 AM 
 1. Voice communications with Carroll County Dispatcher (539-2263), Strafford County 

Sheriffôs Office (859-2751) and NH State Police (323-8112) and Wolfeboro Central 
Dispatch (569-1444) and State of New Hampshire Highway Division III (524-6667) 

 2. Voice communication with Road Agents in Brookfield, Effingham, New Durham, 
Ossipee, Tuftonboro, and Wolfeboro to determine plowing schedules for starting times 
and routes.  

 3. Voice communication with any school bus drivers. 
 

C. Maintain written log on information received from road agents 
 1. Time of call. 
 2. Time snow plowing crews will begin. 
 3. Other comments. 
 

Phase II:  Recommendation From the Transportation Supervisor 

 

A. Review Information 
 1. Review forecasts received from the National Weather Bureau. 
 2. Review current road conditions as reported by the various dispatch centers. 
 3. Review the road agent plowing schedules and match them against the normal bus 
  schedules. 
 4. Assess, for each community, the time that buses can safely pass over roadways. 
 

Criteria: 

 1.  Consideration of when snow began and amount accumulated at 4:00 AM. 
 2.  Consideration of current weather conditions (4:00 AM) and local forecast. 
 3.  Consideration of start time for snow plowing crews for each community. 

All district schools will not be closed because of unacceptable road conditions in a single 

community.  Rather, bus service in that town will be delayed until road conditions improve.   

B. Make transportation recommendation to the Superintendent of Schools up to 5:30 a.m. 
1. If road and weather conditions are expected to be reasonable by the time that bus routes normally 

begin, school shall open on schedule. 
2. If road and weather conditions are not expected to be reasonable by the time that bus routes 

normally begin but are expected to reach acceptable standards within two hours of the normal 
start time, a two-hour delay is recommended. When a two-hour delay is recommended, a final 
determination of whether or not to open will be made at 6:45 a.m.  If a delayed opening is used, 
the morning kindergarten session shall be canceled. 

3. If, at 5:30 a.m., road agent reports and weather conditions indicate that road travel will not be safe 
by 7:15 a.m., school will be canceled. 

 

C: The Superintendent shall make the final determination on any change in the opening of 

schools based on information provided by the Transportation Supervisor. 
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Phase III:  Notification 
 
When school is canceled or a delayed opening is used, the following communication shall occur: 
 

1. The Transportation Supervisor will notify all bus drivers as well as First Student; the Wolfeboro 
Police Department; and the Carroll County Sheriffôs Department (who, in turn, will notify the local 
fire dispatch centers in Wolfeboro and Ossipee.) 

 
2. The Transportation Supervisor will also notify the following radio and television stations. 

 
3. Administration and staff notification will follow the procedure established each fall during an 

Administrative Team meeting. Such notification may include the use of telephone/email message 
system. 
 

4. School Board notification: Superintendent shall notify Chairman of the School Board. 
  

5. Other District notification: 
 

a. Principal of Vocational Education shall notify Prospect Mt. High School 
b. Moultonborough High School principals 
c. Alternative Education Program. 

 

Any individual bus driver may decide, without recrimination, that individual bus routes are too 

hazardous to travel.  Likewise, parents are authorized to keep children out of school if, in their 

opinion, the traveling conditions are hazardous.  Students kept home for this reason will be able 

to make up any work missed. 

 
 
(Approved: 8/13/01) 
Updated: 11/15/04) 
(Reaffirmed: 4/17/06) 
(Revised: 3/3/09) 
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PANDEMIC/EPIDEMIC EMERGENCIES 
 

The Board recognizes that a pandemic/epidemic is a serious threat that stands to affect 
students, staff, and the community as a whole.  The Board established this policy in the 
event any town within the school district, or the school district as a whole, is affected by 
pandemic or epidemic. 
 
In the event of such an emergency, the district will follow the advice and 
recommendations of the State of New Hampshireôs Influenza Pandemic Health 
Preparedness & Response Plan, as prepared by the Department of Health & Human 
Services. 
 
(Adopted: 3/3/09) 
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BUILDING/GROUNDS/PROPERTY MANAGMENT 
 
The School Board has the responsibility to maintain the various 
buildings/grounds/property of the district and delegates this responsibility to the 
superintendent of schools. 
 
The responsibility of the daily operation of the school buildings in the district is 
delegated to the various building administrators. 
 
