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Accreditation 
Cobscook is offered as a program of Calais High School, which is fully accredited by the New England 
Association of Schools and Colleges. 
 

Notice of Nondiscrimination and Equal Opportunity 
The Cobscook program and the Cobscook Community Learning Center reflect the diversity of the people 
of the Cobscook region and celebrate the diversity of all people.  We do not discriminate against current 
or prospective participants on the basis of race, color, national or ethnic origin, economic status, gender, 
sexual orientation, religion, marital status, age (except as indicated for age-specific programs) or 
disability under the provisions of Title VI and IX of the 1972 Educational Amendments, Section 504 of the 
Rehabilitation Act, the Individuals with Disability Education Act (IDEA) of 1990, and the Americans with 
Disabilities Act (ADA) of 1990. 
 

Reservation Clause 
The Cobscook program and Calais High School/Middle School reserves the unlimited right to change the 
terms of the handbook at any time, without notice. 

 

Terms 
School facilities: includes buildings, grounds, busses and other school property 
 
School-sponsored activity: includes all school-sponsored or approved activities whether they are held on 
or off school grounds. 

 

 
 Cobscook Contact Information 

 
Kara McCrimmon      Michael Giudilli  Daphne Loring  Alan Furth 
Lead Instructor                      Instructor                                  Instructor  Executive Director  
(207) 733-2233 ext. 312      (207) 733-2233 ext. 320 (207) 733-2233  (207) 733-2233 ext. 311 
Kara@cclc.me                      Michael@cclc.me               Daphne@cclc.me  Alan@cclc.me   
 
Cobscook Community Learning Center 
10 Commissary Point Road 
Trescott Twp., ME 04652 
Web: www.cclc.me 
Fax: (207) 733-2233 ext. 317 
 
Emergency Contact Information 
When the Cobscook program is on trips/expeditions, the best way to keep in contact with us is to call 
the CCLC at (207) 733-2233 and leave a message for your student.  The group will check in periodically 
for messages and updates.  
 
In case of an emergency you may also try to reach us on our program cell phone: (207) 263-8393. 
Please note, this cell phone is not used on a regular basis. It’s only used while traveling.  Often, cell 
phone service is spotty, so please reserve the use of this number for emergencies only. 

 

mailto:Kara@cclc.me
mailto:Michael@cclc.me
mailto:Alan@cclc.me


4 | P a g e  
 

About The Cobscook Community Learning Center 
The Cobscook Community Learning Center (CCLC) began in 1999 as a community research project 
focused on improving the quality of life and increasing access to meaningful education. The founding 
group envisioned a community place of learning grounded in the values of peace, honesty, respect, and 
collective empowerment. The end result of their work – the CCLC – now serves as a hub of educational 
opportunity, guided by and operated for the people of Washington County. Additionally, members of 
the founding circle realized that, while transformative education and access to the arts are critical to 
community health, they are not enough on their own. Community health includes economic health, and 
the CCLC’s current work also includes meaningful economic development.  
 
Today the CCLC exists as a 501(c)3 nonprofit 
organization that owns a fifty-acre campus on 
Cobscook Bay in Trescott, Maine. The campus 
includes offices, community meeting spaces, a 
pottery & arts studio, computer lab/library, 
commercial kitchen, community gardens, an old 
apple orchard, a bandstand and amphitheater, an 
outdoor word-fired cob oven, miles of trails, and 
the 53-bed Heartwood Lodge. Construction on 
additional classroom and meeting space is slated 
for 2017-18. 
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Cobscook Community Learning Center Mission, Vision and Values Statements 
 
Mission 
To create responsive educational opportunities that strengthen personal, community, and 
global well-being. 
 
Vision 
A community that respects people and planet, and inspires, supports, and sustains people to 
achieve their greatest potential. 
 
Values 
The Cobscook Community Learning 
Center is an intentionally created, 
sacred space committed to building 
bridges and being accessible to the 
people of the Cobscook Bay region 
and to social, economic, cultural, 
ecological, personal and familial 
empowerment. It is operated in the 
spirit of love, respect, humor, and 
creative, bold adventure.  
We use the image of the medicine 
wheel to depict the CCLC’s 
organizational values. 

 
Guiding Principles  
Cobscook’s curriculum is aligned with 
the Maine State Learning Results, as 
well as the Common Core Standards, 
and supports students in achieving the goals established in Maine’s Guiding Principles. The 
Guiding Principles state that each Maine student must leave school as: 

 A clear and effective communicator who reads, writes, speaks and thinks critically; 

 A self-directed and lifelong learner who demonstrates initiative and independence; 

 A creative and practical problem solver who defines problems, frames questions, collects 
data, objectively analyzes problems and generates a variety of solutions; 

 A responsible and involved citizen who participates positively in the community, accepts 
responsibility for personal decisions and actions, understands and respects diversity, 
displays global awareness and economic and civic literacy, and demonstrates awareness of 
personal and community health and wellness; 

 An integrative and informed thinker who gains and applies knowledge across disciplines. 
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About Cobscook  
Cobscook is an experiential, expedition and placed-based multi-year education program for Washington 
County high school students looking for a unique, inspiring and life-changing educational experience.  
Created in response to a need for additional educational options for Washington County students, and 
offered through Calais High School, this program is based at the Cobscook Community Learning Center 
campus. Regular field trips throughout the Down East region will allow students learn from local people, 
explore the various landscapes, and examine issues that people face day to day. This is a form of 

collaborative education that is relevant and based in real 
experiences. Students will also participate in service learning 
projects that teach and encourage lifelong civic responsibility. 
Signature components of the Cobscook program are four 
expeditions that take place during the school year. Expeditions 
allow us to expand our classroom to wilderness areas around the 
state and country. They allow for nature to be our direct teacher.  
They allow us to depend on one another—to be a team— as we 
travel and learn in an outdoor setting.  

 
 
 

Cobscook Course Offerings 

Students enrolled in Cobscook have the option of attending for up to three years.  The courses being 

offered will alternate from year to year so that students who are enrolled for multiple years will have a 

different experience and earn the appropriate credits within a cohesive, interdisciplinary structure.   

2016-17 

Our place in Nature (English 9-12) 

Experiential Chemistry 

Math (Basic Math—Algebra 2 & Trigonometry) 

World History 

Computational Thinking and Digital Applications 
(Computer Technology) 

Personal and Community Health and Wellness (Health) 

Spanish as a Second Language (Foreign Language) 

Learning Communities: Group Dynamics, Conflict Resolution, 
and Decision Making  or Methods of Independent Learning 
and Self-Directed Study (Elective Credit) 
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About Calais High School 
The mission of Calais High School is to provide a positive learning environment where a student 
develops the skills, knowledge, and attitudes necessary to become a responsible and productive citizen. 
 

 
Graduation Requirements 

For Calais High School 
 
Every student must successfully complete a minimum of 24 credits to be eligible for graduation.  
Minimum requirements must include: 
English – 4 credits to include:    Computer Literacy – 1 credit 
 English 1 – grade 9     Computer Literacy 
 English 2 – grade 10     Word Processing 
 English 3 – grade 11     Technical Drawing & Design 
 English 4 – grade 12     Desktop Publishing 
        Telecommunications 
Social Studies – 3 credits, to include:    Computer Electronics 
 History of Civilization – grade 9   Computer Programming 
 U.S. History – grade 10    Computer Graphics 
 Government – grade 12   
       Science – 2 credits, to include: 
Mathematics – 3 credits     Accelerated Physical Science or  
 Math credits will be given for    Science & Technology – grade 9 
 Accounting as well as the courses   Biology – grade 10 
 listed under the Math Department 
       Fine Arts – 1 credit 
Physical Education – 1 credit     The minimum of 1 credit must be 

Physical Education – grade 9    earned in one of the following areas: 
 Outdoor Leadership     Art, Music, or Technical Drawing  
 
Health - 1 credit, grades 10 or 11   Career Preparation – 1 credit 
 

Calais High School Contact Information 
Calais High School 

34 Blue Devil Drive, Suite  
Calais, ME 04619 

207-454-2591 
Fax: 207-454-0306 

 
Ronald Jenkins, Superintendent                           Mary Anne Spearin, Principal  
Jodie Greene, Director of Special Services   Janice Rice, Guidance Counselor 
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Daily and Alternative Schedules 

 
Daily Schedule: 
8:00 a.m.  – 2:30 p.m. 
 
Alternative Schedules/Snow Day Protocol: 
If there is a Winter Storm Warning or you think there might be enough snow to warrant a snow 
day, do the following: 

1. Turn on your radio to WQDY 92.7/95.3.  Since Cobscook students ride the Washington 
Academy bus from points north, please listen for any announcements pertaining to 
Washington Academy. CCLC closes if WA closes. 

2. If you’re still not sure, call the CCLC: 733-2233.  There will be a snow day specific 
voicemail if school is cancelled or delayed. 

3. When possible, school closure announcements will also be listed on the CCLC Facebook 
page (www.facebook.com/thecclc) 

4. Text messaging services are also available through WLBZ. Sign up online at 
http://www.wlbz2.com/weather/resources/text_alert/default.aspx and choose alerts related to 
Washington Academy (under private schools). 
 

60-minute delay:     90-minute delay: 
9:00 a.m. – 2:30 p.m.     9: 30 a.m. – 2: 30 p.m. 
 
2 Hour Delay                                                                     Early Release 
10:00 a.m. - 2:30 p.m.                                                       8:00 a.m. – 11:30 a.m. 
 

Attendance Policy 

Absence 
Learning that is lost due to absences or tardiness can never be adequately replaced; therefore, 
students’ presence in and promptness to classes and other school activities are expected daily. 
 
Under Maine Law, the following absences/tardies may be excused for: 

1. Personal illness.  A doctor’s note is required for 3 or more absences in a week. 
2. An appointment with a health professional that must be made during the school day. 
3. Observance of a recognized religious holiday when the observance is required during 

the regular school day. 
4. A family emergency. 
5. A planned absence for a personal or educational purpose that has received prior 

approval. 
 
Absences for the following reasons, among other, cannot be excused.  
Missed bus, trips that are not approved in advance, shopping, hunting/fishing, birthday, senior 
portraits, driver education, and gainful employment 
 

http://www.wlbz2.com/weather/resources/text_alert/default.aspx
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It is essential that parents/guardians notify the Cobscook Community Learning Center when 
their child is absent.  A phone call or email on the day of the absence is required. Parents may 
call the CCLC directly at 733-2233.  If no one answers, please leave a message at extension 
312.   
 
Under Maine state law a student who has the equivalent of 10 full days of unexcused 
absences or 7 consecutive days of unexcused absences will be at risk of not receiving credit 
for courses. If your student is absent several days in a row, please check in daily with the CCLC 
to see if there have been any changes to the schedule and to check in on make-up work. 

 
Parents/guardians must give their child a note on the day he/she returns to school as 
required by Maine Law.  If the note is not received within 5 days of the absence, time missed 
will become unexcused.   
 