AUDIO-VISUAL EQUIPMENT 
Audio-visual equipment is the property of the school district, not individual departments 
or schools, and is to be used for the maximum benefit of the greatest number of 
students.  The Director of Media Services shall coordinate the use of all equipment and 
provide inventory controls.  All teachers and administrators are expected to cooperate. 
 
(Reaffirmed: 9/13/93) 
(Revised: 5/1/00) 
(Reaffirmed: 4/17/06) 
(Reaffirmed: 3/3/09) 
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FACILITY USE FEE SCHEDULE 
*Class I 
 School organizations and parent-teacher groups 
 District or school-recognized group activities 
 Park and recreation programs 
 Community athletic associations and programs 
 Local, state and national election polls and caucuses 
 Local non-profit youth groups 

Local non-profit adult organizations (except for adult non-profit groups in Class II) 
 Nationally recognized charities 
 Community Civic Groups 

Organizations sponsored by the District because they provide; 
1. Community service 
2. Support for school programs 

  

Class II  
 Organizations conducting religious activities  
 Adult non-profit groups which charge admission or sell merchandise or generate a crowd of 
  200 or more 

Non-profit, non-local adult and youth groups 
Commercial and Profit Making organizations 

 

          *Class I   Class II  

   
Auditorium         - 0 -   $250/day 
Gym          - 0 -   $250/day 
Classrooms         - 0 -     $20/day 
Athletic Fields        - 0 -   $150/day 
Cafeteria/Dining Room      - 0 -   $100/day 
Library          - 0 -    $100/day 
Kitchen          - 0 -   $125/day 
Kitchen and Cafeteria Combined    - 0 -   $175/day 
Middle School Music/Multi-Purpose Rooms  - 0 -   $100/day 
 
Other areas and fees to be determined by the Board 
 
*Class I groups do not pay rental expenses, but they are required to pay any expenses incurred 
by the School District  
 
(Reaffirmed: 9/13/93) 
(Revised: 6/5/00) 
(Adopted: 4/17/06) 
(Reaffirmed: 4/6/09) 



Governor Wentworth Regional School District Policy 
 

Page 100 of 390 Pages 

 

ECA 

Page 1 of 1 
 

BUILDING INSPECTIONS 
 
It is the policy of the district that each principal will conduct an annual inspection of 
her/his building in collaboration with the custodial staff; this annual inspection will occur 
each summer prior to the opening of school.  Any issues will be reported to the 
superintendentôs office. 
 
(Approved: 5/1/00) 
(Reaffirmed: 4/17/06) 
(Revised: 3/3/09) 
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BUILDINGS AND GROUNDS SECURITY 
 

In order to protect the assets of the District, access to school buildings and grounds 
outside of regular school hours will be granted only to authorized groups. School 
buildings will be closed and locked after the last school activity has concluded each 
day. 
 
Classroom windows and doors are to be locked when the teachers leave the building. 
 
Records and funds will be kept in a safe, locked location. 
 
The building principal is responsible for enforcing this policy. 
 
(Adopted: 3/3/09) 
 



Governor Wentworth Regional School District Policy 
 

Page 102 of 390 Pages 

ECAAA 
Page 1 of 1 

 

ENERGY CONSERVATION 
 

It is the districtôs responsibility to ensure that every effort is made to conserve energy 
while exercising sound financial management and safety. The implementation of this 
policy is the joint responsibility of the Board, administration, teachers, students, support 
staff and community, and its success is based on cooperation at all levels. 
 
Specific areas of emphasis include: 
 

1. Every student and employee will be expected to contribute to energy efficiency; 
2. All unnecessary lighting in unoccupied areas will be turned off.  All lights will be 

turned off when students and teachers leave school.  Custodians will turn on 
lights only in the areas in which they are working; 

3. Computers and other technological devices will be turned off when not in use; 
4. Campus energy management should be a SMART (specific, measureable, 

attainable, realistic, timely) goal for each school; 
5. The custodian at each school will be responsible for a complete shutdown of the 

facility when closed each evening. 
 
(Adopted: 3/3/09) 
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VANDALISM 
 
School buildings and grounds are built and maintained with taxes levied on the 
taxpayers of the Governor Wentworth Regional School District; therefore, it is in the 
best interest of every student and resident to protect that investment adequately. 
 
For the purposes of this policy, vandalism is the willful damaging, destruction, or 
defacing of school-owned property.  This definition also applies to any deliberate 
tampering with or misuse of district computer network services or equipment. It also 
includes the willful damaging, destruction, or defacing of property used by the school 
district in conjunction with related services such as school buses, on field trips, and 
other school-sponsored events that may occur off-campus. 
 
All citizens of the district, students, district employees and members of the police 
department(s) are urged by the Board to cooperate in reporting any incident of 
vandalism to property belonging to the district and the name(s) of the person or persons 
believed to be responsible.   
 
Students who destroy school property through vandalism or arson or who create a 
hazard to the safety of other people on school property may, depending upon the 
severity of the act, be referred to law enforcement authorities. The superintendent, the 
principal or their designees are authorized to sign a criminal complaint and to file a 
formal request to the court for restitution for property damaged as part of any action 
brought by the police. Furthermore, students may be disciplined in accordance with the 
Safe Schools Zone Act, and applicable policies.  Additionally, the district may seek 
financial reimbursement from either the student(s) or the studentsô parent/legal 
guardian for such damage caused. 
 
This policy is not intended to supersede nor replace any remedies available by law. 
 
(Adopted: 9/24/01) 
(Reaffirmed: 4/17/06) 
(Revised: 3/3/09) 
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VIDEO AND AUDIO SURVEILLANCE ON SCHOOL PROPERTY 
 

The Governor Wentworth Regional School Board authorizes the use of video and/or 
surveillance on District property to ensure the health, welfare, and safety of all staff, 
students, and visitors to District property and to safeguard District buildings, grounds, 
and equipment.  The superintendent will approve appropriate locations for surveillance 
devices. 
 
Video cameras may be used on school buses to monitor student behavior. Audio 
recordings in conjunction with video recordings may also be captured on school buses, 
in accordance with the provisions of RSA 570-A:2.  The Superintendent shall ensure 
that there is a sign informing the occupants of school buses that such recordings are 
occurring. 
 
 
(Approved: 5/1/06) 
(Revised: 3/3/09) 
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USE OF SCHOOL BUILDINGS AND FACILITIES 
 
It is the policy of the School Board of the district that whenever possible, school 
facilities will be made available for appropriate community use. 

 
Request for use of any facility shall be made on the appropriate application and 
approved by the building principal. This application must then be forwarded to the SAU 
office for billing purposes.  If, in the opinion of the Principal, a request is of an unusual 
nature, the Principal will forward the request to the Superintendent for approval.  If, in 
the opinion of the Superintendent, a request is of an exceptional nature, the 
Superintendent will refer it to the board for action. 
 
Use of any school facility normally requires the presence of a school employee. 
Functions not sponsored by the school district in which an employee must work in 
excess of their contracted time shall be charged at time and one-half of the highest rate 
listed for custodians in the current Agreement Between the Governor Wentworth 
Regional School Board and the Governor Wentworth Support Staff Association. 
Additionally, the user of the facility shall pay all fixed costs (FICA, Medicare, 
Retirement, etc.) associated with the wages. The SAU Office will process the billing for 
all uses of district facilities. 
 
The employee must submit a timecard for the function that is separate from the 
timecard submitted for her/his contracted work schedule. A reference number must be 
included on this timecard which corresponds with the reference number on the facility 
use form.  Regardless of the status of the billing to the facility user, the employee will be 
paid for her/his work in the payroll cycle during which the card is received. 

 
In the case of school-sponsored events that result in non-salaried employees    working 
more than 40 hours in a week, the employee shall be paid at time and one-half of 
her/his normal rate of pay. 

 
Responsible adult supervision (21 years or older) approved by the principal must be 
provided during the use of any facility. 
  
The principal of the school is responsible for the scheduling of the use of the facility.  
There must be no interference with the educational schedule or undue hardship on 
school personnel. 
It shall be the responsibility of any organization using a school facility to use the facility 
properly and leave it in satisfactory condition. 
 
No intoxicating beverages will be allowed in any school building or on any school 
property. 
 
Smoking will not be allowed. 
 
Police protection must be provided, if required by the principal or local ordinance.  All 
cost for police protection shall be paid directly by the user to the Police Department. 
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A trained crowd control manager is required for any public event involving groups of 50 
or larger. 
 