Unexcused Absence from Class 
Calais High School’s policy is the following: 
If students miss five (5) or more days of unexcused absences from class during the semester, 
they may fail solely because of a high number of absences, even though they may be doing 
passing work in the class.  Student may be denied credit for classes after five (5) unexcused 
absences in a semester class or ten (10) unexcused absences in a full-year class.  
We make every effort to work with the student and family, and we may refer to this policy if we 
feel that the student has not been present enough to accurately assess their participation and 
progress through the curriculum.  
 
Early Dismissal 
All dismissals require a parent/guardian note prior to leaving.  All requests for dismissal may be 
verified with a phone call to the appropriate party. If the parent/guardian is unable to pick up 
the student, students may only leave with an individual who has been authorized by the 
parent/guardian. Ideally authorization is given in writing. Phone permission will be accepted in 
unforeseen circumstances. 
 
Dismissal due to Illness 
A student may be dismissed due to illness during the school day if a parent/guardian gives 
permission through a telephone call. The class time missed will be excused once a note from 
the parent/guardian is submitted.  Make up work will be assigned accordingly. 
 
Truancy 
Truancy is defined as absence from school without the permission of parents (guardians).  
Maine State School Law defines truancy as seven (7) consecutive or ten (10) days of unexcused 
absences during any school year.   
 
If a student fails to attend regularly, parents/guardians will receive a call from the faculty of 
Cobscook.  At that point, they will be requested to attend a meeting to discuss the student’s 
attendance and any factors that may be relevant to it.  Together, parents/guardians and staff 
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will create a plan to assist the student in attending school regularly. If the plan does not result 
in improved attendance, the student will be referred the administration at Calais High School to 
explore further options. If after these steps a student continues to be truant, a meeting with 
the Superintendent of Schools under School Board Policy JEDA may be arranged to discuss 
further action up to and including referral to the District Attorney and the Department of 
Health and Human Services for truancy.   
 
Make Up Work 
Make up work is required any time class is missed.  If a field trip is missed, an alternative 
project will be assigned.  For every day missed, a student will have two days to complete the 
make-up work to receive full credit. There is a 5% daily deduction after that point. No more 
than 30% will be deducted for work that is turned in late. If a student has extenuating 
circumstances and needs an extension, students are welcome to initiate a meeting to discuss 
the schedule.  Work must be received by the end of the quarter to receive credit. 
 

General School Policies and Expectations 
 
Behavioral Expectations 
All outlined behavioral expectations are in effect from the time students get on the bus in the 
morning to the time they get off the bus in the afternoon. If students do not ride the bus, 
expectation are in effect as soon as they arrive on campus until they leave at the end of the 
school day.  School policies and expectations apply for the duration of all trips and expeditions. 
 
Behavior on Expeditions 
A unique aspect of Cobscook is the expedition trips and outdoor activities that take place 
throughout the school year. To ensure that the group is able to undertake these adventures 
safely, the following shall be expected during expeditions/outdoor trips. 

 Participants shall wear life jackets at all times when in a canoe or kayak. Life jackets may 
also be required at other times when on boats, as advised by a boat operator. 

 Participants shall follow hiking safety systems, which shall be taught by Cobscook staff.  

 Participants shall follow all safety instructions deemed necessary by Cobscook staff. 

 Participants shall follow Leave No Trace protocols (see page 34) when on wilderness trips. 
Leave No Trace shall be taught as part of the Cobscook Outdoor Leadership / Environmental 
Heralth curriculum. 

 Participants will remain with the group while on trips, and shall stay within the designated 
boundaries established by trip leaders.  

 Participants will carry their fair share in terms of the work associated with expeditions and 
outdoor activities. This includes, but is not limited to, participating on chore crews, being 
responsible for personal gear, working cooperatively with tent-mates and canoe-mates, and 
sharing in other tasks as needed for the safe and effective function of the group. 

 Participants shall follow all posted rules and regulations pertaining to wilderness areas.  
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Bussing Expectations 
Cobscook, in most cases, arranges with other schools and towns to provide transportation for 
students.  Riding the bus is a privilege, and to retain the privilege the following expectations 
must be met. 

 The school day begins once a student is on the bus.  If a student is feeling sick/needs to 
leave, they must arrive at school first and get permission from a parent to return home. 

 If a student wishes to be dropped off at a stop other than their usual stop, a signed parental 
consent note must be turned into Cobscook staff at the beginning of the day.  

 If a student wishes to ride home with a student who drives themselves to school, 
permission is needed in advance from parents of both students. 

 The bus driver is in charge at all times. 

 Be courteous and respectful; follow the driver’s directions. 

 If needed, the bus driver has authority to assign seats. 

 Go directly to an available or assigned seat without disturbing other students and remain 
seated while bus is moving. 

 Obey the driver’s suggestions promptly and respectfully. 

 Refrain from the use of profane language, tobacco, alcohol, drugs or any other controlled 
substance on the bus.  Remember to observe respectful conduct. 

 Refrain from eating or drinking on the bus.  Help keep the bus clean and sanitary. 

 Remember that loud talking, laughing, or unnecessary confusion can momentarily distract 
the bus driver’s attention and may result in a serious accident. 

 Bullying is never acceptable. Students will report any bullying incident to administrators. 

 Keep heads, arms, and hands inside the bus at all times.  Refrain from throwing objects 
from or into the bus. 

 Be courteous and respectful towards other students and the bus driver.   

 Remain seated until the bus stops for unloading. 

 Do not touch the first aid equipment or fire extinguishers without the driver’s permission. 

 Use emergency doors for emergencies only. 

 Keep aisle clear and free from obstructions at all times. 

 Students will be denied transportation if they do not obey the rules.  Drivers and students 
are required to report any misconduct to school administration. 

 
Failure to meet these expectations will result in a loss of bussing privileges.  Student and 
parents will be invited in for a meeting to create a bus behavioral commitment plan for the 
student.  Bus riding privileges will resume once the plan is approved by the bus provider, 
drivers, and Cobscook staff. Should a second infraction occur, bus riding privileges may be 
revoked indefinitely. In such a case, a student would be responsible for his or her own 
transportation. 
 
Cars on the CCLC Campus 
Students may, with their parent’s written permission and with a legal license, drive to school. 
However, any student who operates his or her vehicle in an unsafe manner may lose his/her 
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privilege to have a car on campus. If a student wishes to transport another student, permission 
slips are needed from parents of both students. 
 
Pet Policy 
Students are prohibited from bringing any dogs, cats, or other personal pets to the CCLC 
campus without permission from a Cobscook staff member. These animals could prove 
disruptive to students, staff and community members while also posing a potential health risk.  
 

Couple’s Behavior and Exclusive Relationships 

As per the Cobscook Student Commitment Contract (see page 31), students are expected to 
refrain from dating one another while they are participants in the program. This policy isn’t 
intended to be prudish or punitive. It is in place in acknowledgement that Cobscook is a small 
learning community, and dating can be a major source of distraction, and potential drama, to 
all participants. We recognize that this is a policy not found in most schools. For the health of 
the community and each participant, we expect each student to honor this policy.   
 
Related to this, we encourage all students to refrain from forming cliques, or to exclusively 
spending time with just one or two people. Such behavior can result in students’ feeling 
excluded, and in a small learning community this can be a hard and challenging dynamic. To 
support healthy and open relationships among all participants, we encourage each participant 
to actively get to know, work with, and spend time with all other participants in the program. 
 
Dress Code and Appearance 
Students are encouraged to use sound judgment and reflect respect for themselves and others 
in dress and grooming.  Students of Cobscook are representatives of the CCLC.  As we invite 
guests into our classroom and travel throughout the community and country, it is important 
that our dress reflects the CCLC’s mission of promoting self-respect, health, well-being, and 
non-violence.  In keeping with the goals of Cobscook, students will follow the same dress 
expectations as staff. This includes the following: 
1. All clothing will be free of language or images that promote illegal activities or behavior.  

Gang insignia is prohibited. 
2. All clothing will be free of language or images that a reasonable person would consider 

sexually indecent or harassing. 
3. Undergarments should not be visible through clothing (no see-through shirts, etc.). 
4. Clothing may not be revealing (for example, tops that reveal midriff or cleavage; clothing 

that exposes underwear or private body parts; and skirts and shorts that do not at least 
come to mid-thigh). The exception to this item is when the group is engaged in activities on 
the water where a bathing suit is an appropriate option. Bathing suits should not be see 
through or expose private body parts.  

5. Students will also be expected to practice self-care on trips and in the classroom in order to 
create a comfortable space for all. This includes tending to personal hygiene.  
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6. A note on hickeys: We follow this general rule – if you’d be embarrassed to see one on staff 
and teachers, others are likely uncomfortable seeing one on you. Please take steps to 
ensure that they are covered before arriving to school.  

 
Electronic Devices 
CCLC believes that students learn best in environments free from unnecessary disruptions and 
distractions.  For that reason, cell phones and personal electronic devices are permitted for use 
in common areas only when class is not in session.  This includes but is not limited to: cell 
phones, iPods/mp3 players, tablet computers, personal computers, hand held video games, 
laser pointers, and radios.  Electronics are not to be brought on any CCLC expeditions without 
permission.    

 Cameras are allowed when used in a way that does not violate another person’s privacy. 

 Use of personal electronic devices is allowed before and after school. During the school day, 
devices must be in the student’s backpack or personal storage space. 

 Music will not be allowed on computers during work time. 

 Electronic devices may not be used in any unethical or illegal manner. 

 Electronic devices may not be used to harass, intimidate or bully another person or to 
invade another person’s privacy. 

 Camera devices may not be used in a locker room, restroom, or any other place where 
people have a reasonable expectation of privacy. 

 
If any of the above expectations of electronics usage are not met, the process will be as follows: 

  First Infraction: The teacher will ask the student to put the electronic device in a backpack 
or other secured location. 

 Second Infraction: The teacher will confiscate the device and release it to the student at the 
end of the regular school day. 

 Third Infraction: The teacher may confiscate the device and release it only to a parent or 
guardian.   

 At the discretion of CCLC faculty, the student may lose the privilege of possessing a personal 
electronic device at school.  

 
Emergency Building Evacuation/Fire Drill 
In an emergency, our school may be evacuated until the authorities determine it is safe to 
return.  Depending on weather, level of threat or time needed, staff and students will remain 
outside or go to another designated area offsite.  School vehicles may be used in some cases.  
Students have the following responsibilities: 

1. Leave the building immediately.  Remain with their teacher.  Report in to their teacher 
once outside and in a designated area.  

2. Follow all directives of staff members.  
3. Do not leave the group. 
4. Under no circumstance will students use their own vehicles or leave school grounds 

without permission.  School officials are required to account for all students at all times 
during the emergency.  
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Equipment 
Textbooks, tools, outdoor gear, and other equipment are provided by the CCLC for students to 
borrow.  Students are responsible for keeping any equipment in good condition and returning 
them at the end of the year (or at the end of a trip, in the case of outdoor gear).  Students may 
be charged for lost or ruined materials.  All students must return all school materials by the last 
day of classes for their final grades to be entered.  
 
Expeditions and Demonstration of Trip Readiness  
Cobscook offers its students up to four expeditions throughout the school year. Expeditions are 
an exciting opportunity to explore a new region, to travel with classmates, and to engage with 
learning about the world in a personal way. Expeditions form a core component of Cobscook’s 
curriculum, and are not considered optional parts of the program. In the event that an 
unavoidable family or medical emergency arises, and a student is absolutely unable to 
participate in a trip, teachers will make appropriate accommodations so that a student can earn 
credit for the any missed expedition time.  
 
Students need to demonstrate a minimum level of readiness to successfully and safely 
participate in expeditions. Readiness includes, but is not limited to, the following: 

 Regular attendance in the weeks leading up to a trip; 

 Active engagement in the academic activities designed to prepare the learning 
community and each participant for the trip; 

 Demonstrated understanding and adherence to the Student Commitment Contract, as 
well as the behavior expectations described in this handbook; 

 Completion and submission of all required student forms. 
 
Field Trips 
Field trips are a regular part of Cobscook.  A blanket permission slip is signed at the beginning of 
the school year to cover these day trips.  It is important for students to arrive on time on these 
days as we will travel together as a group. Some field trips are spontaneously scheduled as 
opportunities in the community present themselves, so it is strongly recommended that 
students call if they are going to be late so as to not miss out on an impromptu field trip. 
Parents may be notified via email of upcoming field trips and events. 
 
Food and Beverages 
We are not able to provide school lunches to students. We ask that students bring a bag lunch 
every day.  Storage areas are available and we encourage students to bring healthy bulk 
items/groceries to have a snack and lunch on hand.   
 
In alignment with the CCLC mission to promote health and self-care, soda, energy drinks, sugary 
beverages, and disproportionate amounts of candy should not be consumed at the CCLC.   
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Grading 

If you have questions concerning your grades or if you are unsure that you have passed in all 
required work, ask to discuss it with an instructor before or after school or during lunch. 
 
Report Cards 
Report cards are issued quarterly.  Grades are entered into the Calais system at this time.  The 
CHS grading system is as follows: 
 
A  93-100    D 70-76 
B 85-92    F  0-69 
C  77-84 
 
Incomplete Grades 
Students are allowed ten (10) school days to make up work when issued an incomplete grade, 
unless other arrangements are approved by the administration. 

 
In Class Work/Homework Expectations 
Time will be allotted in class for much of the work assigned in this program.  Work not 
completed during class may be assigned as homework.   We believe that homework serves to:  

 reinforce concepts and acquired skills 

 develop a sense of responsibility 

 strengthen capacities for student to be independent and self-directed learners  
 
Library Media Center and CCLC Technology 
The CCLC houses a computer lab and library along with other technology resources that are 
available to Cobscook students and the public whenever the CCLC is open.  
 
Students are expected to: 

 Read and sign the CCLC Internet Use Policy (see page 32) before using the computer lab. 

 Work quietly and be respectful of community members who may also be working in the 
computer lab. 

 Not bring any food or drinks into the lab. 

 Not stream videos or music on any CCLC computers.  This is a distraction and slows 
down the network which is being shared by the staff at the CCLC. 

 Access the computers and internet for academic purposes only.  Facebook, instant 
messaging and online gaming are not allowed during the school day. 

 Take any materials with you and push in your chair when leaving. 
 
No School 

Announcements for school cancellations and delayed openings will be made over the radio 
stations WQDY 92.7 and 95.3 by 5:30 a.m. Assuming the power is still on, cancellations will also 
be listed on the CCLC’s Facebook page: http://www.facebook.com/thecclc. Refer to the Daily 
and Alternative Schedules section for snow day protocol. 
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Rights and Privacy Act 
Student records are collected and maintained to promote the instruction, guidance, and 
educational progress of the student. The Family Educational Rights and Privacy Act (FERPA) 
guarantees that parents and students 18 years or older may see, review, and ask any questions 
about their own or their child’s records.  See page 30 for the full language of the FERPA policy.  
 
School grounds, school buildings and school locker rooms are public facilities and as such are 
subject to announced and/or unannounced searches on a random basis at any time. 
Membership in (all student members of) all co-curricular organization, clubs, athletic teams, 
etc., are by school district policy subject to random drug testing at any time.  
 
Safety Policies Regarding Hand and Power Tools 
Engaging in hands-on projects and activities is another fun component of Cobscook. Students 
will receive instruction and coaching on the safe use of any tool before engaging in a project. 
Before using power tools, students must 1) turn in a power tool permission slip signed by a 
parent/guardian; 2) receive appropriate instruction from a Cobscook staff member or trained 
volunteer; and 3) demonstrate safe use and care for tools in order to maintain the privilege.  
 
Sports 
Students have the option of participating in sports at Calais High School.  However, students 
must provide their own transportation to practice/games and meet Academic Eligibility 
Requirements. 
 
Student Forms 
It is essential that students and parents/guardians turn in complete and accurate copies of the 
student forms provided at the start of the school year. These forms are necessary for us to carry 
out our program. Students who have not turned in necessary forms may be unable to 
participate in field trips, expeditions, and other key components of the program. 
 
Student Use of Telephones at School 
Students may use CCLC phones with teacher or staff permission.  Student cellphones must be 
turned off and in a backpack or secured location during the school day.  In case of an 
emergency, parents should call their student at the CCLC. 
 
Valuables 
Valuables and large sums of money should not be brought to school or on expeditions.  During 
trips, the staff will bring a lock box.  Students are welcome to store money for the trip in this 
box as well.  CCLC is not liable for lost or stolen items. 
 
Visitations 
Students from other schools may attend classes with you if they are not incurring an absence in 
their school AND they are a prospective CCLC student. Prior approval is needed for bringing a 
visitor to school.  Visitors will be allowed pending field trip/expedition schedule.  
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Expedition Policies 
 
The following policies pertain specifically to day and multi-day class trips.  
 
Cell Phones 
Students are asked to refrain from bringing cell phones on class trips and expeditions.  We 
cannot guarantee the safety or security of personal cell phones. Moreso, they often distract a 
student from being present with the learning community and the experience at hand. 
Additionally, they can contribute to drama even when we are miles from home. We’ve not 
found that phones contribute to the learning experience, but often detract from it.  That being 
said, the intent isn’t that students not check in with parents during trips. CCLC staff will carry 
phones which will be available for students to call home from (provided there is cell service).  
Personal cell phones brought on trip will be confiscated.   
 
Chore Groups 
Students will be a part of chore groups for the duration of any trip.  Everyone will be expected 
to carry their fair share in terms of the work associated with expeditions and outdoor activities. 
This incudes, but is not limited to, participating on cook crews, being responsible for personal 
gear, working cooperatively with tent-mates and canoe-mates, and sharing in other tasks as 
needed for the safe and effective function of the group. Sometimes this means doing more 
than what you perceive to be your fair share of the work. A participation grade will be awarded 
at the end of each day reflecting completion of assigned chores. 

Gas Station/Pit Stop Protocol 
We will provide healthy lunch and snack options as a part of our trip food budget.  In support of 
our health goals for the program, we ask students to stick to the following guidelines for 
purchasing snacks on trips:  

Per day limits: 

(1) 12 oz caffeinated or sugary beverage.  No energy drinks. 
(1) Single serving bag of chips OR single serving of candy 

If you want to get prepared food, please limit it to one item (sandwich, piece of pizza, etc.)   

Healthy snacks (no daily limits to these choices): 

 Pretzels, Popcorn, Fruit, Cheese sticks, Small bags of nuts and seeds, Crackers, Granola 
bars, Hard boiled eggs , White milk, Water 

Gear 
A packing list will be provided for every expedition.  The list will include required and optional 
items.  It is necessary for all of the required items to be brought to school by the specified date, 
not only because it a part of each student’s grade, but because those items are essential to 
making sure our group can travel together safely and comfortably. 
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Knives 

On expedition, students are allowed to possess a knife with a locking blade that is no longer 
than 2 inches (a pocket knife).  Such tools are useful in many of our outdoor activities.  Personal 
knives may be checked in with the instructor and kept in a safe place while on expeditions. 
Possession of a knife is a privilege, not a right.  If a student is misusing a knife (using it in poor 
light conditions, playing with it, having it open while on the bus or in a moving vehicle, holding 
it incorrectly, etc.), it will be confiscated and returned at the discretion of the teacher.  
 
Leaving an Expedition 
If a student has to leave an expedition early for a family emergency or is sent home in response 
to breaking a Commitment, the student’s family is responsible for all additional travel costs. 
Staff will work with a parent/guardian to create a reasonable travel plan.  
 
Make Up Work 
Participation in CCLC expeditions is not optional.  If a student is hospitalized, there is a family 
emergency, or a student is unable to participate for other acceptable reasons not outline here 
make up work will be arranged.  Otherwise, make up work is not provided.  
 
MP3 players/personal computers 
Students are asked to refrain from bringing MP3 players, personal computers or gaming devices 
on class trips and expeditions.  We want to encourage full engagement and minimize 
distraction during our times together as a group in both academic and team building settings.  
Students are invited to bring in CDs or MP3s to compile a school-appropriate group playlist 
prior to departure.  
 
Self-Care 
While on expeditions, it is especially important that students take care of themselves.  Staff will 
provide guidance (i.e. detailed packing lists, reminders and suggestions throughout the trip) 
and it is important that students take these suggestions for their own safety and for the safety 
of the group.  Eating and drinking regularly, bringing extra layers and appropriate clothing, 
tending to personal hygiene, and getting enough sleep help the entire group to stay safe, warm 
and healthy. Students are expected to ask for help when they need it.   

Smoking 
In accordance with Maine State Law, students under 18 years of age may not possess tobacco 
products including snuff (dip) or chewing tobacco.  Before entering CCLC, all students make the 
commitment to not bring any tobacco into the program, including regular school days and 
expeditions.  The possession or use of tobacco is subject to the conditions of the Calais High 
School policy regarding illegal substances. 
 
Students are permitted, with permission of parent/guardian, to bring smoking cessation 
products (nicotine patches/gum) with them on expeditions.  CCLC staff will carry and administer 
the products in accordance with prescription or instructions on original packaging.  
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Work Books 
The academic portion of the expeditions will be delivered through trip workbooks.  Much of the 
workbook will be completed during the trip and students will be given free time to complete 
reflections/additional portions.  Workbooks will be collected at the end of the trip and it is the 
student’s responsibility to make sure their books are completed by that time.  

 

Student Discipline 

For safety and academic reasons, the staff of the Cobscook Community Learning Center and 
Calais High School reserve the right to suspend or remove a student from the program. 
 
Students in Cobscook are invited to work together to create a positive and productive learning 
community. Maintaining the expectations in the Student Commitment Contract (see page 31) is 
one of the ways that each student can contribute to a healthy community.  

 
In the event that students break one of the commitments in the Student Commitment Contract, 
or otherwise chooses to engage in an act that results in harm to another member of the group, 
the following describes how CCLC works with students, families, and the learning community to 
address harmful acts. 
 
Cobscook’s discipline system is informed by practices collectively known as restorative justice. 
We initially use restorative practices to build a sense of community among participants, and we 
most often use a circle process in this work.  A circle process promotes structured dialogue, and 
all participants are held as valued, contributing members of the group. The circle process is also 
used for resolving conflict and dealing with more serious issues in a safe, formalized setting.  
The restorative circle is used to help the student understand the harm done, to develop 
empathy for everyone affected, and to participate in actions to repair any harm done.  The goal 
of the circle is to encourage accountability and responsibility through personal reflection and 
collaborative planning to develop a contract to make things right.  In most cases, this process 
will replace punitive detentions and suspensions. 
 