Organizations wishing to bring equipment into or onto school property must make 
arrangements, at the time of application, for the use of such equipment on the property.  
Details will be worked out with the building principal and custodian. 
 
Use of school equipment may require supervision by a person designated by the 
building principal. If deemed necessary that other school personnel be present to 
supervise the proper use of school equipment, their services will also be billed to the 
renter. 
 
Any organization requesting the use of a school facility must produce a written 
certificate of insurance proving liability coverage for general liability and property 
damage insurance totaling $1,000,000/$1,000,000 with the Governor Wentworth 
Regional School District listed on the certificate as an additional named insured. 
 
Any organization using school facilities will agree in its application to pay the cost of 
damages to the facilities and equipment, other than damage caused by normal wear. 
 
Rental Policy: See Fee Schedule EC-R 
 
The School Board reserves the right to make an exception to any of these articles 
when, in its opinion, it is in the best interest of the district. 
 
(Adopted: 7/10/00) 
(Revised: 4/17/06) 
Revised: 3/3/09) 
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GWRSD Facility Use Contract for KRHS/KRMS 
Please read the information on page 2 before completing this contract. 

Name of Organization:       

 For Profit Non-Profit  Federal Exemption No.    

 School Board policies allow district non-profit organizations to use the school facilities for the 

cost of salaries of required school personnel. All required rental fees will be paid in advance. 

Individual In Charge:___________________________________ Telephone No.:     

Complete Mailing Address:           

Insurance: Yes_____ No_____ If "Yes" attach insurance certificate. 

Nature of the Activity            

Date(s) of Facility Use:     Times of Use:      

School to be Used:            

Police: The renter will hire police as needed directly through the Wolfeboro Police Department. 

What areas of the school will you need for this event? 

Will you need audio-visual equipment for your activity?  

  Cafeteria Ÿ With tables   Without tables    Chairs    How Many?   

  Kitchen Ÿ Serving   Cooking     Using Kitchen Equipment    

  Auditorium Ÿ Lights   Sound     Microphone #   Podium    

  Gymnasium ŸPlease list set-up needed (if any)            

  ClassroomsŸ List Room Number(s)              

  OutsideŸ List area(s) to be used              

Will you need audio-visual equipment for your activity? If ñyesò please note the number of each below. 

 TV#    VCR#   Overhead Projector#   Other#      

What other furniture do you need? If you have special set-up needs please provide a diagram. Do you 

need: 

 a custodian on duty? Yes   No      [Custodial fee is tabulated on the back of this page.] 

 food service staff?  Yes   No      

 audio/visual technician? Yes   No    If ñYesò the estimate is:        

 Library Media equipment? Yes  No   If ñYesò what do you need?        
 

READ PAGE 2 BEFORE SIGNING: I understand and agree to abide by the terms specified in this document. 

 ______________________________________ ___________________ 
 (Responsible Party's Signature) (Date) 

**************************************************************************************************** 
--To be completed by school personnelð 

APPROVAL (Sign and Date) 

Assistant Principal Yes___ No___ Signature_________________________ Date_______ 

Custodial Supervisor Yes___ No___ Signature_________________________ Date_______ 
Others:  

____ Athletic Director Yes___ No___ Signature_________________________ Date_______ 

____Audio Visual Director Yes___ No___ Signature_________________________ Date_______ 

____Food Service Director Yes___ No___ Signature_________________________ Date_______ 

____Library Media Director Yes___ No___ Signature_________________________ Date_______ 

____Music Director Yes___ No___ Signature_________________________ Date_______ 

____Vocational Director Yes___ No___ Signature_________________________ Date_______ 

____Classroom Teacher Yes___ No___ Signature_________________________ Date_______ 
 

TOTAL FEE CHARGED (Prepaid) $___________ (Please read page 2) 



Governor Wentworth Regional School District Policy 
 

Page 108 of 390 Pages 

ECB-E1 

  Page 2 of 2 
 

INCLEMENT WEATHER 
(or other factors which may cause school closing) 

As a condition of the use of any facility at Kingswood Regional High School or at Kingswood Regional Middle School, 
I hereby acknowledge the following: 
1. If my event or activity is scheduled on a day or evening that school is dismissed or postponed due to inclement 
weather (or other factor) the person in charge of the event will have to postpone the activity. 
2. If my event or activity is scheduled on a weekend or a school holiday and there is inclement weather, I will call 
the school to see if the facility will be open for the event. If there is no answer at the school, I will contact one of the 
following people to see if the facility will be open for the event.  I know that I must have permission from one of these 
people before I can use the facility. 
 Kingswood Regional High School 569-2055 Kingswood Regional Middle School 569-3689 
 Sandy Moulton, Custodial Supervisor 569-9680 Sandy Moulton, Custodial Supervisor 445-0226 
 Paul MacMillan, Principal 447-3093 Rusty Ross, Principal 455-8457 

 CUSTODIAL INFORMATION / SEATING CAPACITIES 
The Governor Wentworth Regional School District welcomes public use of the high school.  The custodial staff takes 
pride in the appearance of the building.  The following list of policies and procedures will allow the custodians to 
keep the building clean and remain a pleasant environment for everyone to enjoy. 

 A custodian must be on duty for any and all activities for the duration of the event. 

 A rate of time and one-half per hour will be charged. 

 The custodian on duty will be available for anything you may need. 

 We ask that you restrict your activities to the areas that have been requested for use. 

 All fire regulations must be followed.  Exits and hallways must be kept clear at all times. 
 There are limits as to the number of people allowed in certain areas.  These limits must be strictly adhered to. The limits are: 

 *Cafeteria - seats 250 people. No tables. Walkways must be left clear. 

 *Auditorium - seats 625 people. People must be seated, not on steps or standing in doorways. 

 *Gym  - 1,200 total people.  Seats 800 people in the bleachers. 
If you have any questions regarding these regulations, please contact the Wolfeboro Fire Department. 

No food or drinks are allowed in the gym or the auditorium. 
Anyone who may have lost or left behind an item should check with the main office as these items are usually held 
for a period of time. 
Anyone having a yard sale, dance, craft fair, etc. should be aware that the duties listed below will usually require two 
custodians three or four hours to complete following the event: 

a. All floors are dust mopped, washed and burnished.  d. All glass will be spot cleaned. 

b. All bathrooms are cleaned and sanitized.    e. All trash will be emptied. 

c. All carpeted areas will be vacuumed.     f. If necessary the floors in the cafe will be scrubbed & 
re-coated with finish. 
The amount of custodial time depends on the event.  If you wish to have an estimate on time, you may contact 
Sandy Moulton at the high school. Your cooperation will ensure a clean and safe environment for all who use the 
high school. 

AUDITORIUM (SOUND & LIGHTING) 
We do not, at present, have someone to run the lights or sound for outside agencies. The lighting system does require some 
knowledge to run for a production, therefore, you will have to hire someone to run the system unless you have a qualified individual. 
 
The sound system consists of a board, speakers, and microphones. If you plan to use our system, you will need to hire someone to 
run it or make sure you have someone qualified to do it. 
 
We can provide you with the names of a few individuals who know how to operate both systems so that you may contact them 
directly. 
 

WAIVER OF LIABILITY AND INDEMNIFICATION 

The renting party, as a condition of signing this form, agrees to indemnify and forever hold the Governor Wentworth 
Regional School District, its officers and employees harmless and free from liability for the security of any and all 
materials, equipment or products used in conjunction with the use of the school facility. Said waiver of liability pertains to 
theft, vandalism, damage or destruction of the aforementioned items and extends to all vendors, contractors, sub-
contractors, participants, associates, assigns, attendees, competitors, visitors, customers and any other entities who are 
in the facility because of its use by the renting party.  Furthermore, the renting party agrees to assume the full financial 
liability and responsibility for any and all claims of property loss or personal injury that occur and are, in any way, related 
to their use of the facility. 
*************************************************************************************************************************************************** 

--To be completed by custodial supervisor or designeeð 
 

ESTIMATE FOR CUSTODIAL COVERAGE 
This is an estimate for the custodial coverage and the clean-up of the activity you have scheduled at 
KRHS/KRMS on ________________. If you would like to reduce the cost for the custodial fee, it is very 
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helpful if you have a clean-up crew to help the custodians return the facility to the conditions it was when 

you arrived.  If you have any questions, please do not hesitate to contact Custodial Supervisor Sandy 

Moulton. 
 

ESTIMATE _______________   
 

  
  

(Signature of custodian giving the estimate) 
 

 
 
 
 
 
(Updated: 4/17/06) 
(Revised: 3/3/09) 
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GWRSD Facility Use Contract for Elementary School 

Please read the information on page 2 before completing this contract. 