Discipline issues will be dealt with on a case by case basis, utilizing both small and large circles.  
Circles may happen during or after school, and parents and affected community members may 
be invited to participate.  Larger infractions may call for restorative circles on an evening or 
Saturday, as well as community service time.  
 
Suspension 

In certain circumstances, suspension may be used as a disciplinary measure in instances of 
gross misbehavior that threatens the safety of others. Suspension will generally be used in 
concert with restorative practices, as described above.   
 
Prior to suspending a student, the administration will: 

1. Inform the student of the actions that merit the suspension. 
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2. Provide the student with the opportunity to participate in a restorative circle 
process to engage in dialogue regarding the behavior. 

3. Contact the student’s parent(s) or guardian(s) informing them of the reasons for the 
suspension either verbally or in writing.  

4. Notify the Superintendent of Schools in writing.  Should a special education student 
be suspended in excess of ten (10) accumulated days, he or she will need a new 
Individual Evaluation Plan (I.E.P.) and the Pupil Evaluation Team meeting will be 
scheduled within one week to consider the appropriateness of the student’s I.E.P. 
and their placement in this program.   

 
After the suspension, the student, accompanied by a parent or guardian, must meet with the 
administration and a formal behavior contract may be developed and signed by all parties.  
Students will be welcomed back into the community after a suspension through a Resolution 
Circle.  
 
It is the student’s responsibility to complete all assigned work during his/her suspension and 
turn it in by the assigned due date.  A make-up work extension will not be given for class time 
missed due to suspension. 
 
Cheating 
Cheating is inexcusable.  Students who make the choice to cheat will not receive credit on that 
particular quiz, test, or homework. CCLC staff will notify parents in instances of cheating, and all 
parties will be invited to participate in a restorative circle regarding the event.  The Cobscook 
program and Calais High School expects its students to maintain a high degree of honesty and 
integrity in all academic and co-curricular pursuits.  Plagiarism is a form a cheating.  (See also 
Plagiarism in this section of the handbook.) 
 
Destruction of School Property 
Any student who abuses or destroys school property will be required to pay for the damage and 
repair the non-physical damage done to the school and community.  Resolution Circles will be 
used to create such a plan. Further explanation of consequences can be found on page 41. 
 
Fighting  
Fighting, physical and/or verbal aggression is unacceptable at any time.  Consequences for 
infractions are outlined on page 41.   
 
Plagiarism (See also Cheating) 
According to Merriam Webster Online, plagiarism is defined as “stealing and passing off [the 
ideas or words of another] as one’s own; the use [of another’s production] without crediting 
the source; literary theft”.  Plagiarism also occurs when a student: 

 fails to cite without quotation marks the written words or symbols of another author; 

 fails to document the author and sources of material (including materials obtained through 
electronic media) used in composition; 

 fail to cite research materials in a bibliography or works cited page; 
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 fails to name a person quoted in an oral report; 

 fails to cite an author whose works are paraphrased or summarized; 

 fails to cite an author’s ideas; 

 presents another person’s creative work or ideas as one’s own in essays, poems, music, art, 
computer programs, or other projects; 

 copies or paraphrases ideas from literary criticisms or study aids, including CliffNotes or 
SparkNotes, without documentation; 

 purchases a paper from an internet site or an individual and claims the work as one’s own; 

 cuts and pastes sections of text form internet sites or online research sites; 

 commits any other action intended to obtain credit for work which is not one’s own. 
 

In order to uphold academic integrity, students are to avoid all form of plagiarism, the submission of 
work which includes the words, ideas, or data of others without acknowledgement of the source of such 
information.  Consequences will be determined by the teacher, after due process, and may include 
failure for the course and/or assignment. 
 
The following information (with the exception of “Borrowing Structure”) was taken from The Indiana 
University Bloomington Writing Tutorial Services Website (www.indiana.edu). 
 
What is Plagiarism and Why is it Important? 
In our studies, we are continually engaged with other people’s idea: we read them in texts, hear them in 
lecture, discuss them in class, and incorporate them into our own writing.  As a result, it is very 
important that we give credit where it is due.  Plagiarism is using others’ ideas and words without clearly 
acknowledging the source of information.  
 
You are plagiarizing if you do not give credit when using: 

 Another person’s idea, opinion or theory; 

 Any facts, statistics, graphs, drawings – any pieces of information – that are not common 
knowledge; 

 Quotations of another person’s actual spoken or written words; or 

 Paraphrase of another person’s spoken or written words.  
 

How Can Students Avoid Plagiarism? 
Give credit! Cite your sources when using someone else’s words or ideas. 
 
When You Do and Do Not Need to Give Credit 
You need not cite everything, however.  You must cite your use of other people’s words (quotations) or 
ideas (interpretations, theories, research, analysis, or organization).  However, there is no need to cite 
information that is common knowledge. 
 
Common knowledge: facts that can be found in numerous places and are likely to be known by a lot of 
people.  Example: John F. Kennedy was elected President of the United States in 1960.  This is generally 
known information. You do not need to document this fact.  
 
Interpretation: someone’s analysis or belief about the facts. 



22 | P a g e  
 

However, you must document facts that are not generally known and ideas that interpret facts.  
Example: according to the American Family Leave Coalition’s new book, Family Issues and Congress, 
President Bush’s relationship with Congress has hindered family leave legislation (6).  The idea that 
“Bush’s relationship with Congress has hindered family leave legislation” is not a fact, but an 
interpretation, consequently, you need to cite your source. 
 
Quotation: using someone’s words.  When you quote, place the passage you are using in quotation 
marks, and document the source according to a standard documentation style.  Example: According to 
Peter S. Pritchard in USA Today, “Public schools need to reform but they’re irreplaceable in teaching all 
the nation’s young” (14). 
 
Paraphrase: using someone’s words, but putting them in your own words.  This is probably the skill you 
will use most when incorporating sources into your writing.  Although you use your own words to 
paraphrase, you must still acknowledge the source of the information.  
 
Borrowing Structure: taking the organization from someone else’s writing and using it in your own.  This 
is simply paraphrasing on a large scale.  If you rephrase every word in someone else’s work, but your 
work says the same thing, in the same order, this is plagiarism.  
 
Paraphrasing without Plagiarism 
How to Recognize Unacceptable and Acceptable Paraphrases 
 
Here’s the ORIGINAL text, from page 1 of Lizzie Borden: A Case Book of Family and Crime in the 1890s 
by Joyce Williams, et al.: 
 The rise of industry, the growth of cities, and the expansion of the population were the three 
great developments of late nineteenth century American history.  As new, larger, steam-powered 
factories became a feature of the American landscape in the East, they transformed farm hands into 
industrial laborers, and provided jobs for a rising tide of immigrants.  With industry came urbanization, 
the growth of large cities (like Fall River, Massachusetts, where the Borden’s lived) which became the 
centers of production as well as of commerce and trade.  
 
Here’s an UNACCEPTABLE paraphrase that is plagiarism: 
 The increase of industry, the growth of cities, and the explosion of population were three large 
factors of nineteenth century America.  As steam-driver companies became more visible in the eastern 
part of the country, they changed farm hands into factory workers and provided jobs for the large wave 
of immigrants.  With industry came the growth of large cities like Fall River where the Borden’s lived 
which turned into centers of commerce and trade as well as production.  
 
What makes this passage plagiarism? 
The preceding passage is considered plagiarism for two reasons: 
1. The writer has only changed around a few words and phrases, or changed the order of the 
original’s sentences.  
2. The writer has failed to cite a source for any of the ideas or facts.   
If you do either of these things, you are plagiarizing.  
 
Here’s an ACCEPTABLE paraphrase: 
 Fall River, where the Borden family lived, was typical of northeastern industrial cities of the 
nineteenth century.  Steam-powered production had shifted labor from agriculture to manufacturing, 



23 | P a g e  
 

and as immigrants arrived in the U.S., they found work in these new factories.  As a result, populations 
grew, and large urban areas arose.  Fall River was one of these manufacturing, commercial centers 
(Williams 1). 
 
Why is this passage acceptable? 
This passage is acceptable paraphrasing because the writer: 

 accurately relays the information in the original. 

 uses her own words. 

 lets her reader know the source of the original. 
 
Here’s an example of quotation and paraphrase used together, which is also ACCEPTABLE: 
 Fall River, where the Borden family lived, was typical of northeastern industrial cities of the 
nineteenth century.  As steam-powered production shifted labor from agriculture to manufacturing, the 
demand for workers “changed farm hands into factory workers,” and created jobs for immigrants.  In 
turn, growing populations increased the size of urban areas.  Fall River was one of these manufacturing 
hubs that were also “centers of commerce and trade.” (Williams 1) 
 
Why is this passage acceptable? 
This passage is acceptable paraphrasing because the writer: 

 records the information in the original passage accurately 

 gives credit for the ideas in the passage. 

 indicated which part is taken directly from her source by putting in quotation marks and citing the 
page number. 
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Profanity 
Vulgar or profane language does not fit within our expectations of respect and will not be 
tolerated. 
 
Removal from Class 
If a student does not feel they are ready to fully participate in a given activity, they are 
encouraged to talk to a teacher and arrange an alternative option.  If a student is unable to 
cooperate in finding an appropriate option and their actions hinder the progress of class, they 
may be removed.  All students have the right to learn, and no one has the right to interfere with 
the rights of others.   
 
Weapons, Violence and School Safety 
The CCLC and the Calais School Committee believes that students and staff are entitled to learn 
and work in an environment free of violence, threats and disruptive behavior. Students are 
expected to conduct themselves with respect for themselves and others and in accordance with 
the Student Commitment Contract.  The CCLC holds a Zero Tolerance policy around the 
possession or use of weapons including, but not limited to razor blades, knives with a blade 
greater than 3 ½ inches, guns (real or look-alikes), or other objects readily capable of causing 
bodily harm.  For more information, see the Consequences for Infractions on page 41. 
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Calais School Committee 
First Reading: September 12, 2001 
Second Reading: October 10, 2001 
Adopted: October 10, 2001 
Code: ACH 
 
HARASSMENT AND VIOLENCE 
 

I. General Statement of Policy 
It is the policy of the Calais School Department to maintain a learning and working environment that is free from 
religious, racial, or sexual harassment and violence.  The School Department prohibits any form of harassment, 
which includes, but is not limited to, religious, racial, or sexual harassment and violence.  
It shall be a violation of this policy for any pupil, teacher, administrator, or other school personnel of the School 
Department to harass a pupil, teacher, administrator, or other school personnel through conduct or 
communication of a sexual nature or regarding religion and race as defined by this policy.  (For purposes of this 
policy, school personnel includes: school board members, school employees, agents, volunteers, contractors or 
persons subject to the supervision and control of the School Department.) 
It shall be a violation of this policy for any pupil, teacher, administrator or other school personnel of the School 
Department to inflict, threaten to inflict, or attempt to inflict religious, racial or sexual violence upon any pupil, 
teacher, administrator, or other school personnel.  
The School Department will act to investigate all complaints, formal or informal, verbal or written, of religious, 
racial or sexual harassment or violence, and to discipline or take appropriate action against any pupil, teacher, 
administrator, or other school personnel who is found to have violated this policy.  