Name of Organization:_________________________________________________________________ 

               For Profit________  Non-Profit________    Federal Exemption No.___________ 

[School Board policies allow district non-profit organizations to use the school facilities for the cost of 

salaries of required school personnel.] All required rental fees will be paid in advance. 

Individual In Charge:___________________________________  Telephone No.:_________________ 

Complete Mailing Address:_______________________________________________________ 

Insurance:       Yes_____        No_____         If "Yes" attach insurance certificate. 

Nature of the Activity:_________________________________________________________________ 

Date(s) of Facility Use:_________________________          Times of Use:_________________ 

School to be Used:____________________________________________________________________ 

Police: The renter will hire police as needed directly through the Appropriate Police Department. 

Crowd Control Manager: The renter will ensure that a trained crowd control manager is on duty for public 

events of more than 50. 

What areas of the school will you need for this event? 

____ Cafeteria            With tables____ Without tables____ Chairs_____    How many?_____ 

____ Kitchen              Serving_____      Cooking_____            Using Kitchen Equipment    ______ 

____ Auditorium         Lights_____         Sound_____      Microphones #_____        Podium______ 

____ Gymnasium       Please list set-up needed (if any)__________________________ 

____ Classrooms        List Room Number(s)___________________________________ 

____ Outside              List area(s) to be used________________________________________ 

Will you need audio-visual equipment for your activity? If "Yes" please note the number of each below. 

TV#_______         VCR#______         Overhead Projector#_____      

Other#__________________ 

What other furniture do you need? If you have special set-up needs please provide a diagram. Do you 

need: 

 a custodian on duty?           Yes____ No___ [Custodial fee is tabulated on the back of this page.] 

 food service staff?               Yes____ No___   

 audio/visual technician?      Yes____ No____ If "Yes" the estimate is:_________ 

 Library Media equipment?  Yes____  No____ If "Yes" what do you need?_____________ 

READ PAGE 2 BEFORE SIGNING: I understand and agree to abide by the terms specified in this 
document. 
                   ______________________________________                       ___________________ 
                             (Responsible Party's Signature)                                               (Date) 

 

************************************************************************************************************************* 
--To be completed by school personnel-- 

APPROVAL (Sign and Date) 
Principal                      Yes____   No____   ______________________________ ____________ 
                                                                        (Signature)                                           (Date) 
Custodial Supervisor  Yes____    No____ ___________________________     ____________ 
                                                                        (Signature)                                           (Date) 
 
TOTAL FEE CHARGED (Prepaid) $___________                                  (Please read page 2) 
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INCLEMENT WEATHER  (or other factors which may cause school closing) 

As a condition of the use of any facility at any Elementary School, I hereby acknowledge the following: 

1.   If my event or activity is scheduled on a day or evening that school is dismissed or postponed due to 

inclement weather (or other factor) the person in charge of the event will have to postpone the activity. 

2.   If my event or activity is scheduled on a weekend or a school holiday and there is inclement weather, 

I will call the school to see if the facility will be open for the event. If there is no answer at the school, I 

will contact one of the following people to see if the facility will be open for the event.  I know that I 

must have permission from one of these people before I can use the facility. 

    Carpenter School Principal                569-3457      Ossipee Central Principal                          539-4589 

    Crescent Lake School Principal         569-0223       Tuftonboro Central School Principal         569-2050 

     New Durham School Principal          859-2061       Effingham Elementary Principal               539-6032 

CUSTODIAL INFORMATION  

The Governor Wentworth Regional School District welcomes public use of our schools.  The custodial 

staff takes pride in the appearance of our buildings.  The following list of policies and procedures will 

allow the custodians to keep our buildings clean and remain a pleasant environment for everyone to 

enjoy. 

 A custodian must be on duty for any and all activities for the duration of the event. 

 A rate of time and one-half per hour will be charged. 

 The custodian on duty will be available for anything you may need. 

 We ask that you restrict your activities to the areas that have been requested for use. 

 All fire regulations must be followed.  Exits and hallways must be kept clear at all times. 

If you have any questions regarding these regulations, please contact the appropriate Fire Chief. 

No food or drinks are allowed in the gym or the auditorium. 

Anyone who may have lost or left behind an item should check with the main office as these items are 

usually held for a period of time. 

Anyone having a yard sale, dance, craft fair, etc. should be aware that the duties listed below will usually 

require two custodians three or four hours to complete following the event: 

            a. All floors are dust mopped, washed and burnished. 

            b. All bathrooms are cleaned and sanitized. 

            c. All carpeted areas will be vacuumed. 

            d. All glass will be spot cleaned. 

            e. All trash will be emptied. 

            f. If necessary, the floors in the cafeteria will be scrubbed and re-coated with finish.  

The amount of custodial time depends on the event.  If you wish to have an estimate on time, you may 

contact the school and ask for the head custodian. Your cooperation will ensure a clean and safe 

environment for all who use our schools. 

WAIVER OF LIABILITY AND INDEMNIFICATIO N 

The renting party, as a condition of signing this form, agrees to indemnify and forever hold the 

Governor Wentworth Regional School District, its officers and employees harmless and free from 

liability for the security of any and all materials, equipment or products used in conjunction with 

the use of the school facility. Said waiver of liability pertains to theft, vandalism, damage or 

destruction of the aforementioned items and extends to all vendors, contractors, sub-contractors, 

participants, associates, assigns, attendees, competitors, visitors, customers and any other entities 

who are in the facility because of its use by the renting party.  Furthermore, the renting party 

agrees to assume the full financial liability and responsibility for any and all claims of property 

loss or personal injury that occur and are, in any way, related to their use of the facility. 

************************************************************************ ************  
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--To be completed by custodial supervisor or designeeð 

 

ESTIMATE FOR CUSTODIAL COVERAGE  

This is an estimate for the custodial coverage and the clean-up of the activity you have scheduled at 

(indicate school)       on    . If you would like to reduce the cost for 

the custodial fee, it is very helpful if you have a clean-up crew to help the custodians return the facility to 

the conditions it was when you arrived.  If you have any questions, please do not hesitate to contact the 

school.  

ESTIMATE       

 

               

            (Signature of custodian giving the estimate)      

 

 

 
Approved 7/10/00  
Updated: 4/17/06 
Revised: 3/3/09 
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ANNUAL FIRE EXTINGUISHER INSPECTION 
 
There shall be an annual inspection of all fire extinguishers in the district. Each principal 
and the transportation supervisor shall assure that such inspection will occur; planning 
for fire extinguisher inspections shall be done in cooperation with the Superintendentôs 
Office. When such inspections are completed, a report shall be submitted to the 
Superintendentôs Office. Copies of these reports will be maintained in each building. 
 
(Reaffirmed: 9/13/93) 
(Revised: 3/19/01) 
(Reaffirmed: 4/17/06) 
(Reaffirmed: 3/3/09) 
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PARKING LOT PROCEDURES ï KINGSWOOD COMPLEX 
 
Faculty Parking 
Faculty members at Kingswood Regional High School and Kingswood Regional Middle 
School will be assigned a number parking spot on a yearly basis. Rear-view mirror tags 
will be issued and must be displayed when cars are parked on school property. 
 
Student Parking 
Students must maintain safe, sensible driving habits in the school area and strictly obey 
all specified safety rules and regulations. 
 
Parking on school property is a privilege and not a right. Failure to comply may result in 
revocation of the studentôs permission to park a motor vehicle on school property. 
 
Specific rules and regulations regarding the use of automobiles by students can be 
found in Kingswood Regional High Schoolôs Student Rights and Responsibilities 
Handbook. 
 
Visitor Parking 
Handicapped and visitor parking will be reserved in a designated area. 
 
 
(Adopted: 5/1/06) 
(Revised: 3/3/09) 
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AUTHORIZED USE OF SCHOOL-OWNED MATERIALS AND EQUIPMENT 
 
No school equipment may be used for other than school, school-related, civic, or 
educational purposes. 
 
The Board shall permit school equipment to be loaned to staff members when such use 
is related to their employment, and to students when the equipment is to be used in 
connection with their studies or extracurricular activities. A written agreement between 
the borrower and the principal will be used which specifies the borrowerôs responsibility 
to return the equipment in the condition in which it was received, and her/his 
responsibility for any loss or damage, which will meet the requirements of all applicable 
insurance. 
 
 
(Reaffirmed: 9/13/93) 
(Revised: 10/16/00) 
(Reaffirmed: 5/1/06) 
(Reaffirmed: 3/3/09) 








































































































































































































































































































































































































































































































































