II. RELIGIOUS, RACIAL AND SEXUAL HARASSMENT AND VIOLENCE DEFINED 
A.  Sexual Harassment definition: Sexual harassment consists of unwelcome sexual advances, request for sexual 

favors, sexually motivated physical conduct or other verbal or physical conduct or communication of a sexual 
nature when: 
(i) submission to that conduct or communication is made a term or condition, either explicitly or 

implicitly, of obtaining or retaining employment, or of obtaining an education; or 
(ii) submission to or rejection of that conduct or communication by an individual is used as a factor in 

decisions affecting that individual’s employment or education; or 
(iii) that conduct or communication has the purpose or effect of substantially or unreasonably interfering 

with an individual’s employment or education, or creating an intimidating, hostile, or offensive 
employment or educational environment. 

Sexual harassment may include, but is not limited to: 
(i) unwelcome verbal harassment or abuse; 
(ii) unwelcome pressure for sexual activity; 
(iii) unwelcome, sexually motivated, or inappropriate patting, pinching, or physical contact, other than 

necessary restraint of pupil(s) by teachers, administrators or other school personnel to avoid physical 
harm to persons or property; 

(iv) unwelcome sexual behavior or words, including demands for sexual favors, accompanied by implied 
or overt threats concerning an individual’s employment or educational status; 

(v) unwelcome sexual behavior or words, including demands for sexual favors accompanied by implied 
or overt promises of preferential treatment with regard to an individual’s employment or educational 
status; or 

(vi) unwelcome sexual behavior or words directed at an individual because of gender. 
 

B. Racial Harassment definition: Racial harassment consists of physical or verbal conduct relating to an 
individual’s race when then conduct: 
(i) has the purpose or effect of creating an intimidating, hostile or offensive working or academic 

environment; or 
(ii) has the purpose or effect of substantially or unreasonably interfering with an individual’s work or 

academic performance; or 
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(iii) otherwise adversely affects an individual’s employment or academic opportunities. 
 

C. Religious Harassment definition: Religious harassment consists of physical or verbal conduct which is related 
to an individual’s religion when conduct: 
(i) has the purpose or effect of creating an intimidating, hostile or offensive working or academic 

environment; or 
(ii) has the purpose or effect of substantially or unreasonably interfering with an individual’s work or 

academic performance; or 
(iii) otherwise adversely affects an individual’s employment or academic opportunities. 

 
D. Sexual Violence definition: Sexual violence is a physical act of aggression or force or the threat thereof which 

involves the touching of another’s intimate parts, or forcing a person to touch any person’s intimate parts.  
Sexual violence may include, but is not limited to: 
(i) Touching, patting, grabbing or pinching another person’s intimate parts, whether that person is of the 

same sex or the opposite sex; 
(ii) Coercing, forcing or attempting to coerce or force the touching of anyone’s intimate parts; 
(iii) Coercing, forcing or attempting to coerce or force sexual intercourse or a sexual act on another; or 
(iv) Threatening to force or coerce sexual acts, including the touching of intimate parts or intercourse, on 

another. 
 

E. Racial Violence definition: Racial violence is a physical act of aggression or assault upon another because of, or 
in a manner reasonably related to, race. 
 

F. Religious Violence definition: Religious violence is a physical act of aggression or assault upon another person 
because of, in a manner reasonably related to, religion. 
 

G. Assault definition:  Assault is: 
(i) An act done with intent to cause fear in anther of immediate bodily harm or death; 
(ii) The intentional infliction of, or attempt to inflict bodily harm upon another; or 
(iii) The threat to do bodily harm to another with present ability to carry out the threat. 

 
Cross Reference:  JICR 
   ACAD/JICFA – HAZING 
   JICI – WEAPONS IN SCHOOLS 
Code: ACH-R 
 
REPORTING PROCEDURES 
Any person who believes he or she has been the victim of religious, racial or sexual harassment or violence by a 
pupil, teacher, administrator or other school personnel of the School Department, or any person with knowledge 
or belief of conduct which may constitute religious, racial or sexual harassment or violence toward a pupil, teacher, 
administrator or other school personnel should report the alleged acts immediately to an appropriate School 
Department Official designated by the policy.  The School Department encourages the reporting party or 
complainant to use the report form available from the principal of each building or available from the School 
District office, but oral reports shall be considered complaints as well.  Nothing in this policy shall prevent any 
person reporting harassment or violence directly to Affirmative Action Officer, Civil Rights Team, Superintendent, 
principal or designee. 
 
A. In each school building the building principal, or designee, is the person responsible for receiving oral or 

written reports of religious, racial or sexual harassment or violence at the building level.  Any adult school 
department personnel who receives a report of religious, racial or sexual harassment or violence shall inform 
the building principal, or designee, immediately.  
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Upon receipt of a report, the principal must notify the School Departments’ Affirmative Action Officer/Civil 
Rights Team immediately, without screening or investigating the report.  The principal may request, but may 
not insist upon a written complaint.  A written statement of all the facts alleged will be forwarded as soon as 
practical by the principal to the Affirmative Action Officer/Civil Rights Team.  If the report was given verbally, 
the principal shall personally reduce it to written form within 24 hours and forward it to the Affirmative 
Action Officer/Civil Rights Team.  Failure to forward any harassment or violence reports or complaint as 
provided herein will result in disciplinary action against the principal.  If the complaint involves the building 
principal, the complaint shall be filed directly with the Superintendent.  
 

B. In the District the Affirmative Action Officer will be designated by the Superintendent to receive reports or 
complaints of religious, racial or sexual harassment or violence.  If the complaint involves an Affirmative Action 
Officer, the compliant shall be filed directly with the Superintendent.  

 
C. The School Department shall conspicuously post the name of the Affirmative Action Officer including mailing 

address and the telephone number.  Submission of a good faith complaint or report or religious, racial or 
sexual harassment or violence will not affect the complainant or reporter’s future employment, grades or 
work assignments. 

 
D. Use of the formal reporting forms is not mandatory. 
 
E. The School District will respect the privacy of the complainant, the individual(s) against whom the complaint is 

filed, and the witnesses as much as possible, consistent with the School District’s legal obligations to 
investigate, to take appropriate action, and to conform to any discovery or disclosure obligations.   

 
INVESTIGATION 
By authority of the School Department, the Affirmative Action Officer, upon receipt of a report or complaint 
alleging religious, racial or sexual harassment or violence, shall immediately undertake or authorize an 
investigation.  The investigation may be conducted by School District official or by a third party designated by the 
School Department.  
 
The investigation may consist of personal interviews with the complainant, the individual(s) against whom the 
complaint is filed, and others who may have knowledge of the alleged incident(s) or circumstances giving rise to 
the complaint.  The investigation may also consist of any other methods and documents deemed pertinent by the 
investigator.  
 
In determining whether alleged conduct constitutes a violation of this policy, the School Department would 
consider the surrounding circumstances, the nature of the behavior, past incidents or past or continuing patterns 
of behavior, the relationships between the parties involved and the context in which the alleged incidents 
occurred.  Whether a particular action or incident constitutes a violation of this policy requires a determination 
based on all the facts surrounding circumstances.  
 
In addition, the School Department may take immediate steps, at its discretion, to protect the complainant, 
pupils, teachers, administrators or other school personnel pending completion of an investigation of alleged 
religious, racial or sexual harassment or violence.   
 
The investigation will be completed as soon as practical.  The Affirmative Action Officer/Civil Rights Team shall 
make a written report to the Superintendent upon completion of the investigation.  If the complaint involves the 
Superintendent, the report may be filed directly with the School Board.  The report shall include a determination 
of whether allegations have been substantiated as factual and whether they appear to be violations of this policy.  
 
SCHOOL DISTRICT ACTION 
Upon receipt of a report, the School Department will take appropriate action.  Such action may include, but is not 
limited to, warning, suspension, exclusion, expulsion, transfer, remediation, termination or discharge.  School 
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District action taken for violation of this policy will be consistent with requirements of applicable collective 
bargaining agreements, Maine and federal law and School District policies.  
 
The result of the School Department’s investigation of each complaint filed under these procedures will be 
reported in writing to the complainant by the School District in accordance with state and federal law regarding 
data or records privacy.  
 
REPRISAL 
The School Department will discipline or take appropriate action against any pupil, teacher, administrator or 
other school personnel who retaliates against any person who reports religious, racial or sexual harassment or 
violence or any person who testifies, assists or participates in an investigation, or who testifies, assists or 
participates in a proceeding or hearing relation to such harassment or violence. Retaliation includes, but is not 
limited to, any form of intimidation, reprisal or harassment. 
 
RIGHT TO ALTERNATIVE COMPLAINT PROCEDURES 
These procedures do not deny the right of any individual to pursue other avenues of recourse, which may include 
filing charges with the Maine Department of Human Rights, initiating civil action or seeking to redress under state 
criminal statues and/or federal law.  
 
HARASSMENT OR VIOLENCE AS ABUSE 
Under certain circumstances, alleged harassment or violence may also be possible abuse under Maine law.  If so, 
the duties of mandatory reporting under Maine State law may be applicable. 
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Calais School Committee 
First Reading: September 12, 2001 
Second Reading: October 10, 2001 
Adopted: October 10, 2001 
Code: JICK 
 
STUDENT TO STUDENT HARASSMENT 
Harassment of students will not be tolerated in the Calais Schools and programs.  This policy is in effect while 
students are on school grounds, while on school-operated buses, and while attending or engaging in school-
sponsored activities (home or away). 
 
Harassment prohibited by the Calais School Department includes harassment on the basis of race, sex, creed, 
color, national origin, religion, marital status or disability.  Student whose behavior is found to be in violation of 
this policy will be subject to the investigation procedure that may result in discipline, up to and including 
suspension and expulsion. 
 
Harassment as set forth above may include, but is not limited to the following: verbal, physical or written 
harassment, abuse or threats.  The school will promptly and reasonably investigate allegations of harassment.  The 
building principal will be responsible for handling all complaints by students alleging harassment. 
 
Retaliation against a student because a student has filed a harassment complaint or assisted or participated in a 
harassment investigation or proceeding is also prohibited.  A student who is found to retaliate against another in 
violation of this policy will be subject to discipline, up to and including suspension and expulsion.  A student who 
makes false reports will also face disciplinary action.  
 
It shall be the responsibility of the superintendent, in conjunction with the principal, to develop administrative 
rules regarding this policy.  The superintendent shall be responsible for organizing training programs for students 
and employees.  The training shall include how to recognize harassment and what to do in case a student is 
harassed.  
 
Cross Reference: ACH 
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HAZING 
Maine Law defines hazing as “any action or situation which recklessly or intentionally endangers the mental or 
physical health of a student enrolled in a public school.” 
 
It is the policy of the board that injurious hazing activities of any type, either on or off school property, by any 
student, staff member, group or organization affiliated with this school unit, are inconsistent with the educational 
process and shall be prohibited at all times (any time of day, any day of the week, and week of the year). 
 
“Harassing behavior” includes acts of intimidation and any other conduct that recklessly or intentionally endangers 
the mental or physical health of a student or staff member.  
 
“Acts of intimidation” include extortion, menacing, direct or indirect threats of violence, and incidents of violence, 
bullying, statements or taunting of a malicious and/or derogatory nature that recklessly or intentionally endanger 
the mental or physical health of another person, and property damage or theft.  
 
No administrator, faculty member, or other employee of the school unit shall encourage, permit, condone, or 
tolerate hazing activities.  No student, including leaders of student’s organizations, shall plan, encourage, or 
engage in hazing activities. 
 
Persons not associated with this school unit who fail to abide by this policy may be subject to ejection from school  
property and/or other measures as may be available under the law. 
 
Administrators, faculty members, students, and all other employees who fail to abide by this policy will be subject 
to disciplinary action which may include suspension, expulsion, or other appropriate measures including dismissal. 
In case of an organization affiliated with this school unit which authorized hazing, penalties may include rescission 
of permission for that organization to operate on school property or to receive any other benefit of affiliation with 
the school unit. These penalties shall be in addition to any civil or criminal penalties to which the violator or 
organization may be subject. 
 
The superintendent/designee shall assume responsibility for administering this policy.  In the event that an 
individual or organization disagrees with an action, or lack of action, on the part of the superintendent/designee as 
he/she carries out the provisions of this policy, that individual or organization may appeal to the full school board.  
The ruling of the school board, with respect to the provisions of this policy, shall be final.  
 
This right to appeal does not apply to student suspensions of 10 days or less or to matters submitted to grievance 
procedures under applicable collective bargaining agreements. 
 
A copy of this policy shall be included in all school, parent, and employee handbooks or otherwise distributed to all 
school employees and students 
 
Cross Reference: ACH  Harassment and Violence 
   JICI  Weapons in the Schools 

 
NONSEXIST LANGUAGE 
The school board directs that all staff members be especially alert to and avoid the use of sexist or other 
discriminatory language in all communications, both oral and written. 
Cross Reference: AC Nondiscriminatory/Equal Opportunity 
Code: ACA 
 
HARASSMENT 
The board recognizes the right of each employees and student to a working and learning atmosphere, which is free 
of intimidation, hostility, and offensiveness.  In order to ensure such an atmosphere, employees and students are 
not to engage in harassments of any other person.  Acts of harassment based upon race, color, sex, religion, age, 
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national origin, or disability are not only a violation of this policy but also constitute illegal discrimination under 
state and federal laws.   
 
EXAMPLES OF PROHIBITED HARASSMENT: 

A. Unwelcome sexual advances, gestures, comments or contact; 
B. Threats; 
C. Offensive jokes; 
D. Ridicule, slurs, derogatory action or remarks; and 
E. Basing employment or academic decisions or practices on submission to harassment. 

Employment and students should also be advised of the importance of informing the harasser that his/her 
behavior is unwelcome, offensive, in poor taste, or highly inappropriate.  Employees who believe that they are 
victims of harassment should report such occurrences to the Affirmative Action Coordinator, immediate 
supervisor, or superintendent of schools.  Students who believe that they are victims of harassment should report 
such occurrences to a teacher, counselor or administrator.  The person who has allegedly been harassed shall be 
advised of the various options available to the person: Maine Human Rights Commission complaint, Title IX civil 
action, or formal request for discipline by the superintendent and/or board. 
 
A substantiated charge against a staff member will subject him/her to disciplinary action, which may include 
dismissal.  
 
A substantiated charge against a student will subject him/her to disciplinary action, which may include suspension 
or expulsion. 
 
Code ACCA 
Appropriate information regarding sexual harassment and recourse shall be posted in a prominent and accessible 
location in each workplace in the unit.  Education and training shall take place as required by law for each new 
employee. 
Legal Reference:  TITLE IX OF 1972 EDUCATIONAL AMENDMENTS ACT 

TITLE VII OF 1964 CIVIL RIGHTS ACT GUIDELINES OF EQUAL EMPLOYMENT OPPORTUNITY COMM. 
PL 199, CHAP. 474 (5 MRSA SEC. 4613.2; 26 MRSA SEC. 806, 807) 
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Code: ACCA-R 
ALLEGATION OF PHYSICAL AND/OR SEXUAL ABUSE 
In the event that an allegation of harassment, physical and/or sexual abuse is made against an employee from any 
source, internal or external, the following steps will be taken. 

A. Any employee learning of the allegation is to immediately advise his/her supervisor/principal or the 
superintendent 
 

B. The superintendent is to immediately assess the situation, cause the appropriate report(s) to be made to 
the Department of Human Services (and the District Attorney in the case of physical/sexual abuse of a 
child), and cause an internal investigation to be made.  
 

C. If there is reasonable cause to believe the allegation, and the allegation would severely impair the unit’s 
reputation or endanger the health and welfare of students and/or fellow employees, the employee will be 
assigned immediately to another position not having contact with students, or be placed on 
administrative leave.  In the even an employee is placed on administrative leave, the board shall be 
notified as soon as practical.  

D. The employee will not be returned to his/her primary position until the superintendent is satisfied that 
the allegation is false or the charges are dismissed.  Every effort will be made to conclude the 
investigation within a reasonable time from the initial notification to the superintendent. 
 

E. If the superintendent finds that the allegation is true, the appropriate disciplinary action will be initiated 
which may include but not necessarily be limited to dismissal. 

 
Legal Reference: TITLE 22 MRSA SEC. 4001-4010-A (CHILD AND FAMILY SERVICES AND CHILD PROTETION 

ACT) P.L. 1991, CHAP. 474 (5 MRSA SEC. 4613.2; 26 MRSA SEC. 806, 807) 
Cross Reference:  JLF – REPORTING CHILD ABUSE/CHILD PROTECTION 
  



34 | P a g e  
 

SEXUAL HARASSMENT – STUDENT COMPLAINT PROCESS 
In the event that a student wishes to submit a complaint of sexual harassment by an employee or another student 
of either gender, he/she may use the following internal grievance procedure, may report the grievance to the 
Maine Human Rights Commission (State House Station 51, Augusta, ME 04333, 624-6050) or pursue a Title IX civil 
action.  
A. The superintendent or his/her designees shall appoint a complaint manager of each gender in every school.  

Thus, students shall have access to a complaint manager of the same sex during the school day and at other 
times as arranged by appointment.  Students may also report an allegation of sexual harassment to any or 
other adult employed in the school who shall inform a complaint manager of the allegation. 

 
B. Confidentiality, both of the complainant and of the accused, will be respected consistent with the school unit’s 

legal obligations to investigate allegations and to discipline perpetrators when misconduct has occurred.  
 

C. Within 34 hours of receiving the student’s complaint, the complaint manager shall notify the complaining 
student’s parent(s)/guardian(s) and the principal, who shall inform the superintendent.  The 
parent(s)/guardian(s) shall be given notice of the right to attend an interview of the student in a non-
intimidating environment in order to elicit full disclosure of the student’s allegations.  This interview shall take 
place within five (5) school days from the time the complaint was first made.  If no parent/guardian attends 
the interview, another adult, mutually agreed upon by the student and the complaint manager, shall attend 
and may serve as the student’s advocate. 

 
D. The complaint manager shall impress upon all persons present the confidential nature of the complaint 

process.  
 

E. Following the interview, the student will be asked to sign a written statement describing the alleged sexual 
harassment.  Copies will be given to the student, the principal and the superintendent and one copy will be 
kept in the complaint manger’s file. 

 
F. The complaint manager will keep the complaint and his/her parent(s)/guardian(s) informed about the process 

of the investigation. 
 

G. If the complaint manager finds a substantiated charge of sexual harassment by another student, the offending 
student shall be subject to disciplinary action.  

 
H. If a substantiated charge of sexual harassment by an employee is found, the results of the investigation will be 

sent to the superintendent for consideration of appropriate disciplinary action.  
 

I. The complaint manager shall fully document the investigation of every complaint of sexual harassment even if 
inconclusive.  Such documentation will include a summary of the allegations, a description of the investigation 
and any recommendations made by the complaint manager.  

 
No reprisals or retaliation by students or employees resulting from the good faith reporting of charges of sexual 
harassment will be tolerated. If a student is not satisfied with the result of the investigation as performed 
according to the procedure, appeal may be made to the superintendent.  
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Notification of Rights under Family Educational Rights and Privacy Act (FERPA) 
The Family Educational Rights and Privacy Act (FERPA) affords parents and students over 18 years of age (“eligible 
students”) certain rights with respect to the student’s education records.  These rights are: 
(1) The right to inspect and review the student’s educational records within 45 days of the day the School receives 

a request for access. 
Parents or eligible students should submit to the School principal [or appropriate school official] a written 
request that identifies the record(s) they wish to inspect.  The School official will make arrangements for 
access and notify the parent or eligible student of the time and place where the records may be inspected.  
 

(2) The right to request the amendment of the student’s education records that the parent or eligible student 
believes is inaccurate, misleading, or otherwise in violation of the student’s privacy rights under FERPA. 
 
Parents or eligible students who wish to ask the School to amend a record should write the School principal [or 
appropriate school official], clearly identify the part of the record they want changed, and specify why it 
should be changed.  If the School decides not to amend the record as requested by the parent or eligible 
student, the School will notify the parent or eligible student of the decision and advise them of their right to a 
hearing regarding the request for amendment.  Additional information regarding the hearing procedures will 
be provided to the parent or eligible student when notified of the right to a hearing.  
 

(3) The right to consent to disclosures of personally identifiable information contained in the student’s education 
records, except to the extent that FERPA authorizes disclosure without consent. 
 
One exception, which permits disclosure without consent, is disclosure to school officials with legitimate 
educational interests.  A school official is a person employed by the School as an administrator, supervisor, 
instructor, or support staff member (including health or medical staff and law enforcement unit personnel); a 
person serving on the School Board; a person or company with whom the School has contracted as its agent to 
provide an service instead of using its own employees or officials (such as an attorney, auditor, medical 
consultant, or therapist); or a parent or student serving on an official committee, such as a disciplinary or 
grievance committee, or assisting another school official in performing his or her tasks. 
A school official has a legitimate educational interest if the official needs to review an education record in 
order to fulfill his or her professional responsibility. 
 
[Optional] Upon request, the School discloses educational records without consent to officials of another 
school district in which a student seeks or intends to enroll. [NOTE: FERPA requires a school district to make a 
reasonable attempt to notify the parent or student of the requests unless it states in its annual notification 
that it intends to forward records on request.] 
 

(4) The right to file a complaint with the U.S. Department of Education concerning alleged failure by the School 
District to comply with the requirements of FERPA.  The name and address of the Office that administers 
FERPA are:  

Family Policy Compliance Office 
U.S. Department of Education 
400 Maryland Avenue, SW 
Washington, DC 20202-5920 
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Cobscook Commitment Contract 

As members of Cobscook, we will be spending a lot of time together as a small group.  Whether on the CCLC 

campus, visiting places in our community, sharing a tent for a week, or living on the bus for a month, the success of 

our program is going to depend on your commitment to one another, the community, and to the environment we 

are creating together.  

I, ___________________________, am choosing wholeheartedly to participate in Cobscook because I am excited 

to learn new skills, explore, travel, and be an active participant in this learning community.  

Please initial beside the following commitments to show that you have read and understand them: 

Commitment to Respect 

_____ I will treat myself with respect.   

_____ I will treat my peers and mentors in a respectful and mature manner.  Physical and emotional 

violence will not be a part of the environment we are creating. 

_____ I will treat the natural world with respect, understanding and valuing Leave No Trace practices.   

_____ I will respect the resources used in CCLC.  I know that our program often depends on the use of 

gear/tools/supplies and agree to not waste or mistreat these items. 

Drug and Alcohol Free Environment 

_____ I understand that the use of tobacco, alcohol or drugs does not fit into our commitment to 

respect myself, one another or the environment.  I will not bring these substances to any CCLC 

activity. 

_____ I agree to not be under the influence of any of these substances while on the CCLC campus or 

while participating in any CCLC activities.   

Relationships 

_____ I realize that tight cliques can make people feel left out.  I agree to value each of my classmates 

as individuals and make equal effort to get to know each person. 

_____ I agree to not date another member of the Cobscook program. 

 

I understand that in signing this document, I am committing to uphold these expectations, and violation of any of 

these commitments will result in consequences outlined in the Student Handbook. 

 

A violation of a commitment by any student breaks the trust of the entire group.  I commit to upholding the safety 

and trust of the group by taking actions on commitment violations, including reporting violations to CCLC staff. 

___________________________________    ______________ 

Student Signature      Date 
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Cobscook Community Learning Center 

Internet Acceptable Use Agreement 

(Please read this document carefully before signing.) 

High speed Internet access is available to CCLC Students at the Cobscook Community Learning Center.  The 
Internet offers vast, diverse, and unique resources to users. Our goal in providing this service is to promote 
educational excellence in our community by facilitating resource sharing, innovation, and communication.  

With access to computers and people all over the world also comes the availability of material that may not be 
considered appropriate for everyone. In accordance with the Children’s Internet Protection Act the CCLC employs 
the use of content filtering technology to protect against access to unacceptable and potentially harmful material. 
On a global network it is impossible to control all materials and an industrious user may discover controversial 
information. The CCLC firmly believes that the valuable information and interaction available on this worldwide 
network far outweighs the possibility that users may procure material that is not consistent with the educational 
goals of the CCLC. 

The smooth operation of the network relies upon the proper conduct of the end users who must adhere to strict 
guidelines. These guidelines are provided here so that you are aware of the responsibilities you will accept in 
exchange for using the CCLC computer resources. In general this requires efficient, ethical and legal utilization of 
the network resources.  

This policy also applies to personal devices including cellphones, tablets, and laptops used to access the internet 
through the CCLC’s network. Network access will be suspended for any device found in violation of this policy. 

The signature(s) at the end of this document is (are) legally binding and indicates the party (parties) who signed 
has (have) read the terms and conditions carefully and understand(s) their significance.  

Internet--Terms and Conditions of Use  

1) Acceptable Use - The purpose of the networks making up the Internet is to support research and education by 
providing access to unique resources and the opportunity for collaborative work. The use of the CCLC computers 
should be in support of education, research, communication or entertainment. Use of other organization's 
network or computing resources must comply with the rules appropriate for that network. Transmission of any 
material in violation of any national or state regulation is prohibited. This includes, but is not limited to: 
copyrighted material, threatening or obscene material, or material protected by copyright or trade secret. 

2) Privileges - The use of the Internet is a privilege, not a right, and inappropriate use will result in a cancellation of 
those privileges. Community members who use CCLC computers may be invited into discussion with CCLC staff 
members pertaining to the proper use of the network. The system administrators will deem what is inappropriate 
use. Also, the system administrators may deny access at any time as required. The administration, faculty, and 
staff of Cobscook Community Learning Center may request the system administrator to deny, revoke, or suspend 
specific user privileges.  

3) Network Etiquette - You are expected to abide by the generally accepted rules of network etiquette. These 
include (but are not limited to) the following: 
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a) Be polite. Do not get abusive in your messages to others. No cyber-bullying! 
b) Use appropriate language. Do not swear, use vulgarities or any other inappropriate language. 
c) Illegal activities are strictly forbidden. 
d) Be very leery about revealing your personal address or phone numbers.  Youth users should not reveal 
any personal information. 
e) Note that electronic mail (e-mail) is not guaranteed to be private. People who operate the system do 
have access to all mail. Messages relating to or in support of illegal activities may be reported to the 
authorities. 
f) Do not use the network in such a way that you would disrupt the use of the network by other users. 
g) All communications and information accessible via the network should be assumed to be private 
property.  

4) Cobscook Community Learning Center makes no warranties of any kind, whether expressed or implied, for the 
service it is providing. Cobscook Community Learning Center will not be responsible for any damages you suffer. 
This includes loss of data resulting from delays, non-deliveries, mis-deliveries, or service interruptions caused by its 
own negligence or your errors or omissions. Use of any information obtained via the Internet is at your own risk. 
Cobscook Community Learning Center specifically denies any responsibility for the accuracy or quality of 
information obtained through its services.  

5) Security - Security on any computer system is a high priority, especially when the system involves many users. If 
you feel you can identify a security problem on the Internet, you must notify a system administrator or CCLC staff. 
Do not demonstrate the problem to other users. Do not use another individual's account without written 
permission from that individual. Attempts to log on to the Internet as a system administrator will result in 
cancellation of user privileges. Any user identified as a security risk or having a history of problems with other 
computer systems may be denied access to Internet.  

6) Vandalism - Vandalism will result in cancellation of privileges. Vandalism is defined as any malicious attempt to 
harm or destroy data or hardware of another user or the CCLC, Internet, or any of the above listed agencies or 
other networks that are connected to any of the Internet backbones. This includes, but not limited to, the 
uploading or creation of computer viruses.   

CCLC Internet Use Agreement  

I understand and will abide by the above Internet Use Agreement. I further understand that any violation of the 
regulations above is unethical and may constitute a criminal offense. Should I commit any violation, my access 
privileges may be revoked, school disciplinary action and/or appropriate legal action may be taken.  

User's Full Name: __________________________________  

Address: _________________________________________ 
 
Phone: ___________________________________________ 

Email: ____________________________________________ 

 

User Signature: ____________________________________  

Date: _______________  
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  Leave No Trace 

We will be practicing principles of “Leave No Trace” throughout all wilderness activities during 
our time together in this program.  You may have heard the saying “Take only pictures, leave 
only footprints.”  That’s a general way to describe Leave No Trace.  Please take a 

moment to read through the seven principles of Leave No Trace.  We’ll talk 
about all of them at the start of the program, and will practice them 

throughout the course of the program. 

1. Plan Ahead and Prepare.  As a CCLC student, being prepared means 
arriving each day ready to participate in the day’s activities.  It means having the 

right equipment, sufficient food, and plenty of water. For an expedition trip, it means 
arriving with all of the required items on the packing list. 

2. Travel and Camp on Durable Surfaces. Throughout all trips we will camp at designated sites 
to minimize our impact.   

3. Dispose of Waste Properly. The rule is this - pack it in, pack it out. We will pack out all of 
our garbage, and you will be responsible for packing out any of your personal trash (band-
aid wrappers, snack wrappers, etc). We will also do our best to leave campsites, trails, and 
natural areas better than we found them.  If we find trash that other people left behind, 
we’ll pack that out too.  Fortunately, many camp sites will have primitive outhouses that we 
can use.  Along the trail, we will teach everyone how to property dig a “cathole” to dispose 
of human and food wastes. We’ll also use biodegradable soap for all of our washing.  

4. Leave What You Find. Cultural or historic artifacts, as well as natural objects such as plants, 
rocks, and feather, should be left as found. 

5. Minimize Campfire Impacts. For the most part, we will cook our food on 
backpacking stoves.  When we have campfires we will use established fire rings.  
If a campfire is built, we’ll keep it small and use dead sticks found on the ground. 

6. Respect Wildlife. When traveling in the backcountry, we are the visitors.  We 
will respect any wildlife we encounter by observing them from a distance. We’ll 
also avoid feeding wildlife, either intentionally or unintentionally, by securing our trash and 
storing our food in secure containers or in bags hung from trees (bear bags).  
  

7. Be Considerate of Other Visitors. Be courteous and respect other visitors and the quality of 
their backcountry experience.  We’ll do this by being polite and friendly along the trail, and 
by not being too loud when we are around others. 
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Positive Behavioral Standards 
 Be Respectful Be Responsible Be Safe 

C
la

ss
ro

o
m

 Read daily plan upon arrival to 
classroom. 

Use appropriate words & quiet voices. 

Respect other's space. 

Include everyone. 

Listen when others are speaking 

Do your best. 

Complete all tasks. 

Do your own work. 

Take care of your things. 

Arrive to class prepared. 

Keep hands & feet to yourself. 

Use materials wisely 

B
at

h
ro

o
m

 Give others privacy. 

Use bathroom appropriately. 

Close lid on toilet after use. 

Be quick and flush the toilet 

Inform staff of low supplies & bathroom 
concerns. 

Put trash in garbage. 

Use bathroom at appropriate times 

Wash hands with soap & water. 

Clean up splashes, spatters & spills. 

Sh
ar

ed
 A

re
as

 Respect others’ space. 

Be aware of others. 

Follow staff/ faculty direction. 

Use quiet voices. 

Gain permission prior to using another 
person’s things. 

Keep shared areas clean. 

Report problems or low supplies to 
appropriate staff. 

Remember others have as much right to 
a quiet & calm space as you do. 

Keep your stuff out of high traffic areas, 
to avoid being a tripping hazard. 

Fi
el

d
 T

ri
p

s 

Respect property, plants, animals and 
trails of places visited. 

Follow additional rules of places visited. 

Respect other's space. 

Include everyone. 

Use appropriate words & quiet voices 

Stay with group. 

Leave trees, plants, animals & waters as 
you found them. 

Assemble when asked. 

Clean rest areas & campsites. 

Use equipment properly. 

Promptly and courteously follow leader 
directions. 

Keep a “safe eye” on at least two others 
during trips. 

Ea
ti

n
g 

Respect other's space. 

Use quiet voices. 

Follow directions. 

Allow anyone to sit next to you. 

Use proper manners. 

Share utensils and space. 

Clean your area. 

Wash your dishes and promptly put 
them away. 

Clean spills on stove, in microwave & in 
refrigerator. 

Be sure to remove all personal items 
from refrigerator on Fridays & before 
vacations. 

Be attentive to foods cooking on stove 
or in microwave. 

Be mindful of a hot stove. 

Handle knives properly. 

P
re

se
n

ta
ti

o
n

s Attend to the presenter. 

No unnecessary talking. 

Respect other's space. 

Respond appropriately to the program 
presenter 

Arrive prepared. 

Follow directions 

Be attentive. 

Be quiet before, during, and after the 
presentation. 

Keep aisles & walkways clear. 

Stay seated. 

Keep hands & feet to yourself. 

B
u

s 

Follow bus driver’s directions. 

Allow anyone to sit next to you. 

Use appropriate words & quiet voices. 

Be prompt when traveling by bus. 

Remove trash and containers. 

Be prepared & ready to enter & exit the 
bus. 

Close windows before exiting bus. 

Assist a classmate in need. 

Sit & stay seated. 

Keep all body parts inside the bus. 

Buckle your seatbelt. 

Keep hands & feet to yourself. 

Keep aisle clear 
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Consequences for Infractions 

Infraction Definition Consequence 
Unexcused Absence 
 
 

See pages 8-9 of the CCLC 
handbook 

Conference with student for the first three unexcused 
absences in a semester 
 
As a student approaches five unexcused absences in a 
semester, a conference with the parent/guardian is the 
next attendance plan.  
 
If a student misses seven consecutive days of school or has 
ten unexcused absences, truancy proceedings may result 
(see page 9 of the handbook). 

Tardy Arriving late to school Conference with student for the first three unexcused 
tardies in a semester 
 
As a student approaches five unexcused tardies in a 
semester, a conference with the parent/guardian is the 
next step. The purpose of the meeting will be to create an 
attendance plan. 

Abusive/Inappropriate 
Language 

Any use of words, phrases, 
language or gestures that are 
sexual and/or derogatory in 
nature or inappropriate for 
the CCLC learning 
environment. This includes 
anything from using a 
sarcastic tone with others 
and basic name calling to 
swearing/cursing, or using 
language that is of a sexist, 
racist, or threatening nature. 
 

First occurrence – conference with student 
 
Second occurrence – conference with student. Reflection 
sheet, privilege loss, and apology restitution as 
appropriate. 
 
Third occurrence – conference with parent/guardian. 
Additional consequences may include a written contract 
and restitution, if appropriate.  Additionally, ongoing 
problems with language that is considered harassing may 
result in mandatory affirmative action training, which takes 
place at Calais High School. 

Disrespect/Defiance/No
ncompliance/ 
Insubordination 

Any behavior, activity, or 
action deliberately 
undermining any school 
personnel’s authority. 

First occurrence – conference with student 
 
Second occurrence – conference with student. Reflection 
sheet, privilege loss, and apology restitution as 
appropriate. 
 
Third occurrence – conference with parent/guardian. 
Additional consequences may include a written contract 
and restitution, if appropriate.  Additionally, ongoing 
problems with language that is considered harassing may 
result in mandatory affirmative action training, which takes 
place at Calais High School. 

Lying/Cheating Lying: Making a statement 
that one knows to be untrue. 
Cheating: Using dishonest 
methods to gain academic 
advantage. 
 
Lying to get another in 

Zero credit will be awarded for that particular quiz, test, or 
homework.  
 
Staff will notify parents in instances of cheating. 
 
Third occurrence – conference with parent/guardian. 
Additional consequences may include a written contract 
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trouble or a lie that leads to 
another student getting in 
trouble  
Cheating: willingly copying 
another’s work/ answers or 
letting someone copy your 
work/answers. Changing 
one’s grade or score on any 
school or school related 
work. 

and restitution, if appropriate.   

Forgery/Plagiarism Forgery: falsification of any 
document. 
Plagiarism: See pg 20 in the 
student handbook. 

Zero credit will be awarded for forged or plagiarized work. 
Parental notification, conference as appropriate.  
 
Additional occurrences – conference with parent/guardian. 
Additional consequences may include a written contract 
and restitution, if appropriate.   

Theft Theft: Stealing CCLC or 
personal property from 
teachers, CCLC employees, 
or other students. 
 

First offense – Student conference and parent notification. 
Student will return/replace stolen item(s).  
 
Second offense – Student conference.  Parent/guardian 
conference.  Student will return/replace stolen item(s). 
Reflection sheet, privilege loss, and apology restitution as 
appropriate. 
 
Additional offenses – consequences of second offense and 
law enforcement may be notified if appropriate. 

Property 
Damage/Vandalism 

Any intentional action that 
damages CCLC property. 
 
Minor damage - Damage that 
can be repaired to pre-
infraction state with little or 
no effort and/or funds. 
 
Major damage - Any damage 
that cannot be reversed or 
repaired with a reasonable 
amount of effort and/or 
funds. 

Minor damage first occurrence: conference with student.  
Student will repair damages done. 
 
Minor damage second occurrence – conference with 
student. Student will repair damages. Reflection sheet, 
privilege loss, and apology restitution as appropriate. 
 
Minor damage third occurrence – conference with 
parent/guardian.  Student will repair damages. Additional 
consequences may include a written contract and 
restitution, if appropriate.   
 
Major damage: Conference with parent/guardian. 
Students/guardians will be required to pay for damages. 

Physical Aggression/ 
Fighting 

Physical contact with the 
intent or having the outcome 
to cause injury. Examples: 
punching, hitting, pushing 
down, tackling, and/ or 
biting. In addition, instigating 
or promoting a fight. 

First offense: Student/guardian conference. 3 day 
suspension. Creation of a behavioral contract. Reflection 
sheet, privilege loss, and apology restitution as 
appropriate. 
 
Second offense: Student/guardian conference. 5 day 
suspension. Creation of a behavioral contract. Reflection 
sheet, privilege loss, and apology restitution as 
appropriate. 
 
Third offense: Student/guardian conference. 10 day 
suspension. Creation of a behavioral contract. Reflection 
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sheet, privilege loss, and apology restitution as 
appropriate. 

Skipping Class/Leaving 
Campus 

Skip Class: Deliberate failure 
to attend class. 
Leaving Campus: Leaving 
CCLC grounds without 
permission for any reason. 

If at any time, a student leaves campus without 
permission, for their safety, the police will be notified. 
First offense: Conference with parent/guardian and 
student. 3 day suspension. Creation of a behavioral 
contract. 
 
Second offense: Student/guardian conference. 5 day 
suspension. Creation of a behavioral contract. 
 
Third offense: Conference with parent/guardian and 
student. 10 day suspension. Creation of a behavioral 
contract. 

Harassment/Bullying Repeated verbal abuse, 
touching, gestures, giving of 
picture and/or notes, 
following, directly and 
willfully spreading rumors 
that could be socially or 
emotionally detrimental. 
Always Major Infractions: 
racial, religious, ethnic or 
sexual remarks. 

Minor infractions: conference with student.  A Resolution 
Circle with involved parties may be utilized. Reflection 
sheet, privilege loss, and apology restitution as 
appropriate.   
 
Major infractions: Conference with parent/guardian. 
Reflection sheet, privilege loss, apology restitution, and 
suspension as appropriate. 

Technology Violation Being off task while using the 
computer. Accessing benign 
web addresses not 
authorized by the teacher. 
Use of electronic devices 
during school day (see page 
13). 
Intentionally trying to or 
accessing material that is 
inappropriate, offensive, or 
otherwise blocked. Bypassing 
filters, downloading without 
permission. Altering or 
adding to any existing area of 
the computer. 

First offense – student conference.  Reflection sheet and 
privilege loss as appropriate. 
 
Second offense – Student conference.  Parent/guardian 
conference.   Reflection sheet, privilege loss, and apology 
restitution as appropriate. 
 

Inappropriate Touching Intimate touching between 
students: Any touch that 
does not allow the other 
person to disengage easily 
(an arm around the shoulder 
is quite different to an arm 
around the waist or a frontal 
embrace) 
Examples: Groping, kissing, 
touching with intent of 
sexual stimulation. 
Any unwanted touching 
between students. 

First offense – Student conference.  Reflection sheet and 
apology restitution as appropriate. 
 
Second offense – Student conference.  Parental 
notification. Reflection sheet and apology restitution as 
appropriate. 
 
Additional offenses – Student conference.  
Parent/guardian conference. Reflection sheet and apology 
restitution as appropriate.  Additionally, ongoing problems 
with touching that is considered harassing may result in 
mandatory affirmative action training, which takes place at 
Calais High School. 
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Couples Behavior See page 12 in student 
handbook. 
 
 

First offense – Student conference. 
 
Second offense – Student conference.  Reflection sheet, 
privilege loss, and apology restitution as appropriate. 
 
Additional offenses – Parent/guardian conference.  
Creation of written contract to define boundaries.   

Possession/Use Of 
Tobacco 

Smoking, possession or use 
of cigarettes or smokeless 
tobacco paraphernalia 
(matches, lighters, spit 
bottles, etc.). 

First offense – Student conference.  Parental notification. 
Tobacco/paraphernalia will be confiscated. 
 
Second offense – Tobacco/paraphernalia will be 
confiscated. Student conference.  Parent/guardian 
conference. Reflection sheet, privilege loss, and apology 
restitution as appropriate. 
 
Additional offenses – Creation of written contract. 

Possession/Use Of 
Alcohol and/or drugs 

Possessing alcoholic 
beverages or being under the 
influence of alcohol or illegal 
drugs. 

First offense – immediate confiscation and parental 
notification.  Student may be sent home as appropriate.  
Parental conference. 
 
Second and additional offenses – Immediate confiscation 
and parental notification.  Student may be sent home as 
appropriate.  Parental conference. Reflection sheet, 
privilege loss, and apology restitution and/or creation of 
written contract as appropriate. 

Possession/Use Of 
Weapons 

Examples: razor blades, 
knives with a blade greater 
than 3 ½ inches, guns (real or 
look-alikes), or other objects 
readily capable of causing 
bodily harm.  Possession of 
or inappropriate use of 
school approved knife 
without permission. 
See page 24. 

Zero-Tolerance Offense; 
Possession of firearms or dangerous weapon on CCLC 
property or during any CCLC-related activity.   
Immediate confiscation and parental notification.  Student 
may be sent home as appropriate.  Parental conference. 
Reflection sheet, privilege loss, apology restitution, 
suspension and/or creation of written contract as 
appropriate. 

Failure To Complete 
Assigned Disciplinary 
Activity 

Not doing or completing 
assigned discipline. 
 

Parent/guardian conference.  Meeting with the Calais High 
School administration. 

Electronic Devices Using is defined as being 
seen or heard by any school 
personnel. 
 
See page 13. 

First offense – teacher will ask student to put the device 
away. 
 
Second offense - teacher will take the electronic item and 
the student may pick the item up at the end of the day.  
 
Third offense - parental/guardian contact and device will 
be picked up by the parent/guardian. 

Dress code violation See page 12. First offense – Student will be asked to change/cover up. 
Second offense – Student conference.  
Additional offenses – parental notification. Reflection 
sheet, privilege loss, and apology restitution as 
appropriate. 
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2016-17 Cobscook Parent/Student Handbook Consent Form 

 

By signing this document, I confirm that I have read the 2016-17 Cobscook Student 
Handbook.  I will make my best effort to follow all of the policies, procedures, and rules of 
Cobscook (and Calais High School).  I also understand that I can clarify any questions about 
this handbook with the faculty and instructors of the program. 

Student Name (printed): _________________________________ Date: ____________ 

Student Signature: _____________________________________ Date: ____________ 

 

 

I have reviewed the 2016-17 Cobscook Student Handbook.  I will make my best effort to 
work with my child in regard to understanding and following the school policies, 
procedures, and rules.  I understand that I can clarify any questions I have in regard to this 
handbook by calling the faculty and instructors of the Cobscook program at 733-2233. 

Parent/Guardian Name (printed): __________________________ Date: ____________ 

Parent/Guardian Signature: _______________________________ Date: ____________ 

 

 

 

 


